	STATE OF CALIFORNIA
DEPARTMENT OF GENERAL SERVICES

DUTY STATEMENT

GS 907T (REV. 03/05)
SHADED AREA TO REFLECT RECLASS POSITION NUMBER ONLY

	INSTRUCTIONS:  Refer to the Essential Functions Duty Statement Manual for instructions on how to complete the Duty Statement.
	RPA-

009436- OHR
	EFFECTIVE DATE:

     

	DGS OFFICE OR CLIENT AGENCY
Office of Human Resouorces
	POSITION NUMBER (Agency - Unit - Class - Serial)

306-271-4800-014

	UNIT NAME AND CITY LOCATED
Personnel Transactions Unit – West Sacramento
	CLASS TITLE
Staff Services Manager I 

	WORKING DAYS AND WORKING HOURS

 FORMDROPDOWN 
 through  FORMDROPDOWN 
      8:00  FORMDROPDOWN 
 to 5:00  FORMDROPDOWN 

	SPECIFIC LOCATION ASSIGNED TO

Sacramento


	PROPOSED INCUMBENT (If known)
     
	CURRENT POSITION NUMBER (Agency - Unit - Class - Serial)
306-271-4800-014

	YOU ARE A VALUED MEMBER OF THE DEPARTMENT’S TEAM.  YOU ARE EXPECTED TO WORK COOPERATIVELY WITH TEAM MEMBERS AND OTHERS TO ENABLE THE DEPARTMENT TO PROVIDE THE HIGHEST LEVEL OF SERVICE POSSIBLE.  YOUR CREATIVITY AND PRODUCTIVITY ARE ENCOURAGED.  YOUR EFFORTS TO TREAT OTHERS FAIRLY, HONESTLY AND WITH RESPECT ARE IMPORTANT TO EVERYONE WHO WORKS WITH YOU.


	Under the general direction of the Staff Services Manager II, the incumbent manages Personnel Transactions Unit staff and provides personnel services to the Department of General Services and contracted boards and commissions.  The incumbent will promote and be accountable for customer satisfaction and quality service; and will initiate or recommend changes that promote innovative solutions to meet customer needs.


	% of time performing duties
	Indicate the duties and responsibilities assigned to the position and the percentage of time spent on each.  Group related tasks under the same percentage with the highest percentage first.  (Use additional sheet if necessary)


	
	The Department of General Services’ (DGS) Core Values and Expectations of Supervisors and Managers are key to the success of the Department’s Mission. That mission is to “Deliver results by providing timely, cost-effective services and products that support our customers.”  DGS managers and supervisors are to adhere to the Core Values and Expectations of Supervisors and Managers, and to exhibit and promote behavior consistent with those values and expectations. 
All work to be accomplished in accordance with civil service law and rules utilizing the California Code of Regulations, Personnel Management Policy and Procedures Manual (PMPPM), Classification and Pay Guide, Personnel Management Liaison Memos (PMLs), CalHR Pay Letters and State Personnel Board (SPB) Pinkies, Selection Manual and Federal Uniform Guidelines on Employee Selection, Personnel Procedures Manual (PPM), Benefits Administration Manual (BAM), 

Personnel Action Manual (PAM), State Administrative Manual (SAM), Public Employees Retirement System (PERS)-CalPers State Handbook, State Personnel Board (SPB) laws, rules and regulations, State Controller's Office (SCO) Personnel and Payroll Letters, collective bargaining contracts, Human Resource Memorandum (HR Memo's), Personnel Supervisor Office Procedures Manual (PSOP), Personnel Transactions Office Procedures Manual (PTOP), Attendance Clerk Procedure Manual (ACPM), Personnel Operations Manual (POM),and Activity Based Management System (ABMS) Manual. 
ESSENTIAL FUNCTIONS
This position is responsible for the development of staff on the department’s (and contracted boards and commissions) personnel transaction issues.  The incumbent advises department managers and supervisors on the most complex, technical personnel transactions-related issues and provides direction to Transaction staff.  Specifically the incumbent is responsible for the following tasks:



	SUPERVISOR’S STATEMENT:  I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE

	SUPERVISOR’S NAME (Print)

     
	SUPERVISOR’S SIGNATURE

	DATE

     

	EMPLOYEE’S STATEMENT:  I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE RECEIVED A 
COPY OF THE DUTY STATEMENT

	The statements contained in this duty statement reflect general details as necessary to describe the principal functions of this job.  It should not be considered an all-inclusive listing of work requirements.  Individuals may perform other duties as assigned, including work in other functional areas to cover absence of relief, to equalize peak work periods or otherwise balance the workload.

	EMPLOYEE’S NAME (Print)

     
	EMPLOYEE’S SIGNATURE

	DATE

     


	STATE OF CALIFORNIA
DEPARTMENT OF GENERAL SERVICES

DUTY STATEMENT

GS 907T (REV. 03/05)
RPA 9436-OHR

	35%
30%

10%

10%
10%

5%

	In order to ensure consistency and efficiency in the processing of appointments, separations, miscellaneous transactions, payroll, benefits, and leave credit accrual and usage the incumbent provides ongoing guidance, leadership, instruction, and supervision to two Personnel Supervisors and eight Personnel Specialists.  Interprets and uses all reference material related to payroll and personnel transactions.

· Solves the more complex problems requiring interpretations of laws, rules, bargaining unit contracts, departmental policies and control agency procedures.

· Provides one-on-one training to the Personnel Supervisors and Specialists in all aspects of personnel and payroll related work.

· Schedules formal State Controller’s Office training classes.

· Holds regular staff meetings to keep staff apprised of the continuing changes as they occur.

· Back up to the Personnel Supervisor when he/she is unavailable.

· Controls and provides follow-up on all actions requested and assigned.

· Reviews completed work.

· Contacts control agencies as necessary to resolve issues or clarify policy or procedure.

In order to supervise staff in accordance with CalHR and SPB laws and rules, Bargaining Unit Agreement guidelines, DGS policies and guidelines, and Worker’s Compensation and CalOSHA guidelines:

· Monitors and evaluates performance using completed employee assignments and discussions with employees; provides on-the-job training to employees using either a one-on-one approach or in group settings.

· Prepares written performance evaluations using probationary reports and Individual Development Plans under established timelines. 

· Provides injured employee(s) with the Employee’s Claim For Worker’s Compensation Benefits (SCIF 3301) and completes the SCIF Occupational Injury Report (SCIF 3067).

· Follows departmental Return to Work and Bargaining Unit Agreement guidelines for the purpose of returning employees to full duty.

· Encourages staff participation in departmental training for upward mobility purposes.

· Takes corrective action to improve performance following the Department’s Constructive Intervention process.

· Provides equal employments opportunities in assignments and developmental opportunities as was as a work place free from harassment or discrimination of any kind.

In order to communicate with the boards and commissions whose personnel transactions are administered by DGS, the incumbent:

· Prepares and/or reviews various correspondences, including but not limited to memos, letters, postings, and notifications.

· Drafts and/or reviews standard personnel transaction’s processes, procedures, forms and other documents.
In order to ensure staffing levels and work assignment deadlines are met, the incumbent:

· Prepares all selection documents.

· Prepares interview questions and conducts interviews.

· Assigns and monitors workload and completed staff work.

· Provides comprehensive expectations on assignments, tasks and desired outcomes.

· Provides constructive feedback.
In order to maintain an accurate reporting to the State Controller’s Office (SCO) for issuance of correct payroll warrants of subordinate staff’s time or accurate reporting to the Office of Fiscal Services (OFS) for the billing of services for clients through the use of the Project Accounting & Leave (PAL) system in accordance with DGS policies and guidelines, MOU provision and SPB or CalHR laws and rules.

· Grants or denies subordinate staff request for time off or requests to work overtime.

· Ensures subordinate staff has sufficient leave credits available for the leave requested.

· Approves PAL entries for subordinate staff on dock or AWOL on or before the designated State Controller’s Office (SCO) semi-monthly or monthly payroll cut-off date.  This is to ensure the correct issuance of a SCO warrant for pay day.

MARGINAL FUNCTIONS

Personally performs the more sensitive and complex personnel management tasks including Exempt and Career Executive Assignment appointments.  Prepares policy recommendations to and consults with departmental management on personnel management, serves as technical resource/expert in the above mentioned areas; represents the Agency/department in meetings and various forums.
DESIRABLE QUALIFICATIONS

· Experience in human resources related work

· Experience analyzing situations and adopting effective course of action

· Experience in analyzing and interpreting laws, rules, and regulations

· Demonstrates the ability to maintain confidentiality of sensitive personnel related work

· Demonstrates interest in assuming increasing responsibility, sound judgment, loyalty, and discretion 

· Experience working with the automated Activity Based Management System (ABMS)

· Experience working with control agencies: CalHR, SCO, CalPERS

· Provides the highest level of customer service in all situations 
· Can work in a fast paced environment 

· Ability to be flexible and motivated 
· History of excellent attendance

· Ability to work under pressure and perform multiple tasks with accuracy, precision and neatness 
· Ability to focus attention to detail and follow through

· Excellent organizational skills 

INTERPERSONAL SKILLS:

· Excellent oral and written communication skills

· Ability to work cooperative with others or independently

· Receive and follow verbal/written direction from supervisors

· Positive attitude, open-mindedness, flexible, and tact

WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES:

· Business dress in accordance to office environment.

· Select, access, and use necessary information, data, and communications-related technologies, such as personal computer applications, telecommunications equipment, Internet, voice mail, email, etc.

· Handle stress well.

· Meet critical deadlines.

· Multi-task with changing priorities.




