CALIFORNIA DEPARTMENT OF CORECTIONS AND REHABILITATION
VENTURA YOUTH CORRECTIONAL FACILITY
OFFICE TECHNICIAN (TYPING) - PERSONNEL

DUTY STATEMENT & ESSENTIAL FUNCTIONS
Under the direct supervision of the Personnel Supervisor I, and the general direction of the Senior Personnel Specialist, the incumbent is responsible for providing extensive clerical support to a variety of staff. Duties include typing memo's and reports, keying and/or posting into computer program, compiling original correspondence, coordinating meetings, interviews and assisting with the front counter in Personnel.
50%
Typing memo’s and reports, inputs time and attendance into the telestaff payroll system. Reviews, audits and researches problems or discrepancies on the monthly Employee’s Record of Attendance (CDCR 998-A) and staff daily sign in/out sheets.  Compiles inputs and maintains overtime and shift pay differential records for all staff. Reconciles monthly leave balances with employees as needed to resolve discrepancies.  Originates, distributes, and tracks various reports. Generates lists or reports due and delinquent reports, and distribute to supervisors on a monthly basis.  
25%
Types various memoranda, reports, procedures, and other documents.  Various filing, photocopying, and typing, including designing and updating forms for internal personnel use, assists with the compilation of training material in preparation for training classes; and takes meeting notes and respond to questions regarding the Family and Medical Leave Act. Establishes and maintains a central reference library, including maintaining reference manuals and material subject files and developing and maintaining a resource index system for all reference material; and picking up and delivering mail to the Personnel staff.  Maintains and files all employees CDCR 998-A forms.  
10%
Screens sensitive and confidential mail and incoming calls referring to the appropriate staff; proofreads and reviews all correspondence for the Personnel Supervisor I signature.  Ensures all outgoing correspondence packages are accurate, complete, and photocopied. 
10%
Orders supplies; assists in addressing various equipment problems and needs; completing mass mail-outs and assisting Position Control schedule interviews for vacant positions as needed.
 5%
Attends In-Service Training annually, staff meetings or meetings/training in CDCR Headquarters, when necessary and performs other related duties as required. 
OFFICE HOURS: The Personnel Office is open from 6:00 a.m. to 5:00 p.m. with staff 

having varying shifts based on business needs. The work week for the Division of 

Juvenile Justice is Sunday through Saturday and the work days for the Personnel 

Office is Monday through Friday.
PHYSICAL DEMANDS

Standing:
Intermittently throughout the work shift 

Walking:
There will occasionally be walking during the work shift; you can be    
involved in walking distances of 450 yards at any given time.

Sitting: 
Sitting approximately 80% of the work day
Carrying:
Occasionally carrying weights up to 25 pounds

Pushing:
There is a moderate amount of pushing involved in the routine job duties. 


The effort would be from medium to a heavy effort primarily dealing with 


placing files on shelves and closing drawers.

Pulling: 
There is a constant amount of pulling involved in the job duties, mainly in 


removing files or manuals from shelves and in opening file drawers.

Climbing: 
There is no climbing involved in the job duties.

Balancing: 
Normal balancing abilities are needed.

Stooping/ 


Bending: 
There is a moderate amount of stooping and bending involved in the job 



duties. The stooping and bending will primarily occur when files or other 


materials are being retrieved from low shelves or drawers.

Kneeling/ 


Crouching:
Intermittent kneeling and crouching is involved in the job duties. This is 



routinely when working with files on low shelves or in low drawers.
Crawling: 
There is no crawling involved in the job duties.

Reaching/ 
There is a continuous amount of reaching and stretching, both above 

Stretching:
 and below shoulder height. Primarily when retrieving or putting away files 


on shelves and in drawers of varying heights.

Fingering:
Normal finger dexterity is needed for using a computer keyboard, 



intermittently up to 30% to 50% of the work shift. Duties will also require 


the use of pencil or pen up to 25% to 30% of the time.

Feeling: 
Normal feeling abilities

Throwing: 
There is no throwing involved in the job duties.

Twisting: 
There is minimal twisting involved in the job duties.

Talking: 
Normal conversational abilities are needed to perform the job duties.
Hearing: 
Normal hearing is needed to perform the job duties.
Sight: 

A normal seeing ability is needed to perform the job duties.


Wards are utilized to clean the Administration building and the wards Board Hearings 


are held in the Boardroom of the Administration building. There is ward contact when 

working in the Personnel Office.

I have read and received a copy of this duty statement.

__________________________        
 ____________________

Employee's Signature


Date

_________________________

____________________

Supervisor's Signature


Date

