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CALIFORNIA CORRECTIONAL CENTER

POSITION DUTY STATEMENT
_____________________________________________________________________________
	Position Title:
	Materials and Stores Supervisor I – Mail/RASP

	Civil Service Classification:
	Materials and Stores Supervisor I, CF

	Position Number:
	068-218-1508-600

	Division/Department:
	Business Services/Warehouse

	Reports To:
	Business Service Officer I (Supervisor)

	Directly Supervises:
	Inmate Workers

	Work Hours:

RDOs:
	Monday through Friday (0730 - 1530 hours)

RASP: 7:30 a.m. – 12:00 p.m. and 1:00 – 3:30 p.m.
Mail Run:  12:00 – 1:00 p.m.
Saturday/Sunday/Holidays

	Position Summary Statement:  Under the general supervision of the institution Business Service Officer I (Supervisor), the Materials and Stores Supervisor I, CF assist, supervise, and instruct inmates in the management and safe use of equipment, and responsibility for the dispatch and maintenance of control records and the movement of equipment.  Duties include but not limited to: receive trucks, use forklifts and pallet jacks for the unloading/loading operations, transporting goods inside the perimeter of the institution, and other tasks consistent with the Material and Stores Supervisor I classification.  Responsible to pick up and transport all mail from the local post office.  Deliver mail and packages to various departments throughout the institution on a daily basis.

	


	% Time
	Activities
	Performance Objectives/Standards


45%
Recycle and Salvage Program (RASP)

On a daily basis, assist in the preparation of waste and recyclables for pick-up and delivery utilizing various materials handling equipment such as a bailer, forklift and pallet jack.  Assist in developing the Scope of Work for new contracts; initiate gate clearance requests for contractors and vendors involved in the recycling program.  Contact vendors, obtain price quotes, and prepare purchase requisitions for supplies and equipment.  Schedule pick up of recycled items as needed.  Prepare monthly summary report of landfill trips and costs based on slips from the landfill.  Prepare periodic reports for quantities of materials recycled.  Provide documentation relative to the costs and revenues from the recycling program.  Supervise the receipt, storage, and shipping of recyclables requiring complex storage practices.  Responsible for the maintenance of control records on the movement of equipment, supplies, or anything that is recyclable.  In accordance with the Safety Data Sheet (SDS), handle sensitive materials for storage and retrieval by contracted vendors to ensure a safe, secure, and hazardous free environment, while utilizing various guidelines, policies, and practices.
	% Time
	Activities
	Performance Objectives/Standards


30%
Mail Delivery/Distribution
Drive a State vehicle to pick up mail from the local post office, various agencies, and emergency pick-ups from local vendors as directed.  Deliver all outgoing mail to the local post office.  Load and unload presorted mail tubs to or from the vehicle.  On a daily basis, ensure all mail is given to mailroom staff to inspect and sort prior to distribution throughout the institution.  Pick-up and deliver mail according to established routes and timelines as assigned.
15%
Safety, Security and Training Records
Maintain security of working areas and work materials.  On a daily basis search inmates and work areas for contraband, such as weapons or illegal drugs.  Maintain strict control at all times of all entry/exit traffic.  Must ensure that all “personal effects and information” (i.e., correspondence, conversation, property, etc.) in your area of responsibility is strictly controlled, monitored, and secure at all times.  All areas which are identified as “Inmate Out of Bounds” areas must be enforced by taking corrective measures (CDC 128, CDC 115, etc.).  Conduct daily workplace safety inspections in your work area and inspect equipment to determine proper operation.  Escort inmate workers to and from their work assignment as directed.  Inmate workers must be orientated accordingly upon their arrival to the RASP area.  Conduct Inmate Orientation/Training on Workplace Injury Illness Prevention Program (IIPP) and Code of Safe Practices (CSP) and maintain all related records.  Provide on-the-job training to Inmates as required and maintain all related training records.
10%
Inmate Supervision/Miscellaneous Job-Related Duties
Supervise inmates assigned to the Recycle and Salvage Program (RASP) work area.  Enter inmate time in the Strategic Offender Management System (SOMS) and complete Rules Violation documents in SOMS as needed.  All documents must be kept in a secure location and accessed by authorized staff only.  As necessary, provide back-up coverage in the various warehouse support areas.  Perform other duties as assigned by supervisor.
_____

100%

In addition to the above duties, you must familiarize yourself with and adhere to the following rules, regulations, and standards of conduct:

1. California Code of Regulations, Title 15.
2. DOM Section/Supplement 22030 Materials Management/Property Management.
3. DOM Section/Supplement 31020 IIPP/SDS/Code of Safe Practices.
4. DOM Section/Supplement 52020 Inmate Count and Personnel Management.
5. DOM Section/Supplement 52050 Institution Security (Warehouse).
6. DOM Section/Supplement 53130 Inmate Work Incentive Program.
7. DOM Section/Supplement 54090 Inmate Clothing/Laundry Exchange.
8. DOM Section/Supplement 55020 Keys and Locking Devises.
9. State Administrative Manual Section 1200 Contracts, 3500 Purchases, 8400

Disbursements, 8600 Property Accounting, 10800 Inventory and Accounting.
10. State Administrative Manual Section 3800 Traffic Management.
11. Digest of Laws - Director’s Rules.
All procedures are available for review in the Associate Warden, Business Services Office, Watch Office, and all Camp Offices.
I understand that I am required to have 40 hours In-Service (IST)/On-the-Job (OJT) training annually.  A minimum of eight (8) hours of which is formal classroom training.  The remaining hours of training may be formal IST, Out Service Training, OJT or any combination thereof (see DOM Subsection 32010.13).
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