
MULE CREEK STATE PRISON

DUTY STATEMENT
CLASSIFICATION:
OFFICE TECHNICIAN (TYPING)
POSITION #:

025-261-1139-003

DIVISION:

ADMINISTRATION

DEPARTMENT:
CHIEF DEPUTY WARDEN’S OFFICE
DEFINITION:


Under the supervision of the Chief Deputy Warden, the Office Technician (Typing) provides secretarial support to the Chief Deputy Warden, and performs work of a highly confidential nature relating to all phases of the institution.

DUTIES:

35%
Type a variety of highly sensitive and confidential reports and correspondence, and independently compose correspondence as directed. Disseminates labor relations materials and bargaining unit contracts to local management and supervisors.

20%
Responsible for the maintenance of confidential and administrative office filing system; track and follow-up on 837 Incident Reports, re-dact and distribute 837 Incident Reports; assign, track and follow-up on assigned workload using DATS system; schedule meetings, keep appointment calendars and coordinate travel.  Prepare vacation schedule for Executive Staff.  
15%
Responsible for sorting, logging, and routing mail for Warden, Chief Deputy Warden, Administrative Assistant, Use of Force Coordinator and Compliance Coordinator.  Copies and distributes DOM revisions, OP procedures and resource supplements.  Receive, screen and refer calls and/or visitors to appropriate staff.  Serve as the office Timekeeper and Tool Control Coordinator; order all office supplies; and prepare transfer packages.
15%
Provides clerical support/coverage for Executive Assistant, Warden’s Office, during his/her absence; provides inmate supervision to two inmate workers.
10%
Set agendas; take and transcribe minutes for a variety of meetings, including, but not limited to: Weekly Overtime Meeting, Emergency Response Review Committee; Institution Services and Operations Quality Management Committee; acts as the Safety Coordinator, attends safety meetings on a monthly basis.

  5%
Orders plaques; maintenance and ordering of toner for copier and FAX machine.  Put in service calls and maintenance requests.  
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