CALIFORNIA DEPARTMENT OF CORRECTIONS AND REHABILITATION
OFFICE OF INTERNAL AFFAIRS

DUTY STATEMENT

JOB DESCRIPTION

Job Title:  
Office Technician (Typing)
Position No.:  
065-131-1139006
Department:
California Department of Corrections and Rehabilitation

Section:  
Office of Internal Affairs 

Unit:  
Northern Region 
Reports To:  
Special Agent In-Charge
Prepared By:  
Amber Wolff 
Prepared Date:  
January 2017
SUMMARY:

Under the direction of the Special Agent-In-Charge, the Office Technician will perform the more complex and technical duties associated with the daily operation of the Regional Office.

Duties include, but are not limited to:

40%
Provide clerical support to all Regional Office staff; use a personal computer and related word processing, spreadsheet and database applications to develop and track monthly statistics, travel claims, mileage logs, and prepare reports and other documents; prepare memos and letters; and proofread/edit documents for the Special Agent-In-Charge's signature or as requested by staff.  Coordinate the typing, reproduction, and distribution of all other types of written information.  Maintain/update the office investigative files; files contain sensitive information. Case closure activities to include typing Case Management System (CMS) entries; duplication of audio/CD recordings, and sending case file to hiring authority, internal Divisions, Department of Justice, Office of Inspector General, law firms and city/counties law enforcement.  Type sensitive and confidential documents as needed, which include general correspondence, routine responses, etc.  
20%
Maintain a log of all assignments, reports, and correspondence, conducting appropriate follow-up on due dates; order general office supplies; maintain up-to-date files on each agent for the Special Agent-In-Charge; review all incoming mail making appropriate distribution to agents; and maintain various departmental manuals with up-to-date revisions, keeping agents informed of changes/revisions.

15%
Perform timekeeping duties; act as a liaison to Regional Office staff in timekeeping related issues; handle initial review of 998's for accuracy and completeness; key in attendance for Regional Office staff, maintain 998s, audit and process 672s, merit salary adjustments, PARs, dental forms, health forms, etc.; complete card issue request form for Business Services; and arrange for new employees to obtain identification cards.

10%
Provide telephone coverage, responding to calls from local, State and Federal agencies using good judgment and discretion in answering questions and giving information; take messages which may include confidential and/or sensitive information; and track the location of all on-duty agent's locations in order to forward urgent messages via pager or cellular telephone.

10%
Track monthly statistics, travel claims, mileage logs and attendance records and ensure all appropriate documents are submitted timely; maintain equipment inventory assigned to each agent along with general office equipment; schedule meetings for the Regional Office; make airline reservations and room accommodation reservations as needed; and assist outside staff attending local area meetings in obtaining necessary arrangements to meet specific needs.

5%
Perform general office support duties, i.e. - back-up the other Office Technician; schedule meetings for office staff; Xerox; FAX; and, perform other duties as assigned. Some travel may be required.
EMPLOYEE'S COMMENTS:

I have reviewed this duty statement and been provided a copy.
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