CALIFORNIA DEPARTMENT OF CORRECTIONS

SALINAS VALLEY STATE PRISON

31625 Highway 101/P.O. Box 1020
Soledad, California  93960

DATE:  February 14, 2022
DUTY STATEMENT
POSITION NO: 936-261-1139-805
NAME:  



Diana Vargas
POSITION CLASSIFICATION:

Office Technician

DEPARTMENT:


Return to Work
DIVISION:



Business Services
AREA OF RESPONSIBILITY:
Business Service Offices
NORMAL HOURS-WORK SHIFT: 5/8 work shift that consists of 0800-1600 Hours Monday through Friday.  Start time is 0800 hrs in the Business Service office, morning break is from 1030 to 1045 hrs, afternoon break is from 1330 to 1345 hrs and end of workday is at 1600 hr’s in the Business Service office.  The clock utilized for all reporting time, break times and end of work shift timekeeping is the clock located in the Business Service office above the mail boxes.  There is no lunch break.  All personnel are required to work overtime, are subject to call-backs, work holidays, and weekends as the needs of Salinas Valley State Prison dictate.

RDO’S:

Saturday-Sunday & Holidays

SUPERVISION:
Correctional Business Manager I (CBM I) & Correctional Administrator-Business Services (CABS)
LEAD:

Return to Work Coordinators (RTWC)
PRIMARY PURPOSE OF POSITION:
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.  Positions at this level regularly require detailed and sensitive public contact and/or independent origination of correspondence involving the knowledge and application of detailed regulations, policies and procedures.  Secretary to major division chief(s) with a wide variety of responsibilities.  Good judgment and the ability to communicate effectively are of primary importance at this level.  This position has responsibility for functional guidance in training and assisting less experienced employees such as Office Assistants.

Knowledge of modern office methods, supplies and equipment, to include supplying paper and toner in copier machine and FAX machine, as well as the inventory and ordering of supplies for all Business Service Offices; 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; and provide functional guidance.  Safety practices will be in effect.  Performance of specific duties require employee to bend, lift, stoop and reach overhead, etc.

You are also expected to have a thorough knowledge of the laws, rules, regulations, policies, procedures, practices and job duties that impact your ability to perform the duties of an employee assigned to the Salinas Valley State Prison.

It is the policy of CDC to maintain a work environment free of discrimination.  Sexual harassment is a form of discrimination that deprives victims of equal employment opportunity.  State and Federal laws mandate equal employment opportunity.

The primary purpose of CDC’s sexual harassment prevention policy is to prevent inappropriate sex-based conduct and to provide a work environment free of harassment.  Employees are expected to adhere to a standard of conduct that is respectful of all persons within the work environment.  Off-duty activities which affect the work environment are also included.  CDC will not tolerate any form of sexual harassment or reprisal for objecting to such conduct.

SPECIFIC RESPONSIBILITIES:
30%
Reviews State Compensation Insurance Fund (SCIF) Forms 3067 (Employer’s Report of Occupational Injury or Illness) and 3301 (Employee’s Claim for Workers’ Compensation Benefits) on staff and inmates for accuracy and clarifies discrepancies; solicits the necessary information or documentation; completes the personnel information requested; copies and distributes the SCIF forms; and ensures the Forms 3301 are provided to all injured employees.
30%
Enters data for the computerized tracking systems which monitor the status of injured employees and inmates, time lost, modified duty; Early Intervention (EI) referrals, medical appointments, finalizations, and the CAL/OSHA log.
15%
Creates and maintains confidential disability files on employees, which include Doctor’s First Reports of Injury; SCIF Forms 3067 and 3301, and benefits authorized; maintains files for the RTW Coordinator.
10%
Schedules appointments and meetings for the RTW Coordinator’s and answers general questions for staff, adjusters, EI counselors and SCIF investigators regarding RTW issues and modified duty procedures.
5%
Prepares reports from statistical data and case files on a monthly and quarterly basis. Develops and prepares summaries as requested by management and SCIF adjusters. Participates in at least 40 hours of In-Service Training (IST) throughout the year. IST can include on-the-job training activities, classroom instruction, or supervised discussion of various job-related topics.
5%
Independently drafts and types correspondence for the signature of the RTW Coordinator’s, Correctional Business Manager II, Associate Warden-Business Services, and Warden, types Enhanced Industrial Disability Leave requests, RTW meeting notes, EI referral logs; responds to Inmate Appeals and Inmate correspondence.
5%
Back-up the Business Services secretary when absent and other duties as assigned.
FIRE EVACUATION PLANS:
In addition to these, your general duties, you are expected to familiarize yourself with the fire evacuation plan that pertains to your area of responsibility and participate in required fire drills.

KEY CONTROL:  (Reference D.O.M. supplement 55020)

Employees must surrender a key chit for each key ring drawn from the assigned storage area.  The key chit will be returned to the employee when the keys are returned.  The same process applies when temporarily loaning your keys to or borrowing keys to/from another employee.  Inspect your key ring daily to ensure that the ring is not worn or damaged.  Count the keys on your ring each day when you pick them up and prior to turning them in to ensure none are missing.  Contact your supervisor, watch commander and custody captain immediately if you loose a key or key ring.  Any employee who leaves the institutional grounds with keys, other than those designated as take home keys, shall immediately return the keys(s) to the institution.  The employee shall not be compensated for time spent returning the key(s).  Under no circumstances will keys be given to inmates.

CONTRABAND:  (Reference Operational Procedure #35)

The following is a partial list of items that are not allowed at the institution.

1. Civilian / Uniform clothing items that are not being worn.  All excess clothing items are potential escape and should be secured from inmate access.

2. Newspapers, books and magazines that are not work related.

3. Metal Knives, forks and spoons.

4. Glass Containers.

5. TV’s, radios, games, PDA’s, games and cell phones and pagers that are not State issued.

6. Large bags, suitcases, backpacks etc.

7. Excessive personal items not needed for the job.

8. Large umbrellas (when collapsed measure over 15”).

9. Any personal tools such as “Leatherman”, pocket knives etc.

10. Personal appliances without an approved personal appliance request form.

STAFF ACCOUNTABILITY:
1. You are required to sign in on the daily sign in sheet located in the Business Services office immediately upon you arrival and sign at the time you leave your work assignment for the day.
2. You must receive your supervisors approval prior to leaving your work assignment for any reason other than going to the restroom or your scheduled break.  When you are going to the restroom or taking your scheduled break you must let someone else in the office know where you are going.
LEAVE USAGE POLICY:
1. Requests for scheduled time off (AL / CTO / HC / Sick etc..) shall be submitted to your immediate supervisor no less than four (4) working days prior to the requested time off.

2. Unscheduled leave use must also be approved by your immediate supervisor via telephone.  If your immediate supervisor cannot be contacted, leave a voice message and a phone number you can be reached at.  When calling in to request unscheduled leave usage, you must do so no later than thirty (30) minutes after the beginning of your scheduled work shift.

3. Submitting a time off request does not guarantee that the time off has been granted.  You are responsible for verifying the approval / disapproval of time off prior to taking the time off.
4. Pre-Approved time off may be cancelled if the operational needs of Salinas Valley State Prison require it.

**NOTE**
This duty statement is to be used as a guide for the successful completion of your daily duties.  Your duties are not necessarily limited to these described herein.  You must be aware of those procedures as outlined.  You must read and be familiar with the operational procedures of this Institution.

YOU ARE ALSO REQUIRED TO HAVE FORTY (40) HOURS IN-SERVICE TRAINING PER YEAR OF WHICH EIGHT (8) HOURS IS FORMAL IN-SERVICE TRAINING.
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