CALIFORNIA DEPARTMENT OF CORRECTIONS AND REHABILITATION

POSITION DUTY STATEMENT

l:] PROPOSED

CURRENT

COCR INSTITUTION OR HEADQUARTERS PROGRAM POSITION NUMBER (Agency-Unit-Class-Serial] WCR / HOR
California Institution for Men 080-261-1139-XXX. 1/D
DWISION [ NIT CLASSIFICATION TITI.E )

Dffice Technician {Typing}
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Mission
We enhance public safety through safe and secure incarceration of offenders, effective parole supervision, and rehabiilitative
strategies to successfully reintegrate offenders into our communities.

Vision _
We enhance public safety and promote successful community teintegration through education, treatment, and active
participation in rehab:htatwe and restoratwe;ustzce prugrams '

The Caln’orma Department-of Correcnons and Rehabzlltatlon (CDCR] and Callfornla Correctlonal Health Care Semces (CCHCS} are
committed to building and fostering a diverse workplace. We believe cultural diversity, backgrounds, experiences, perspectives,
and unigue identities should be honored, valued, and supported. We believe all staff should be empowered. CDCR/CCHCS are

proud to foster inclusion and representatmn at aII tevels of both Departments
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To prowde the public protecnon by enforcnng State and Federal laws and admlmstratwe regulatlcns whrle superwsmg the conduct
«of inmates at the Califarnia Institution for Men. Enhance public safaty.and promate successful commuriity reintegration through
comprehensive crime prevention programs, education, treatment, and active participation in rehabilitative and restorative justice
programs
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Under the direct supervision of the Perscmnei Supervisor II, the Office Techmcaan {T) acts as th Receptlonrst for the Personnel
Department and provides clerical suppoit for the Personnel Office staff. Performs all related clerical tasks and other duties as

requtred Dut:es 1nc|ude_work within the BIS Tlme & Shift Program The_Custody Tlmekeepers prowde break and Lunch coverage.
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40% Answer all mcommg r:alls from the pub[rc other State departments, Agenmes and CIM Staff Refers oF redlrects
incoming tefephone calls and takes messages as necessary. Attends to staff at the front counter by answering
general personnel questions, providing information about Health, Dental, Vision, FLEX-Elact and ather employee
Benefits. Assists staff in-the general completion of the necessary forms for errollment and/or cancellation.
Hands out written information, booklets and pamphiets; Directs technical/complex employee inquiries to
appropriate Personnel Staff. Provide and oversee the review of the Official Personnel File {OPF} 10 employee, or
atthorized representative, ensure disclosure log is completed and remain present during the OPF review.

25% Maintains the security and confidentiality of sensitive information-in the Receptionist afea to ensure it is not
compramised, Maintain and update the personnei office employee roster on-line with every employee’s
emergency contact information. Process State issued ldentification Cards for employees, retirees’, volunteers,
and contractors. Maintain the Personne] TEAMS channet rosters with assignments to specialists, updates to the.
cont_ractbr{v_qlunt’eer rosters, incoming mail, etc,

15% Responsible for duplicating and mamhm;ng an adequate supply of employee information-packages for new

hires, intermittent employees {PIES), transfer and new supervisary employees. Prepares new OPF’s with 998
folder and ensures hiring {on-bcarding) paperwork is prepared for specialist, priorio new employee arrival.

Coordinates hew hire information with Spetialist to.ensure all required documentation is completed.
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10% Responsﬁ:le for ordering, re- stocking and maintaining inventory control of forms, office supplies and special
equipment for the Personnel Office. Also prepares the manthly warehouse supply requests and/or process
order requests from outside vendors for supplies not carried in the CIM warehouse in accordance with
purchasing guidelines.

5% Assist in the maintenance of the OPF. Filing of documents and forms into OPF, as directed. Pick-up mail from
the CIM Mailroom, opens, date stamps, sorts and distributes all incoming mail for the Personnel Office. Process
all outgoing mail. Makes special deliveries as required. Prints:key controt log on the 1% of every month, to be
placed in Personnel Key Lock Box,

5% Participates in In-Service Training (IST) and ali required mandated training. Performs other duties as assigned.

o Consequences of error may resultin loss of time and could cause 5igmf’cant defays in program productton Such delays
can result in inefficient use or misdirection of department resources resulting in-the inability to meet efficiency and time

Ime goals and varymg degrees of negat ve finaricial 1mpacts to the department

SUPEAVISOR'S NAME- {Prmt) T S T SUPERVISOR'S SIGNATORE DATE
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Office Technician {Typing)

WORKING TITELE _

. . Office Technician (Typin
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Mission

We enhance public safety through safe and secure incarceration of offenders, effective parole supervision, and rehabilitative-
strategies to successfully reintegrate offenders into cur communities.

Vision

We enhance public safety-and promote successful commiunity reintegration through education, treatment, and active

partlcmatlon in rehabllltatwe and restoratwejustlce rograms
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The Cahforma Department of Correctlons and Rehahlhtatlon (CDCR) and California Correctlonal Health Care Serwces (CCHCS} dare
committed to building and fastering a diverse workpiace. We believe cultural diversity, backgrounds, experiences, perspectives,
and unique identities should be honored; valued, and supported. We believe all staff should be empowered. CDCR/CCHCS are

proud to foster ma:lusmn and representatmn at all levels of both Departments.
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Prowdes cler]cai and orgamzatlonal support to Cahfclrnla lnsntution for Nlen in enhanc;ng pubhc safety and promotlng successful
-community reintegration through comprehensive crime preventlon_progr_ams_, education, treatment, and active participation in
rehabmtatwe and restoratwejustrce programs

Urider the dtrect superwsmn ofthe Manager or Demgne th.e DOffice Techmmaﬁ {.T is responssble to prowde clencal support to the
Mznager or Designee. Knowledge of: Modern office-methods, supplies and equipment; business English and correspondence;
_ pr:ncipies_of effectwe tralmng are reqmred

20% The Office’ Technlaan {OT) assists the Manager or Demgnee WIth the clerlcal responmblhtles of the Diwsmn ar
Facility. Coordinates and collaborates with Institution clerical staff, managers-and supervisors.as directad by the
Manager. Maintains a trackmg log of all-assignments.to the Divisian or Facility and. assists with timely
completion, by communicating with the assigned staff. Keeps a calendar of mieetings that the: Manager or
Designee needs te attend. Answer phones, takes messages, and redirects phone calls as needed: The QT may
attend meetings, tasked to takes notes meeting minutes, transcribes them and types them up for the Manager
or Designee for review and signature. Process all assignmerits received as well as the ones issued from this
office to other staff members, such as Tics, Incident Reports, Appeals etc,

20% Serve as timekeeper for executive staff. Types a variety of documents to include but not limited to;
perforimance reports, memorandum, grievance respanses, DOM Supplements, Local Operating Procedures etc,
The'OT will be tasked with reviewing documents for typographical and formatting issues.

20%. Receive and distribute mail, Instant Bulletins. Update DOM books and Administrative Bulletins when updates
are received.: Type updates to different articles of DOM as requested by-the Manager or Designee.

20%. May supervise 2-4 inmates’ clerks, which includes titnekeeping and preparation of Work Supervisor's reports.
Make random and unscheduled inspections of inmate wdrk areas for potential escape Material and contraband.
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10% Other duties as assigned, May be reditected at any time: Perform administrative duties including, but not
limited to: adhere to Department policies, rules and procedures; submit administrative reguests including leave,
travel, and training in a timely and appropfiate manner; accurately report time, and submit timesheets by the

die date- Must meet the 4{} hours requ:red far IST/OJT annual trammg

o CDCR dues not recogn:ze hostages for bargaining purpases CDCR hasa "N(J HOSTAGE" pollr.y and ali prison inmates,
_\nsrtors nonemplovees and employees shali be made aware of thls

o Consequences of arror may resu!t in loss oftlme and cou!d cause mgn:f'cant delays in program productlon Such deiays
can result in inefficient use or misdirection of depa;tment resources resultingin the inability to meet efficiency and time
line goals, and varwng degrees of negatwe fna“&ua} |mpacts to the department
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