STATE OF CALIFORNIA
DEPARTMENT OF CORRECTIONS
DUTY STATEMENT
AND REHABILITIATION

Instructions: Refer to the Human Resources Branch Policies & Procedures Manual for Duty Statement Instructions.
	1.  Institution/Division/Office

CALIFORNIA STATE PRISON LOS ANGELES COUNTY
	2.  Division/Department
CENTRAL SERVICES - MAILROOM

	3.  Class Title

OFFICE TECHNICIAN (T) – MAILROOM LEGAL MAIL
	4.  Proposed Incumbent (if known)



	5.  Current Position Number (Agency-Unit-Class-Serial)

027-218-1139-801
	6.  Effective Date



	7.  BRIEFLY (1 or 2 sentences) describe the position’s organization setting and major functions:

Under the indirect supervision of the Captain Custody Operations, and direct supervision of the Office Services Supervisor I, the incumbent shall be the primary designee to act behind the Office Services Supervisor (OSSI) I in his/her absence.  The incumbent shall be responsible to formulate correspondence with minimal oversight and review/direction for the sergeant, lieutenant and Captain, as required.   The incumbent shall respond to grievances submitted to the Mailroom regarding any operational issues involving institutional mail. This is the advanced journey level which regularly performs a variety of the most difficult duties and is expected to consistently exercise a high degree of initiative, independence, and originality in performing assigned tasks. This position is regularly required to exercise initiative with minimal oversight in providing a detailed and sensitive public contact and/or independent origination of correspondence involving the knowledge and application of regulations, policies, and procedures.  Good judgment and the ability to communicate effectively are of primary importance at this level. In addition, this position may have responsibility for functional guidance in training and assisting less experienced employees.
Work Schedule:  0800 - 1600


	8. Percentage of time performing duties:

35%
30%

30%

5%
	9.  Indicate the duties and responsibilities assigned to the position and the percentage of time spent on each.  Group related tasks under the same percentage with the highest percentage first.  (Use an additional page if necessary.)

ESSENTIAL FUNCTIONS
The incumbent shall independently log incoming and outgoing legal mail; formulate correspondence and reports with minimal review.   Maintain a tracking/filing system for legal, certified, disallowed mail, and correspondence approval forms.  Process all incoming and Re-route (GSO) mail. Use TRACS to verify trust account balances and SOMS for inmate locations. Separate and log, by computer, all Staff and Inmate legal mail. Process all mail and route to appropriate facilities.  Meter mail, process, and prepare outgoing mail.
The incumbent, in the absence of the OSSI, oversee the daily operations of the Mailroom and ensure a smooth and timely flow of mail through the Mailroom.  Monitor the amount of incoming and outgoing mail and redirect staff as needed.  Thoroughly review incoming magazines and mail for recommendations of processing according to regulations and forwarding to the appropriate Captain for further review as needed.  Maintain a log of approved and disapproved magazines. 
The incumbent shall attend staff and advisory council meetings as necessary.  Review and respond to inmate inquiries and California Department of Corrections and Rehabilitation (CDCR) 602 Inmate/Parolee Appeals.  Answer inmate CDCR 22 “Request for Interview” slips as assigned by a supervisor.  Answer specific complex information telephone calls regarding Mailroom operations. On a daily basis, sort incoming/outgoing staff and inmate mail.  

MARGINAL FUNCTIONS

Assist staff with open, search, bag and bundle mail. 



	PHYSICAL REQUIREMENTS

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

The following is a definition of the on-the-job time spent in physical activities:

Constantly:
Involves 2/3 or more of a workday

Frequently:
Involves 1/2 to 2/3 of workday

Occasionally:
Involves 1/3 or less of workday

N/A:

Activity or condition is not applicable

Sitting:  Constantly - when keyboarding, using the telephone, keeping logs and records, copying tapes, preparing mail and associated tasks at a desk.  There is flexibility for movement on a frequent basis to break sitting with standing and walking.

Walking:  Occasionally - within the Mail Room area to acquire labels, place mail in appropriate places, use machines, or confer with other staff.    

Standing:  Frequently – sorting inmate and institutional mail, briefly at photocopier, metering machine, or files.
Lifting: Frequently-individual mail bags, books, magazines or packages weighing up to 40 pounds.  Occasionally lifting stacks of newspapers. 
Carrying:  Occasionally - individual pieces of mail and magazines.  At times carrying up to 10 pounds of mail 15 feet within the Mail Room.
Bending/Stooping: Occasionally to access mail in boxes on the floor. 
Reaching in Front of Body:  Constantly - to keyboard, write in logs, affix labels, acquire forms, photocopy, meter mail, place mail in bags or slots, and answer the telephone.

Reaching Overhead:  Occasionally - to acquire magazines, books, and newspapers on upper shelves.

Climbing:  N/A
Balancing:  N/A

Push/Pulling:  Occasionally - to move bins of mail on the floor or a tabletop, position the computer keyboard, moving of bins, and storing mail with hand cart.

Kneeling/Crouching:  Occasionally - to get items on the floor.
Crawling:  N/A

Fine Finger Dexterity:  Occasionally - to intermittently write names, numbers, and dates on forms, entering items in logs and enter inmate names on a computer.
Hand/Wrist Movement:  Constantly - to handle mail, move bins, operate machines, write, and keyboard.
Hearing/Speech:  Clear speaking and hearing required to answer telephone calls and communication with other staff.
Sight:  Adequate vision is required to review correspondence, mail and keep records. 
KNOWLEDGE, SKILLS AND ABILITITES

Knowledge of: Modern office methods, supplies and equipment; business English and correspondence; principles of effective training. Ability to: Perform difficult clerical work, including ability to spell correctly; use good English; make arithmetical computations; operate various office machines; follow oral and written directions; evaluate situations accurately and take effective action; read and write English at a level required for successful job performance; make clear and comprehensive reports and keep difficult records; meet and deal tactfully with the public; apply specific laws, rules and office policies and procedures; prepare correspondence independently utilizing a wide knowledge of vocabulary, grammar and spelling; communicate effectively; provide functional guidance.
DESIRABLE QUALIFICATIONS
This position requires a typing certificate and requires the employee to be proficient in typing 40 words per minute. Ability to: Perform duties that include extensive contact with pornographic material on a daily basis, as well as getting along with people and establish cooperative working relationships with staff at all levels both within and outside the department.  Willingness to work overtime. 
WORKING CONDITIONS
The work indoor environment characteristics described here are representative of those an employee encounters when performing the essential functions of this job.  Willingness to work with inmates who may be infected with contagious diseases such as Hepatitis C or HIV/AIDS. Willingness to abide by and adhere to safety and security policies and provisions (ie. wear personal alarms, carry whistle) applicable to specific work tasks performed. Willingness to work in a State correctional facility. Willingness to comply with tuberculosis screening requirements. Willingness to treat inmates in a professional, ethical and tactful manner. Willingness to work around peace officers armed with chemical agents and/or weapons. Willingness to abide by and adhere to the institutional dress code. Willingness to accept constructive criticism and respond appropriately. Willingness to respond to changes in the work unit in a positive, professional manner. Willingness to promote positive, collaborative, professional working relations among staff. Willingness to provide instruction or oversight regarding departmental policies, procedures, standards, and practices to staff and outside consultants. Willingness to work professionally with individuals from a wide range of cultural backgrounds. Willingness to work in a team environment to complete assigned work tasks. Operate computer, computer software/programs, typewriter, calculator, copy machine, fax machine, scanner, telecommunications devices, shredder to process documents and forms, disseminate information to other external agencies, general public and CDC staff, and ensure safety of staff and inmates. The Mail Room is one room partitioned by equipment and sorting tables.  The floors for performance of all duties are concrete.  It is thermostatically controlled.  Approximately ten employees work in the room.  The Office Technician works primarily at a desk and small adjacent area. Computer, photocopier, postal meter, telephone, and usual office equipment and supplies.  Requires an ability to cope with exposure to obscene and pornographic photos/materials and handling of contraband items (controlled substances). 

CONDUCT, ATTENDANCE AND PERFORMANCE EXPECTATIONS
Employees are required to be alert, cooperative, courteous, effective and professional in their dealings with inmates, parolees, fellow employees, potential employees, visitors and members of the public. Every employee must be in possession of their employee identification card while on duty, and produce it upon request.  An employee must promptly report the loss of their ID to their supervisor immediately.  Do not leave your ID at your desk.  Carry it on your person at all times.  Every employee must be in possession of a whistle.  Employees are expected to arrive to work on time and follow procedures for reporting absences. Regular and consistent attendance is critical to the successful performance of this position due to the heavy workload and time-sensitive nature of the work.  Employee is expected to complete work assignments by the due date. Maintain a professional appearance. In service training as required. Infrequent travel may be required to attend training. Comply with CDCR policies and procedures. The employee is required to work any shift and schedule in a variety of settings throughout the institution; may be required to work overtime and may be asked to work in other locations as determined by the operational needs of the institution. All employees are required to have an annual health review and repeat health reviews whenever necessary to ascertain that they are free from symptoms indicating the presence of infection and are able to safely perform the essential job functions.
ADDITIONAL EXPECTATIONS


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

	11.  EMPLOYEE’S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE RECEIVED A COPY OF THE DUTY STATEMENT.


	PRINT EMPLOYEE’S NAME


	EMPLOYEE’S SIGNATURE
	DATE

	PRINT SUPERVISOR’S NAME


	SUPERVISOR’S SIGNATURE
	DATE
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