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FINAL TASK LISTING

                                                      CLASS:  SUPERVISING PROGRAM TECHNICIAN II
     NOTE:  Each position within this classification may perform some or all of these tasks.

	Task #
	Task



	1. 
	Provides direction to Area Office clerical staff, consisting of Office Assistants, Office Technicians, and Program Technicians, who perform highly difficult, complex and diverse clerical work in a multi-program environment using the TRACKER database and supervising training courses in accordance to the procedures of the Division of State Architect (DSA) and the directions of the Regional Office Manager.

	2. 
	Provides implementation of the Departmental Equal Employment Opportunity (EEO) policies and provision of applicable Memorandum of Understandings (MOU’s) to Regional Area Office clerical staff to promote positive, cooperative, and professional working relations using the supervisor procedure manual in accordance to the Department of General Services (DGS) and DSA guidelines.

	3. 
	Reviews the complex and diverse clerical workload to maintain clerical quality and quantity standards using direction from the Regional Manager in accordance with the DGS and DSA guidelines.

	4.  
	Responds to non-engineering technical inquires such as status of project, clarification of requirements, extensions, and/or follow-up of project activities from DSA staff, other state agencies, and the client pertaining to departmental policies, procedures and guidelines using the TRACKER database and project file in accordance to DSA procedures.

	5. 
	Evaluates office needs and orders equipment and supplies required for the Area Office clerical staff, engineering staff and management to conduct daily business as required using, purchase orders, catalog(s), reasonable accommodations request, and/or oral or written request in accordance with Cal-Card guidelines and DSA policy.

	6. 
	Evaluates the performance of the clerical staff to ensure quality and timeliness standards, areas of improvement, enhancement of employee productivity, and production goals through probation/performance reports and monthly reconciliation of completed tasks in accordance to the direction from the Regional Manager as instructed by DSA headquarters.

	7. 
	Prepares counseling memos and adverse actions for employee when required for prevention of negative action and/or improvement of job performance using corrective measures in accordance with the DGS Office of Human Resources (OHR) guidelines.

	8. 
	Determines the appropriate resolution and/or follow-up for problems and concerns related to work unit operations to ensure that such issues are resolved timely and appropriately in accordance with DGS/DSA policies and guidelines.

	9. 
	Participates in the development of statewide policies and procedures to provide for the effective operations of the work unit using the TRACKER database system, Microsoft Office, in-house office forms, and DSA standard forms to assist employee(s) for training and/or as a reference tool in the conduction of duties assigned/approved by the Regional Manager. 

	10. 
	Checks contract invoices to ensure accuracy and proper billing and payment of projects assigned to consultants using TRACKER database system, original contract, contractor file folder, and calculator per the instructions of the Regional Manager and DSA Headquarter contract services unit.

	11. 
	Attends supervisor team meetings to discuss DSA policy and procedures to achieve statewide consistency and DSA strategic goal.

	12. 
	Prepares request for contract services per instructions from Regional Manager for the work that is being contracted out to the consultant for an acceptable fee and completion schedule in accordance with DSA guidelines and Legislative mandated four week bin time.

	13. 
	Reviews calculation for bank deposits generated by cashier to ensure accuracy and timely deposit per DSA procedures in accordance with State Controllers requirements.

	14. 
	Distributes and handles discrepancy pertaining to pay warrants such as overtime, travel expense, and/or monthly payroll of Regional Office staff using DSA Office of Fiscal Services instructions and procedures.

	15. 
	Prepares travel request for Regional Office staff as requested with approval of the Regional Office Manager per DSA, DGS and State travel guidelines.

	16. 
	Schedules travel arrangements for flights, car rental and/or hotel reservations as needed for attendance of meetings, conferences, training, and special projects using contracted travel agency and contracted car rental agency in accordance with DGS guidelines.

	17. 
	Prepares training request for Regional Office staff for attendance of classes, seminars and workshops to improve and maintain knowledge and skills required in the conduction of duties using the required training forms in accordance with the Regional Office policy and DGS guidelines.

	18. 
	Reviews and approves immediate employee timesheets to ensure accurate representation of time reported pertaining to production and leave time indicated per employee requested leave time/absence request documentation.

	19. 
	Acts a liaison between Regional Office and DGS OHR for all Regional Office employee(s) personnel actions (i.e., new hires, training, performance issues, probation reports, discrepancy in warrants, etc…) using a variety of OHR forms and reports per DGS guidelines.

	20. 
	Prepares new employee package for new state or transfer employee (i.e., health, dental, vision, conflict of interest, rights to receive warrants, etc…) using various documents given to employee and forwarded to DGS Personnel OFFICE per OHR procedures. 

	21. 
	Coordinates regional office employee(s) timesheets to ensure accuracy and proper signature to forward to DGS headquarters per DSA guidelines.

	22. 
	Acts as liaison between the Regional Office and Building Management for any maintenance and/or emergency situation occurring within the building affecting the work environment via e-mail or phone call to the contracted Property Building Manager as instructed by Regional Office Management.

	23. 
	Conducts interviews and hiring of staff to meet the needs of the Regional Office workload in order to meet the client needs and completion of projects using OHR procedures and in accordance with state policies.

	24. 
	Oversees all archives project files and drawings pertaining to storage and retrieval for future needs and/or current review via e-mail, phone calls, and/or written request for the project per client and/or DSA staff needs in accordance with DSA procedures.

	25. 
	Oversees the scanning and printing of record set from the original DSA stamped project documents per instructions from DSA Office of Legal Services to obtain an electronic set and hardcopy of the project document for DSA Regional Office record.             


	26. 
	Reviews all system generated DSA form letters for accuracy and grammatical errors (i.e., first approval, ninety day and closing and/or certification, etc…)  using the TRACKER database system in accordance with Title 24 – Part I.

	27. 
	Coordinates with DSA headquarter staff for an application number for a temporary exemption letter giving the School District a portable for a limited time while construction is in process during an emergency situation in accordance with Title 24 – Part I.
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