
 See following page for additional information 
BUSINESS SERVICE OFFICER I (SPECIALIST)  KK70/4720                        6DM03 
BULLETIN RELEASE DATE:  JUNE 9, 2016 FINAL FILING DATE:  JUNE 23, 2016  PAGE 1 of 3 

CALIFORNIA STATE GOVERNMENT--AN EQUAL EMPLOYMENT OPPORTUNITY EMPLOYER-- PROVIDES OPPORTUNITIES TO ALL REGARDLESS OF RACE, COLOR, SEX, CREED, 
NATIONAL ORIGIN, ANCESTRY,  MARITAL STATUS, DISABILITY, RELIGIOUS, POLITICAL AFFILIATION, AGE, SEXUAL ORIENTATION, GENETIC INFORMATION, MILITARY, or VETERAN 

STATUS. 

 
 

Personnel Services Branch 
1001 I Street 
P. O. Box 4015 
Sacramento, CA 95812-4015 
(916) 322-4553 

 
STATE OF CALIFORNIA – ENVIRONMENTAL PROTECTION AGENCY 

DEPARTMENT OF PESTICIDE REGULATION 
 

BUSINESS SERVICE OFFICER I (SPECIALIST) 
DEPARTMENTAL PROMOTIONAL EXAMINATION 

 

           
            Exam Code:  6DM03 

SALARY RANGE:  $3,824 - $4,788` 
 

IT IS AN OBJECTIVE OF THE STATE OF CALIFORNIA TO ACHIEVE A DRUG-FREE STATE WORK PLACE.  ANY APPLICANT FOR STATE EMPLOYMENT WILL BE 
EXPECTED TO BEHAVE IN ACCORDANCE WITH THIS OBJECTIVE BECAUSE THE USE OF ILLEGAL DRUGS IS INCONSISTENT WITH THE LAW OF THE STATE, THE 
RULES GOVERNING CIVIL SERVICE AND THE SPECIAL TRUST PLACED IN PUBLIC SERVANTS. 

 
WHO MAY APPLY 

 
This is a departmental promotional examination for the Department of Pesticide Regulation. Applicants 
must meet one of the following criteria to participate in this examination.  
1. Applicants must have a permanent civil service appointment with the Department of Pesticide Regulation 
(DPR) as of the final filing date. Under certain circumstances, former DPR employees may be allowed to 
compete under the provisions of Rule 235 (See General Information section of this bulletin.); or  
2. Must be a current or former employee of the Legislature for two or more years as defined in Government 
Code §18990; or  
3. Must be a current or former non-elected exempt employee of the Executive Branch for two or more 
consecutive years as defined in Government Code § 18992; or  
4. Must be a person retired from the United States military, honorably discharged from active military duty with a 
service-connected disability, or honorably discharged from active duty as defined in Government Code § 18991. 
NOTE: Veterans must provide a copy of their DD 214 with their application.  
 
All applicants must meet the education and/or experience requirements as stated on this examination 
announcement.  

 

 
HOW TO APPLY 

 
An Examination Application (STD 678) must be POSTMARKED no later than the final filing date,  
June 23, 2016.  Applications postmarked, personally delivered after 5:00 pm, or received via interoffice mail after 
the final filing date will not be accepted.   
 
Applications may be submitted by mail or in person to: 
 
Department of Pesticide Regulation 
Personnel Services Branch/Examinations Unit 
1001 I Street, 4th Floor  MS 4-B 
P.O. Box 4015 
Sacramento, CA  95812-4015 
 

For your convenience, you may obtain a copy of the Examination Application (STD 678) via the Internet at: 
 

https://jobs.ca.gov/pdf/std678.pdf 
 

 
 
 
 

 
SPECIAL TESTING 
ARRANGEMENTS 

 
If you have a disability and need special testing arrangements, mark the appropriate box in question 2 of the 
Examination Application.  You will be contacted about specific arrangements. 
 

 
REQUIREMENTS 
FOR ADMITTANCE 
TO THE 
EXAMINATION 

 
It is your responsibility to make sure you meet the education and/or experience requirements stated below.  Your 
signature on your application indicates you have read, understood, and possess the basic qualifications required.  
All applicants must meet the education and/or experience requirements for this examination by the final filing date 
of June 23, 2016. 
 

NOTE:  To verify applicants meet the minimum qualifications, as stated on this bulletin, all applications must 
include: “To” and “From” employment dates (month/day/year), time base, and job titles/official civil classification 
titles, and detailed description of the specific duties performed.  College course information must include: name 
and address of institution, title, semester or quarter credits, completion dates, and title and type of degree (if 
applicable). Applications must also contain original signatures.  Applications excluding any of this 
information may be rejected.  Resumes containing additional information may be submitted with the examination 
application. 
 

 
MINIMUM 
QUALIFICATIONS 

 
NOTE: SUBMISSION OF TRANSCRIPTS IS REQUIRED TO VERIFY THE EDUCATION REQUIREMENT. 
FAILURE TO DO SO MAY RESULT IN A DELAY OF YOUR APPROVAL TO COMPETE IN THE 
EXAMINATION.  
 
EXPERIENCE: Either  

I 
One year of experience in the California state service performing duties comparable to those of a Business 
Service Assistant (Specialist), Range C, or of a Staff Services Analyst, Range B, in a business service 
assignment. (Applicants who have completed six months of service performing the duties listed above will be 
admitted to the examination but must satisfactorily complete one year of experience performing these duties 
before they can be considered eligible for appointment.) 

Or II 
One year of technical experience beyond the Trainee level in one or a combination of the following:  

1. Equipment and supplies management including the preparation of purchase documents. Or 
2. Building management including lease negotiation and problem resolution. Or 
3. Telecommunications including landwire and radio/microwave. 

[Experience in California state service applied toward this requirement must include one year performing the duties 
of a class at a level of responsibility equivalent to that of a Business Service Assistant (Specialist), Range C.] 

AND 
EDUCATION: 
Equivalent to graduation from college. (Additional qualifying experience may be substituted for the required 
education on a year-for-year basis.) 

 
 

 

SUBMIT APPLICATIONS ONLY TO THE ADDRESS INDICATED ABOVE. 

https://jobs.ca.gov/pdf/std678.pdf
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POSITION  
DESCRIPTION AND 
LOCATION 

 
Under general supervision, the Business Service Officer I (Specialist) independently performs technical and 
analytical business service work of average difficulty relating to Purchasing, Facilities Management, Capitol Outlay, 
and Telecommunications. Positions may exist in Sacramento or West Sacramento. 
 

 

EXAMINATION 
INFORMATION 

 
This examination will consist of Training and Experience evaluation weighted 100%.  The Training and 
Experience evaluation is designed to elicit a range of specific information regarding each candidate’s knowledge, 
skills, abilities, and potential to effectively perform the duties relative to this classification.  Responses to the 
evaluation will be assessed based on pre-determined rating criteria.   In order to obtain a position on the eligible 
list, a minimum overall rating of 70% must be attained in the examination. COMPETITORS WHO DO NOT 
COMPLETE THE TRAINING AND EXPERIENCE EVALUATION WILL BE DISQUALIFIED.  
 

 
SCOPE OF 
EXAMINATION 

A.    Knowledge of: 
1. Inventory processes to log and track assets in compliance with the Department of Finance and/or other 

regulations. 
2. Resources and locations where information regarding purchases, maintenance services, policies, 

procedures, and guidelines may be acquired to solve business services issues. 
3. Purchasing rules and regulations within the State to oversee procurement activities and manage the 

acquisition of goods and services. 
4. Various solicitation practices and procedures such as Request for Proposals (RFP), Request for Quotations 

(RFQ), and Invitation for Bid (IFB) to develop bids and ensure compliance. 
5. Statewide recycled-content mandates on products purchased with reportable product categories to comply 

with State Agency Buy Recycled Program (SABRAC). 
6. Standard purchase order processes and forms to complete the procurement process. 
7. Basic statistics such as averages and percentages to develop reports, compare bid prices, and determine tax 

amounts for purchases. 
8. Basic State accounting and budgeting practices to manage procurement, maintain facilities, and complete 

business service operations. 
9. Project management principles to manage the progress of a variety of administrative programs and project 

activities to ensure that project timelines and schedules are appropriately established, modified, and adhered 
to as project work progresses. 

10. Personal computers and usage as a tool to file, track, store, and organize documents. 
11. Building management, including office layout, lighting, heating, and ventilation to make facility 

recommendations. 
 B. Ability to: 

1. Accurately review procurements for content, feasibility, and formatting to ensure orders are correct. 
2. Maintain accurate and detailed records of work-related activities and accounting functions to document 

departmental actions. 
3. Organize information using various filing systems (e.g. alphabetical, numerical, categorical) to facilitate the 

filing and retrieval of materials and records. 
4. Comprehend and utilize a database application for research, adjustment, and maintenance of inventories to 

properly identify and track inventory. 
5. Listen and comprehend verbal and written instructions in order to carry out assigned tasks. 
6. Interpret and explain policies, procedures, rules, and/or regulations to non-technical individuals (e.g. 

departmental employees, the public, vendors, other State agencies) to clearly communicate pertinent 
information. 

7. Use tact, discretion, and diplomacy when responding to the needs, problems, or concerns of others (e.g. 
departmental employees, the public, representatives of other State agencies) to convey information in a 
professional manner. 

8. Facilitate meetings with various audiences to communicate information, exchange ideas, and outline project 
goals. 

9. Research equipment specifications and compare to business needs to assist department staff with obtaining 
equipment. 

10. Read and understand technical documents that include procedural, administrative, or policy information such 
as manuals, legislation, or guidelines. 

11. Read and summarize numerical reports and compare to spreadsheets or other information sources to identify 
and resolve discrepancies. 

12. Read and comprehend written materials (e.g. reports, memos, letters) to apply information and determine 
appropriate courses of action. 

13. Identify information, materials, and resources needed to complete projects and assignments or solve office-
related issues. 

14. Analyze and evaluate data (e.g. numerical, graphical, charted, tabulated), and/or write specifications 
accurately with minimal errors to apply information, formulate conclusions, and appropriate courses of action. 

15. Compare procedures in practice to standard written procedures to ensure compliance. 
16. Use logic, reasoning, and/or sound judgement to identify the strengths and weaknesses when choosing 

alternatives when precise requisitions are unobtainable. 
17. Research information through a variety of methods (e.g. Internet, reading materials, verbal or written 

communication) to acquire necessary information (e.g. pricing, product specifications, contract listings) for 
completing projects. 

18. Learn new information and processes for application to business service functions. 
19. Develop detailed reports based on numerical and qualitative data to summarize business service operations. 
20. Prepare concise written summaries of complex and detailed written materials into a clear and concise single 

document. 
21. Compile verbal and written information from various documents to summarize in a cohesive written or oral 

report. 
22. Maintain confidentiality when handling sensitive information (e.g. social security numbers, proprietary) with 

tact and diplomacy to comply with confidential documentation policies. 
23. Perform basic mathematical calculations (e.g. addition, subtraction, division, multiplication) to calculate 

numerical data (e.g. budgeting, pricing, time keeping). 
24. Balance numerical information in spreadsheet or table format to reconcile discrepancies or project future 

expenses. 
25. Prepare rough sketches of proposed alterations and repairs to premises and estimate costs. 
26. Inspect miscellaneous properties and equipment to correctly report their condition and recommend 

replacements. 
27. Prioritize work assignments and in-basket materials to ensure completion within established timeframes and 

by expected deadlines. 
28. Work independently, initiating follow through with various interested parties to complete assignments with 

minimal supervision. 
29. Set priorities, coordinate and schedule tasks or events in a logical manner to maximize staff and material 

resources, increase efficiency, and anticipate problems. 
30. Plan and organize various projects including the establishment of project timelines, and requirements for 
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successful project completion to implement business service projects. 
31. Maintain attention to detail and accuracy when counting, reviewing work, balancing monies, and documenting 

transactions. Use word processing software (e.g. Microsoft Word, WordPerfect) to develop and format written 
documents (e.g. memos, letters, reports). 

32. Use word processing software (e.g. Microsoft Word, WordPerfect) to develop and format written documents 
(e.g. memos, letters, reports). 

33. Use spreadsheet software (e.g. Excel, Lotus, QuatroPro) to perform mathematical calculations when 
summarizing and presenting data sets and creating visual data displays (e.g. tables, graphs, charts). 

34. Use Adobe software to scan, develop, change, review, and send documents. 
 C.     Skill to: 

1.      Operate automotive equipment to effectively and economically perform the duties of the job. 
2.      Operate a keyboard and 10-key to enter information and data with minimal error.  
 
 

 
ELIGIBLE LIST 
INFORMATION 

 
A departmental promotional eligible list will be established for the Department of Pesticide Regulation.  The list will 
expire 12 months after it is established unless the needs of the service and condition of the list warrant a change in 
this period. 

 
VETERANS’ 
PREFERENCE/ 
CAREER CREDITS 

 
Veterans’ preference and career credits are not granted in promotional examinations. 

 
GENERAL INFORMATION 

 
The California Department of Pesticide Regulation and the State Personnel Board reserve the right to revise the examination plan to 
better meet the needs of the service if the circumstances under which this examination was planned change.  Such revision will be in 
accordance with civil service laws and rules and all competitors will be notified. 
 
Americans with Disabilities Act, Title II:  The California Department of Pesticide Regulation (DPR) is committed to a strong policy of equal 
employment opportunity.  To this end, DPR does not discriminate against or exclude any person from participating in the employment 
process, advancement, benefits of employment, or in the admission and access to programs or activities administered by DPR on the basis 
of race, color, national origin, ancestry, religion, creed, sex, marital status, sexual orientation, pregnancy, age, veteran status, political 
affiliation, genetic information or disability (including AIDS) as required by Title II of the Americans with Disabilities Act (ADA).  Reasonable 
accommodations for qualified individuals with disabilities will be made available upon request.  Candidates must be able to perform the 
essential functions of the position with or without reasonable accommodations. 
 
It is the candidate’s responsibility to contact the Department of Pesticide Regulation, Personnel Services Branch/Examination Unit 
at (916) 322-4553 three days prior to the written test date if he/she has not received his/her notice. 
 
For an examination without a written feature it is the candidate’s responsibility to contact the Department of Pesticide Regulation, 
Personnel Services Branch/Examination Unit at (916) 322-4553 three weeks after the final filing date if he/she has not received a 
progress notice. 
 
If a candidate’s notice of oral interview or performance test fails to reach him/her prior to the day of the interview due to a verified postal 
error, he/she will be rescheduled upon written request. 
 
Applications are available at www.jobs.ca.gov, local offices of the Employment Development Department, and the Department of Pesticide 
Regulation. 
 
If you meet the requirements stated on this bulletin, you may take this examination, which is competitive.  Possession of the entrance 
requirements does not assure a place on the eligible list.  Your performance in this examination will be compared with the performance of the 
others who take this test, and all candidates who pass will be ranked according to their scores. 
 
Examination Locations:  When a written test is part of the examination, it will be given in such places in California as the number of 
candidates and conditions warrant.  Ordinarily, oral interviews are scheduled in Sacramento, San Francisco, and Los Angeles.  However, 
locations of interviews may be limited or extended as conditions warrant. 
 
Eligible Lists:  Eligible lists established by competitive examination, regardless of date, must be used in the following order:   
1) sub-divisional promotional, 2) departmental promotional, 3) multi-departmental promotional, 4) service-wide promotional,  
5) departmental open, 6) open.  When there are two lists of the same kind, the older must be used first.  Eligible lists will expire in one to four 
years unless otherwise stated on this bulletin. 

 
Promotional Examination only:  Competition is limited to employees who have a permanent civil service appointment.  Under certain 
circumstances other employees may be allowed to compete under provisions of Rules 234, 235, and 235.2.  State Personnel Board Rules 
233, 234, 234.2, 235, and 237 contain provisions regarding civil service status and eligibility for promotional examination.  These rules may 
be reviewed at departmental personnel offices or at the information counter of State Personnel Board office. 
 
List appointment after a transfer appointment:  Effective May 1, 2008, the State Personnel Board will allow an employee who transferred 
into a class to take an examination for and later receive a list appointment to the same or lower class.  Employees, who take an examination 
under such circumstances must, however, meet the minimum qualifications and be reachable on the resulting list. 
 
General Qualifications:  Candidates must possess essential personal qualifications including integrity, initiative, dependability, good 
judgment, and ability to work cooperatively with others; and a state of health consistent with the ability to perform the assigned duties of the 
class.  A medical examination may be required.  In open examination, investigation may be made of employment records and personal 
history and fingerprinting may be required. 
 

TDD is Telecommunications Devise for the Deaf and is reachable only from phones equipped with a TDD device 
 
 

California Relay Telephone Service for the Deaf or Hearing-Impaired 
From TDD phones:  1-800-735-2929 
From voice phones:  1-800-735-2922 

 
 
 
 
 
 
 

 

http://www.jobs.ca.gov/
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