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INITIAL TASK LISTING

CLASS: OFFICE SERVICES SUPERVISOR II 
NOTE:  Each position within this classification may perform some or all of these tasks.

	Task #
	Task



	1. 
	Plans the work of a medium-sized group engaged in difficult clerical work. 

	2. 
	Organizes the work of a medium-sized group engaged in difficult clerical work.

	3. 
	Directs the work of a medium-sized group engaged in difficult clerical work.

	4. 
	Assigns the work to ensure deadlines are met by using staff and various office equipment to achieve goal through self-direction and upper management. 

	5. 
	Monitors the work to ensure deadlines are met by using staff and various office equipment to achieve goal through self-direction and upper management.

	6. 
	Evaluates workload to set priorities of incoming work to make work assignments to staff by self-direction.

	7. 
	Communicates agency and office policies to staff to maintain a professional work environment through verbal and written communication using agency and office policies through self-direction.

	8. 
	Enforces agency and office policies to staff to maintain a professional work environment through verbal and written communication using agency and office policies through self-direction.

	9. 
	Initiates the Progressive Discipline process to correct/improve employee performance/behavior or address issues of substandard performance by utilizing various resources (e.g. Individual Development Plan (IDP), EAP, mediation, probation reports, training records, informal/formal documentation, etc.) in accordance with the State Personnel Board (SPB) laws, rules, and regulations and departmental policies as needed.

	10. 
	Participates in the Progressive Discipline process to correct/improve employee performance/behavior or address issues of substandard performance by utilizing various resources (e.g. Individual Development Plan (IDP), EAP, mediation, probation reports, training records, informal/formal documentation, etc.) in accordance with the State Personnel Board (SPB) laws, rules, and regulations and departmental policies as needed.

	11. 
	Interviews candidates to fill vacancies using job announcements, certification list, SROA/Surplus list, employment verification and references using civil service guidelines through self-direction and approval from upper management.

	12. 
	Selects candidates to fill vacancies using job announcements, certification list, SROA/Surplus list, employment verification and references using civil service guidelines through self-direction and approval from upper management.

	13. 
	Promotes the department’s Equal Employment Opportunity program in the hiring process and maintain a work environment that is free of discrimination and harassment utilizing various resources (e.g. training, state and federal laws and rules, regulations, policies, procedures, etc.) on a daily basis.

	14. 
	Counsels employees for upward mobility, job performance and behavior modification, to achieve operational efficiency and promote employee morale using mock interviews, policy manuals, documentation, verbal and written communication through self direction. 

	15. 
	Trains staff to perform tasks and develop skills by using procedure manuals and trainers to effectively achieve operational efficiency through self-direction.

	16. 
	Writes probationary reports on employee’s performance to inform employees of their work performance using their workload statistics, attendance records, various computer software programs, consultation with Classification staff, according to SPB laws and rules.

	17. 
	Works with other units to solve problems and improve processes to accomplish task efficiently and effectively, by using various office equipment, office procedures, documentation, and holding meetings, through self direction.

	18. 
	Prepares annual IDPs on all staff to inform employees of their work performance using their workload statistics, attendance records, various computer software programs, consultation with Classification staff, according to SPB laws and rules.

	19. 
	Attends staff meetings with management to receive or disseminate information to evaluate and resolve problems and workloads, using personal computer, agendas, visual aids, memos, at the direction of upper management.

	20. 
	Interacts with other agencies to provide and receive information and services using contracts/interagency agreements, personal computer, meetings, verbal and/or written communication through self-direction and/or upper management.

	21. 
	Compiles statistics for program performance expectations and budgetary purposes using written reports, various software programs, and established procedures through the direction of upper management.

	22. 
	Develops written and verbal instructions/procedures for staff to provide direction for performing tasks in a uniform and correct manner through observing and documenting work processes and through using various computer software programs, through self direction.

	23. 
	Maintains equipment through maintenance contracts to ensure safe and proper working condition using established procedures through self direction.

	24. 
	Writes memos to provide information using computer software programs, by self-direction, personnel, or upper management.

	25. 
	Maintains a safe working environment by ensuring that staff are educated and trained on safety procedures and practices utilizing safety manuals, publication posters, warehouse safety training, and computer based training etc, through self direction and/or upper management.

	26. 
	Conducts staff meetings in order to communicate program goals objectives, establish performance and behavior expectations, and provide training utilizing computer generated handouts, agenda, pencil/pens, notepad, and audio/ visual aids through self direction. 

	27. 
	Provides coaching to subordinate staff relating to the tasks of the job to improve performance and productivity utilizing interpersonal, mediation and supervisory skills in accordance with DGS policies and guidelines of the Constructive Intervention process, Department of Personnel Administration and State Personnel Board laws and rules, various Union Bargaining Agreements, Workers’ Compensation and Cal-OSHA guidelines through self direction.   

	28. 
	Resolves conflicts (disagreements/disputes) utilizing interpersonal, mediation, facilitation and supervisory skills to achieve and maintain a cohesive, productive work environment accordance with DGS policies and guidelines, Department of Personnel Administration and State Personnel Board laws and rules, various Union Bargaining/Unit Agreements, Workers’ Compensation and Cal-OSHA guidelines through self direction and upper management.

	29. 
	Interprets provisions of the union bargaining agreements to ensure compliance in the course of supervising represented employees in accordance with Department of Personnel Administration and State Personnel Board Laws and Rules, Collective Bargaining Union Agreements, DGS, Workers’ Compensation and Cal-OSHA standards, policies and guidelines through self direction and upper management.

	30. 
	Reviews subordinate staff leave accounting (i.e., absences, NDI, AWOL.) in order to maintain an accurate reporting for issuance of correct payroll warrants and billing services utilizing various tools and or equipment (i.e., computer programs of ABMS, PAL, BEN, etc.) in accordance with Department of Personnel Administration and State Personnel Board laws and rules, Collective Bargaining Union Agreements, DGS, Workers’ Compensation and Cal-OSHA standards, policies through self-direction. 

	31. 
	Approves subordinate staff leave accounting (i.e., absences, NDI, AWOL.) in order to maintain an accurate reporting for issuance of correct payroll warrants and billing services utilizing various tools and or equipment (i.e., computer programs of ABMS, PAL, BEN, etc.) in accordance with Department of Personnel Administration and State Personnel Board laws and rules, Collective Bargaining Union Agreements, DGS, Workers’ Compensation and Cal-OSHA standards, policies through self-direction.

	32. 
	Maintains a professional business relationship with others (i.e., co-workers, contractors, vendors, public.) to fulfill operational plans and goals utilizing various methods, tools and equipment (i.e., personal communication skills, computer software, memos, letters, standard forms, files, meetings, standard office equipment, and motor vehicle.) in accordance with departmental standards through self-direction. 
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