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 TASK LISTING
                                                      CLASS:  BUSINESS SERVICES OFFICER I (SPECIALIST)
NOTE:  Each position within this classification may perform some or all of these tasks.

	Task #
	Task



	1. 
	Solicits quotes from vendors/suppliers in order to have competitive price quotations via telephone, fax and/or e-mail using the guidelines of the Department of General Services Procurement Division’s Purchasing Authority Manual and following published directives within the Government Code (GC), Public Contract Code (PCC), California Code of Regulations (CCR), State Administrative Manual (SAM), and the State Contracting Manual (SCM),under the direction of a Staff Services Manager.

	2. 
	Selects best competitive price from vendors/suppliers in order to make effective recommendations by manually reviewing the quotes/bids using the guidelines of the Department of General Services Procurement Division’s Purchasing Authority Manual and following published directives within the Government Code (GC), Public Contract Code (PCC), California Code of Regulations (CCR), State Administrative Manual (SAM), and the State Contracting Manual (SCM), under the direction of a Staff Services Manager.

	3. 
	Prepares purchase order document packages using the guidelines of the Department of General Services Procurement Division’s Purchasing Authority Manual and following published directives within the Government Code (GC), Public Contract Code (PCC), California Code of Regulations (CCR), State Administrative Manual (SAM), and the State Contracting Manual (SCM),by using computer and appropriate documents, (i.e. affidavit forms, IT forms, small business certification, etc.) for review under the direction of a Staff Services Manager.

	4. 
	Identifies faulty office equipment in order to arrange repairs  to reported issues by department employees by visual/manual efforts using the guidelines of the Department of General Services Procurement Division’s Purchasing Authority Manual and following published directives within the Government Code (GC), Public Contract Code (PCC), California Code of Regulations (CCR), State Administrative Manual (SAM), and the State Contracting Manual (SCM), under the direction of a Staff Services Manager.

	5. 
	Contacts vendors, procurement staff, etc., in order to repair equipment using the telephone, requisition orders, etc., using the guidelines of the Department of General Services Procurement Division’s Purchasing Authority Manual and following published directives within the Government Code (GC), Public Contract Code (PCC), California Code of Regulations (CCR), State Administrative Manual (SAM), and the State Contracting Manual (SCM),under the direction of a Staff Services Manager.

	6. 
	Receives equipment repair requests from department employees in order to make repair arrangements using the guidelines of the Department of General Services Procurement Division’s Purchasing Authority Manual and following published directives within the Government Code (GC), Public Contract Code (PCC), California Code of Regulations (CCR), State Administrative Manual (SAM), and the State Contracting Manual (SCM), via telephone, email, fax’s, etc., under the direction of a Staff Services Manager.

	7. 
	Supports equipment database in order to maintain accurate records by adding, deleting, or changing information on the computer under the direction of a Staff Services Manager.

	8. 
	Follows-up on order status requests in order to provide good customer service to department employees via telephone, fax and/or e-mail under the direction of a Staff Services Manager.

	9. 
	Provides management with status reports, (i.e. work, purchase repairs, postal, etc.) in order to meet business objectives by compiling data into a spreadsheet or database under the direction of a Staff Services Manager.

	10. 
	Performs a variety of routine database updates in order to maintain accurate information for BSO operations by adding, deleting, or changing information on the computer under the direction of a Staff Services Manager.

	11. 
	Prepares inventory documents in order to maintain records for department staff on the issuance of business equipment via computer inventory programs under the direction of a Staff Services Manager.

	12. 
	Issues contract notifications of “Intent to Award” to meet business objectives via computer to all vendors/suppliers using the guidelines of the Department of General Services Procurement Division’s Purchasing Authority Manual and following published directives within the Government Code (GC), Public Contract Code (PCC), California Code of Regulations (CCR), State Administrative Manual (SAM), and the State Contracting Manual (SCM), under the direction of a Staff Services Manager.

	13. 
	Notifies winning vendor of contract award to provide information regarding authorization of purchase by sending an approved Purchase Order by fax or mail using the guidelines of the Department of General Services Procurement Division’s Purchasing Authority Manual and following published directives within the Government Code (GC), Public Contract Code (PCC), California Code of Regulations (CCR), State Administrative Manual (SAM), and the State Contracting Manual (SCM), under the direction of Staff Services Manager.

	14. 
	Provides bidders, upon request, with results of competitive bid via verbal communication using the guidelines of the Department of General Services Procurement Division’s Purchasing Authority Manual and following published directives within the Government Code (GC), Public Contract Code (PCC), California Code of Regulations (CCR), State Administrative Manual (SAM), and the State Contracting Manual (SCM), under the direction of Staff Services Manager.

	15. 
	Completes legal advertisements in order to notify vendors/supplier of bids using the computer using the guidelines of the Department of General Services Procurement Division’s Purchasing Authority Manual and following published directives within the Government Code (GC), Public Contract Code (PCC), California Code of Regulations (CCR), State Administrative Manual (SAM), and the State Contracting Manual (SCM), under the supervision of a Staff Services Manager.

	16. 
	Issues notification of bid awards to vendors/suppliers in order to meet DGS policies and procedures via the computer using the guidelines of the Department of General Services Procurement Division’s Purchasing Authority Manual and following published directives within the Government Code (GC), Public Contract Code (PCC), California Code of Regulations (CCR), State Administrative Manual (SAM), and the State Contracting Manual (SCM), under the supervision of a Staff Services Manager.

	17. 
	Provides answers to agency personnel in regards to the proper application of procurement rules, policies and regulations via verbal communication using the guidelines of the Department of General Services Procurement Division’s Purchasing Authority Manual and following published directives within the Government Code (GC), Public Contract Code (PCC), California Code of Regulations (CCR), State Administrative Manual (SAM), and the State Contracting Manual (SCM), under the direction of a Staff Services Manager.

	18. 
	Applies property identification tags to capital and sensitive equipment in order to maintain accurate records manually according to Government Accounting control principals and SAM guidelines under the direction of a Staff Services Manager.

	19. 
	Types property identification forms information in order to maintain accurate records according to Government Accounting control principals and SAM guidelines.into computer database using personal computer under the direction of a Staff Services Manager.

	20. 
	Requests property identification tags from Fiscal Services for new fixed assets to maintain records via telephone or email under the direction of a Staff Services Manager.

	21. 
	Reviews contract documents to ensure they are signed by authorized staff through a read and review edit process using the guidelines of the Department of General Services Procurement Division’s Purchasing Authority Manual and following published directives within the Government Code (GC), Public Contract Code (PCC), California Code of Regulations (CCR), State Administrative Manual (SAM), and the State Contracting Manual (SCM),  under the supervision of a Staff Services Manager.

	22. 
	Responds to procurement questions from staff in order to procure goods and services using the guidelines of the Department of General Services Procurement Division’s Purchasing Authority Manual and following published directives within the Government Code (GC), Public Contract Code (PCC), California Code of Regulations (CCR), State Administrative Manual (SAM), and the State Contracting Manual (SCM), under the supervision of a Staff Services Manager.

	23. 
	Promotes vendor opportunities to Small Business (SB), and Disabled Veteran’s Business Enterprise (DVBE) in order to achieve participation goals, verbally and/or written using the guidelines of the Department of General Services Procurement Division’s Purchasing Authority Manual and following published directives within the Government Code (GC), Public Contract Code (PCC), California Code of Regulations (CCR), State Administrative Manual (SAM), and the State Contracting Manual (SCM), under the supervision of a Staff Services Manager.

	24. 
	Analyzes equipment utilization in order to forecast procurement needs via reports of usage and time spent on equipment under the supervision of a Staff Services Manager.

	25. 
	Responds to requests for building maintenance from department employees in order to maintain a good working environment, through verbal and/or written response using the guidelines of the Department of General Services Procurement Division’s Purchasing Authority Manual and following published directives within the Government Code (GC), Public Contract Code (PCC), California Code of Regulations (CCR), State Administrative Manual (SAM), and the State Contracting Manual (SCM), under the direction of a Staff Services Manager.

	26. 
	Responds to requests for building repair activity from department employees in order to maintain a good working environment through verbal and/or written response using the guidelines of the Department of General Services Procurement Division’s Purchasing Authority Manual and following published directives within the Government Code (GC), Public Contract Code (PCC), California Code of Regulations (CCR), State Administrative Manual (SAM), and the State Contracting Manual (SCM), under the direction of a Staff Services Manager.

	27. 
	Investigates repair requests from department employees in order to determine what necessary actions are needed by using testing tools (i.e. temperature gages, volt meter, etc.), and/or visual inspection, under the instruction of a Lead Staff or supervisor.

	28. 
	Coordinates facility repair work in order to complete the repairs by scheduling vendors/contractors site visits using the guidelines of the Department of General Services Procurement Division’s Purchasing Authority Manual and following published directives within the Government Code (GC), Public Contract Code (PCC), California Code of Regulations (CCR), State Administrative Manual (SAM), and the State Contracting Manual (SCM), under the direction of a Staff Services Manager.

	29. 
	Accompanies vendors/contractors during site visits in order to maintain department security by giving access to department areas to accommodate the repair using the guidelines of the Department of General Services Procurement Division’s Purchasing Authority Manual and following published directives within the Government Code (GC), Public Contract Code (PCC), California Code of Regulations (CCR), State Administrative Manual (SAM), and the State Contracting Manual (SCM), under the direction of a Staff Services Manager.

	30. 
	Serves as a lead person over lower level staff in order to provide guidance in accomplishing of work using the guidelines of the Department of General Services Procurement Division’s Purchasing Authority Manual and following published directives within the Government Code (GC), Public Contract Code (PCC), California Code of Regulations (CCR), State Administrative Manual (SAM), and the State Contracting Manual (SCM),  via verbal communication under the direction of a Staff Services Manager.

	31. 
	Serves as agency telecommunication representative in order to facilitate additions, moves and changes of telecommunications equipments/services via verbal communication under the direction of State Telecommunications Management Manual and SAM.


