
STATE OF CAUFORNIA - HEALTH AND HUMAN SERVICES AGENCY

State of California - Department of Social Services
DUTY STATEMENT

CALIFORNIA DEPARTMENT OF SOCIAL SERVICES

EMPLOYEE NAME;

CLASSIFICATION: - --.

Office Technician (OT) (Typing)
OIVISION/BRANCH/RE610N: {UWERUNEALl. THATAWL^T

Administration/Research Services Branch
SUPERVISOR'S NAME: -~ "~--

Rich Terwilliger

SPECIAL REQUIREMENTS OF POSITION (CHECKALL THAT APPLY):

I POSITiON NUMBER: ' "" . " - .- .- -...- - - -

800-635-1139-001
BUREAU/SECTIOWUNrr; iUNDERUN£AU. THAf APPLY) '' -"""". -

Data Management & Information Systems Bureau
SUPERVISOR'S CIASS; - ~-s--

Staf^Seryices Manager III (SSM III}

d Desig nated under Conflict of Interest Code.
D Duties require participation in the DMV Pull Notice Program.

Requires repetitive movement of heavy objscts.
Performs other duties requiring high physical demand. (Expfaln below)
None

Other (Explain below)

D

a

0

D

I certify that this duty statement represents an accurate
descnption of the essential functions of this position.
SUPERVISOR'S SiONATURE" . -' - --r;«-Tc---

!..hlve, readihls_duty statement and agree that it represents the
duties I am assigned.

EMPLOYEE'S SIGNATURE
DATE

SUPERVISION EXERCISED (Check one):

0 ne Dsupervisor D Lead Person D Tea. Leader
FOR PERV ORYP SIT, NS ONLY: '"dicate the nu.bero^s. ansbyclass.cation that th. position DIRECTLY supervises.

Total number of positions for which this position is responsible:

FQRiEADEEB§QN^ORJE&MLEADERSON. Y: Ind.catTthe^b^ofpos. tions by dassiflcation that this position LEADS.

MISSION OF ORGANIZATIONAL UNIT:

SeSS'SS^SSSX"^^^^^^^=^j^?ssiss^!^i^s:-
P^d^resforlcooadngl&ad;aunnS

PS373(&f01)}
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CONCEPT OF POSITION: =

un.dertheJenlraI, dtrection. oLthessM21. 1-. the OT is responsible for providing a variety of clerical i
^reauJSffa^rec^port^th^
an?, ^teSLP.roSes; twe"Ttc^
Ln^bellreq^redto^n^^^^
SST Sd;ng^tten,clanceandleaYe- Also required are good communicafe"nskHirb oathI3npaundcoe^'
WS ,as£a^li^dmde^en^7T ^,P^ ^cSeSeaSI 'las
(ES I), Division Executive Assistant (EA), and other clericaFpo'sitions"

A. RESPQNSIBILITIESOFPOSITinN-

300/0 ̂ CL12?*y"laJnta, 'rts a",d.upd-at.es-the_or8an'zationa! charts and Phone Nste- Proofreads draft and final
^^me^te^lnsu;e-outg^ng rorrespon~de. nceare^^^^^^^^
^dng^mm^ti!aLco^st.^^^^^^^
±n.offltre,rec!Lv^a^TOtenateare^
tahpepB°up£tuely released- Maintains and updatesdatabases^esl9nedtotrack"worklo:d^^^^^^^^^^ for

"

<0% KT.^Si.-S^S ?alrSSd?ST?S-s - - -

5% ̂ t^lsr. T,h^^r^edutes m-a"n^--"». ''°-"^"c. rooT.,
5% Serves as back up to the Branch ESI, Division EA, other clerical positions and performs other duties as required.
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B. SUPERVISIOJM RECEIVED:

Jhe OTisforma"y superv. ised bythessM "'. Formal supervision and direction is limited to aeneral in

^KS£Sd1toutifeehis?her ;itiati^^e^s^1^^ SeS^>SSSions-

C. ADMINISTRATIVE SPQNSIBILITY:

N/A

D. PERSONAL CONTA TS:

E- ASTlQNSANjDfifiMSEQyE NCES:

^^s^^^^^^^^^^^-^s^^
iaissSfSSSSSSK^^^ESHSS?^ss'iss;S5S'ci

F- OTUERINFORMATtQN.

^^^^^^^^SVSStS^»^^l!y'K»a^be-ab1e-to^^^^|, SISKS^SSS^ScSerto meetchan9^SS and
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