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CALIFORNIA CORRECTIONAL CENTER

POSITION DUTY STATEMENT

____________________________________________________________________________

Civil Service Classification:
Correctional Business Manager I, DOC
Position Number:
068-261-7208-600
Division/Department:
Business Services
Supervisory Position:
Yes
Collective Bargaining (CBID)
S01

Identifier:
Reports To:
Correctional Administrator, DOC
Directly Supervises:
Senior Accounting Officer (Supervisor)


Procurement and Services Officer II, CF

Staff Services Manager I - Personnel

Equipment Maintenance Supervisor, CF - Fleet Operations

Associate Governmental Program Analyst - Institution Budget Analyst
POSITION DESCRIPTION

Under direction of the Business Services Correctional Administrator, DOC, the Correctional Business Manager I, DOC is responsible for planning and providing overall direction to institutional staff engaged in the following activities: budgeting and accounting, procurement, warehousing, garage operations and personnel.  Review and evaluate existing policies and procedures involving these business services areas and make recommendations as appropriate.  Serve as a member of the institutional management team.
	% Time
	Activities
	Performance Objectives/Standards


45%
The Correctional Business Manager I, DOC has responsibility and oversight of the assigned areas:  garage operations, budgeting and accounting, warehousing, procurement and personnel.  Represent the institution at meetings on budget and fiscal affairs.  Ensure fiscal integrity and identify expenditure needs for operating the institution/camp programs.  Participate in decisions affecting custodial as well as administrative operations and confer with institutional and headquarters management on policies and procedures affecting both the general and business management functions of the institution’s program.
25%
Interpret and apply all standards, policies, and procedures governing the institutional business services functions.  Review and evaluate existing business management policies and procedures.  Resolve operational problems and recommend program/policy changes, as needed.  Prepare various correspondence and reports required by the institution, headquarters, agency and others.
	% Time
	Activities
	Performance Objectives/Standards


20%
Coordinate the Business Services activities in response to emergencies or other forms of disruptions (e.g., inmate disturbances, natural disasters, etc.) to ensure the safety and security of the institution and maintain essential operations and services in accordance with the institutional policies and procedures.  Assist in the coordination, development and submission of logistical plans, facility modifications, etc. in order to address changes in inmate population, institution mission, court mandates, departmental needs, etc. (e.g., standardized staffing criteria, Section 6 and Capital Outlay Budget Change Proposal process), as needed.
10%
Act in the absence of the Business Services Correctional Administrator, DOC.  Serve as the Administrative Officer of the Day.  Perform other job-related duties as required by supervisor.
_____

100%

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).  Also, I understand I am expected to have knowledge of all departmental rules and policies and institution specific policies and procedures.
EMPLOYEE’S STATEMENT:  I HAVE READ AND RECEIVED A COPY OF THIS DUTY STATEMENT

	EMPLOYEE’S NAME (PRINT)
	EMPLOYEE’S SIGNATURE
	DATE


SUPERVISOR’S STATEMENT:  I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE

	SUPERVISOR’S NAME (PRINT)
	SUPERVISOR’S SIGNATURE
	DATE
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