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FINAL EDITED TASK LISTING

IB ENGINEER
     NOTE:  Each position within this classification may perform some or all of these tasks.

	Task #
	Task



	
	SUPERVISION

	1. 
	Plan, assign and monitor the work activities for Procurement Engineers and other staff to ensure quality, quantity and support of statewide procurement operations while ensuring compliance with State, Departmental and Procurement Division’s laws, rules, policies and procedures by using the Procurement Information Network (PIN) and engineering database systems under the direction of the Engineering Manager.

	2. 
	Provides guidance and direction to Procurement Engineers and other staff to ascertain quality, quantity and support of statewide procurement operations while ensuring compliance with State, Departmental and Procurement Division’s laws, rules, policies and procedures using engineering knowledge, Engineering Operations Manual (EOM), Public Contract Code, SAM, and PAM under the direction of the Engineering Manager.

	3. 
	Promotes the Department’s Equal Employment Opportunity (EEO) program by maintaining a work environment that is free from discrimination and harassment by utilizing various resources (e.g., Personnel Operations Manual, training, meetings, etc.) while ensuring compliance with State, Departmental and Procurement Division’s laws, rules, policies and procedures under the direction of the Engineering Manager.

	4. 
	Prepares employee performance evaluations and probationary reports by using standard departmental forms (e.g., Performance Appraisal [Individual Development Plan, IDP], Report of Performance for Probationary Employee, etc.) ensuring compliance with State and Departmental policies, procedures and objectives under the direction of the Engineering Manager.  

	5. 
	Establishes consistent performance standards and expectations throughout the work unit in order to accomplish the Division’s mission, goals, and objectives in compliance with State, Departmental and Procurement Division’s policies, procedures and objectives using EOM, databases, etc., under the direction of the Engineering Manager.

	6. 
	Provides feedback to employees on job performance to identify needed improvement through regular discussions, training, and/or constructive intervention in accordance with departmental policies and procedures as needed.

	7. 
	Provides coaching (e.g. one-on-one, group, formal training, etc.) to subordinate staff relating to the tasks of the job to improve performance and productivity using interpersonal, mediation, and/or supervisory skills under the direction of the Engineering Manager. 

	8. 
	Recognizes, rewards and/or reinforces the efforts and accomplishments of staff and appropriately celebrate employee achievements in order to improve employee morale and production consistent with Departmental and Procurement Division’s policies, procedures and objectives under the direction of the Engineering Manager. 

	9. 
	Monitors and approves staff attendance, time spent on special projects, etc. to ensure compliance with Departmental and Procurement Division’s policies and procedures by utilizing the PAL/ABMS database under the direction of the Engineering Manager.

	10. 
	Resolves disagreements and conflicts between staff members in order to achieve and/or maintain a cohesive, productive section using interpersonal, mediation, facilitation and/or supervisory skills consistent with departmental policies and procedures under the direction of the Engineering Manager.

	11. 
	Participates in a wide variety of HR activities (e.g., recruitment, hiring, promotions, testing, labor relations, etc.) in order to comply with the Department’s Equal Employment Objectives, while ensuring compliance with State, Departmental, and Procurement Division’s policies, procedures and objectives utilizing personal knowledge and experience under the direction of the Engineering Manager.

	12. 
	Provides training to Procurement Engineers and other staff to ensure knowledge and skills needed to effectively complete work assignments to ensure compliance with applicable State, Federal, Departmental and/or Procurement Division’s laws, rules, regulations, policies and/or guidelines using various resources (e.g., visual aides,  and/or handouts, etc.) under the direction of the Engineering Manager.

	
	TECHNICAL

	13. 
	Interprets and explains technical requirements for specifications, standards test and evaluation to ensure compliance with Public Code 10318 and Section 3503 of the SAM using education, personal knowledge, experience, various manuals, etc under the direction of the Engineering Manager.

	14. 
	Obtains quality performance metrics for technical support activities in order to ensure the engineering unit contribution to the project workload is in control using Engineering Database, project review process, etc. on a continuous basis.

	15. 
	Communicates and works cooperatively with stakeholders (e.g., management, senior supplier representatives, buyers, etc) to resolve specification and/or product performance testing requirements in accordance with State, Federal, Departmental and/or Procurement Division’s laws, rules, regulations, policies and/or guidelines using interpersonal and communication skills, personal knowledge and experience on a continuous basis.

	16. 
	Interacts with supervisory levels within the Procurement Division (PD) in order to ensure cooperative and productive technical support service using interpersonal and communication skills, professionalism, and conflict resolution techniques on a continuous basis.

	17. 
	Leads and/or serves on internal and/or external project teams composed of client, buyer and technical representatives to accomplish team/management goals and objectives in accordance with departmental policies and procedures using best project management practices as needed.

	18. 
	Analyzes and evaluates staffing needs in order to assist in maintaining the division’s skill set and knowledge base consistent with industry guidelines using staff analysis techniques (e.g., staff study template, Essential Function duty statements, etc.) under the direction of the Engineering Manager.

	19. 
	Determines levels of skill set and knowledge base of individual staff to improve quality, performance, and expertise of employees using staff studies and training under the direction of the Engineering Manager.

	20. 
	Provides technical expertise to resolve disputes, protests and/or conflicts to ensure compliance in accordance with Section 3510 of the SAM and Public Code 10318 using interpersonal skills, education, experience, departmental policies and procedures, laws, rules and regulations, etc. as necessary.

	21. 
	Reviews completed staff work including procurement specifications and commodity standards, bid evaluations, etc. to ensure quality product in accordance with Public Code 10318 using Engineering Quality Procedures, education, experience, etc. on a continuous basis.

	22. 
	Develops procurement specifications and commodity standards to ensure quality product in accordance with Public Code 10318 using Engineering Quality Procedures, education, experience, etc. on a limited basis.

	23. 
	Develops statewide programs for field inspection, sampling, testing and evaluation of products to ensure operational utility and to meet customer needs in accordance with State, Federal, Departmental and/or Procurement Division’s laws, rules, regulations, policies and/or guidelines as needed.

	24. 
	Performs an engineering analysis of specifications and standards in order to determine minimum statewide product standards (e.g., Acceptable Brand List {ABL}, Qualified Product List {QPL}, etc.) that meet customer needs using education, experience, etc. as required.

	25. 
	Implements inspection, sampling, testing and evaluation procedures to ensure compliance with procurement specifications and commodity standards using quality control knowledge and procedures in accordance with State, Federal, Departmental and/or Procurement Division’s laws, rules, regulations, policies and/or guidelines as needed.

	26. 
	Researches industries and technologies in order to keep current with new developments using various publications, literature, or participation in independent projects on a continuous basis.

	27. 
	Participates in professional conferences, lectures and/or seminars with a variety of participants, including colleagues, government or commercial personnel involved in specifications and standards development, in order to network and stay current with new trends in the field and emerging technologies using interpersonal and communication skills as needed.

	28. 
	Makes oral presentations to management, customers, and/or staff to provide training, briefings, recommendations, etc. to ensure accurate and current information sharing using effective communication and interpersonal skills as needed.

	29. 
	Prepares clear, concise, and accurate reports to management, customers, and/or staff to provide training, briefings, recommendations, etc. to ensure current information sharing using effective communication and interpersonal skills as needed.
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