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Description of Functions
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.
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.
I have discussed with my supervisor and understand the duties of the position and have received a copy of the duty statement.
I have discussed with my supervisor and understand the duties of the position and have received a copy of the duty statement.
I have discussed the duties of the position with the employee and certify the duty statement is an accurate description of the essential functions of the position.
I have discussed the duties of the position with the employee and certify the duty statement is an accurate description of the essential functions of the position.
Oversees the internal budget for [Program/Division] in collaboration with the Office of Fiscal Services by tracking expenses, revenue and expenditures, creating monthly and annual fiscal projections, and providing summarized reporting, reconciliation, and the more complex analyses using spreadsheets, graphs, charts, and matrices in order to make recommendations to upper management on budgetary solutions, to ensure [Program/Division] provides accurate and timely budget information to OFS and/or program management utilizing Financial Information System for California, Activity Based Management System, and Microsoft Office Suite. 
Prepares, reviews, revises and processes complex Requests for Personnel Actions, in coordination with the Office of Human Resources by providing guidance to hiring managers, writing, analyzing and tracking various documents, including duty statements, justifications, and organization charts, utilizing Microsoft Office Suite, Visio, Activity Based Management System, and/or ServiceNow, in order to maintain appropriate staffing levels and facilitate recruitment, hiring, appointments, and other matters related to classification and pay, to ensure program staffing requests are processed timely and accurately, in accordance with all applicable laws, rules, regulations and control agency and departmental policies and procedures. 
	Lock: 
	ResetButton: 
	Check for Current: 0
	Check for Proposed: 1
	CurrentPage: 
	PageCount: 
	RPA (Request for Personnel Action) Number: 26598 PD
	Enter DGS Office or Client Agency: Procurement Division
	Enter Unit Name: Acquisitions Branch-Contracts Management Unit 1
	Enter Reporting Location: 707 3rd Street, 2nd Floor, West Sacramento, CA 95605
	Enter Schedule (Days / Hours): Monday - Friday, 8:00 a.m. to 5:00 p.m. 
	Position Number: 306-504-1404-006
	Collective Bargaining Identifier: S01
	Enter Class Title: Information Technology Supervisor II
	Enter Working Title: 
	Enter Proposed Incumbent: 
	Effective Date: 
	Core Values or Mission: The Department of General Services (DGS) Core Values and Employee Expectations 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 employees are to adhere to the Core Values and Employee Expectations, and to perform their duties in a way that exhibits and promotes those values and expectations.
	Check for Rank and File: 1
	Check for Supervisor: 0
	Check for Specialist: 0
	Check for Office of Administrative Hearings: 0
	Check for Client Agency: 0
	Position Concept: Under general direction of the Information Technology (IT) Manager I in the Contracts Management Unit 1 (CMU), and in the Business Technology Management domain, the IT Supervisor II is responsible for overseeing and managing the strategic sourcing process of the IT and non-IT goods and services for the state, utilizing Microsoft Office products and various office information systems.
	Special Requirements: Conflict of Interest
This position is designated under the Conflict of Interest Code. The position is responsible for making or participating in the making of governmental decisions that may potentially have a material effect on personal financial interests. The appointee is required to complete Form 700 within 30 days of appointment.
	Conflict: 1
	Medical: 0
	Background: 0
	OfficeTech: 0
	BackgroundFTB: 0
	Click to insert an item: 
	Click to remove this item: 
	Enter Percentage of Duties Preformed: 35.00000000
	Enter Percentage of Duties Preformed: 35.00000000
	Enter Percentage of Duties Preformed: 25.00000000
	Enter Percentage of Duties Preformed: 5.00000000
	DropDownList1: 
	Enter Description of Functions: Manages daily activities associated with establishing Statewide Contracts to meet customer needs by directing staff in sourcing activities, developing complex solicitation documents, evaluating supplier bid responses, conducting negotiations, responding to protests and determining contract award(s) based on analysis of bid requirements, including costs and compliance with terms and conditions in order to confirm compliance with applicable laws, statutes and government codes to ensure customer needs are met.
	Enter Description of Functions: Facilitates policy development and implementation for the unit by developing unit goals, standards, policies and procedures, monitoring and capturing unit workload statistics and work process flows, researching current and proposed legislation affecting IT and non-IT procurements, implementing continued improvements for Statewide contracting and contract management, and making recommendations to management on the most difficult and sensitive administrative and/or technical requirements and high risk solicitations, in order to maximize best practices, evaluate, propose and implement improvements to meet customer needs, to ensure increase customer satisfaction. 
	Enter Description of Functions: upervises, directs, develops, and reviews the work of subordinate staff by communicating unit goals and objectives, establishing performance expectations, reviewing and approving/denying time sheets, managing staff requests for time off, maintaining adequate staffing, providing direction and information on Office of Human Resources processes, and developing timely performance evaluations and training plans, in order to provide opportunities for training, promote upward mobility, provide guidance on personnel performance issues, and to ensure equal employment opportunities are provided for a harassment and discrimination-free work environment, utilizing Project Accounting and Leave, applicable bargaining unit contract provisions, DGS policies, procedures and guidelines, and State Personnel Board and California Department Human Resources' laws and regulations.
	Enter Description of Functions: Works collaboratively with the IT Manager I and other CMU supervisors by reviewing the most complex acquisitions, negotiations, and technical specifications for proposed state procurements, in order to implement process changes, to ensure consistency across the unit, in accordance with applicable laws, statues, and government codes.
	Enter Work Environment, Physical Requirements: • This position is eligible for telework in accordance with DGS’s Telework Policy, and will be required to report to the office as needed/required. The successful candidate must reside in California upon appointment. • Occasional off-site meetings within Sacramento and occasional out-of-town meetings within California that may require the use of various transportation modes, i.e. airplane, taxi, car, etc.• Use of hand cart and hand truck to transport documents and/or equipment; i.e. laptop computer, files, reference manuals, solicitation documents, etc.• Standing or sitting in a seated position for extended periods of time• In times of state emergencies, may be required to respond 24/7 on–site, or off-site. 
	Enter Employee Name: 
	Enter Employee Signature: 
	Enter Date Employee Signed: 
	Enter Supervisor's Name : 
	Enter Supervisor's Signature: 
	Enter Date Supervisor Signed: 



