State of California

DEPARTMENT OF WATER RESOURCES

California Natural Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Office Assistant (T) 3812-1379-900 50103581 1
APPOINTEE SAP PERSONNEL NO. [ DIVISION/SECTION

Vacant TBD DOE/Construction/LRPH

COLLECTIVE BARGAINING IDENTIFIER
Management Related BU:

Supervisory Related BU:

Confidential Related BU:

Rank and File BU:
R04

RESPONSIBILITIES EXERCISED
[ supervisory [ Lead Person

IMMEDIATE SUPERVISOR (Print)

Ashley Cousin

SUPERVISOR'S CLASSIFICATION

Senior Engineer, Water Resources

APPROVED BY (Personnel Analyst's Name)

Estevez Contreras

DATE

06/24/2025

Percent of

Time Activity

POSITION SUMMARY

Under close supervision of the Senior Engineer, WR, within the Levee Repair Project Headquarters
(LRPH), and under guidance of an Office Technician (Typing), the incumbent will serve as
administrative support staff to the LRPH office.

ESSENTIAL FUNCTIONS

This position requires that the incumbent maintain consistent, regular, and predictable attendance,
and work cooperatively with others. The incumbent must possess the ability to communicate
effectively both verbally and in writing; use good judgment and tact; and have the ability to work
under pressure to meet deadlines. The specific essential functions of this position are as follows:
35% Provide backup for: answering phones; attending to office public counter; greeting contractors,
Department staff, representatives of other state agencies and individuals of the general public; and
taking and delivering messages. Perform office duties which include: Sort, log, and distribute all
incoming and outgoing mail correspondence for the Levee Repair Project Headquarters using a
network log and Cosmos Database; copy and distribute to applicable employees for action.
Receive and deliver messages by phone and email. Maintain hard copy and electronic files for
incoming letters, tracking necessary actions to maintain timely response. File documents in
binders and file cabinets as needed. Review outgoing correspondence for correct signatures and
enclosures. Prepare packages and deliver documents for distribution and mailing, including
documents to department personnel and public (Contractors) from distribution mailing lists.
Prepare and print online package delivery service shipping labels (FedEx, UPS, etc.), update
mailing list, check package tracking status on delivery service web site, deliver packages (outgoing
mail) to Department mail room by required time for mail to be sent out each day. Pick up incoming
packages from mail room when notified. Travel on public or private roadways to deliver
documents, transport staff, or to attend meetings.

30% Prepare routine correspondence from the headquarters staff from handwritten materials or drafts
using various software programs including MS Word, Excel, Access, and Outlook. Type and

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

SUPERVISOR'’S SIGNATURE DATE

>

SUPERVISOR'’S NAME (Print)
Ashley Cousin

EMPLOYEE'S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE

RECEIVED A COPY OF THE DUTY STATEMENT.

EMPLOYEE'S NAME (Print)

Vacant

EMPLOYEE'S SIGNATURE

>

DATE
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR

Office Assistant (T) 3812-1379-900 50103581 1

APPOINTEE SAP PERSONNEL NO. DIVISION/SECTION

Vacant TBD DOE/Construction/LRPH

Pe_rl_?ﬁlrg of Activity

proofread letters and memorandums. Type contract change orders, tables, periodic construction
activity reports, estimate spreadsheets and other correspondence as needed. All correspondence
shall be typed in accordance with the Department's Correspondence Procedures Manual. Provide
general office support as needed.

20% Set up and maintain drawing files and office files for Levee Repair Project Headquarters. Scan and
upload, organize and maintain electronic filing system for contract documents. Assist with daily
filing, maintaining of contract and shop drawing files. Order, receive, and store supplies. Maintain
calendars of staff as needed. Coordinate and arrange internal meetings as requested. Assist
timekeeper with preparing monthly overtime approval forms, ensuring all time is entered timely and
accurately for the entire section and creating DWR 9504's to request access to make retroactive tim

10% Assist Mobile Equipment Coordinator for Levee Repair Project Headquarters section's vehicles.
Maintain monthly vehicle logs, mileage summary, assignment of vehicles, maintenance logs of
vehicles, utilization reports and other routine items. May be asked to utilize SAP for mileage entry
and reporting.

5% Assist with processing Levee Repair Project Headquarters travel requests, travel advances, and

travel expense claims. Assist Office Technician with distributing and collecting Annual
Performance Appraisals for rank and file and supervisory employees. May be asked to also back up
and supply other clerical support within the Division as needed.

OTHER RESPONSIBILITES

This position provides necessary support to the Divisions of Flood Management, Safety of Dams,
Operations and Maintenance, Engineering, and/or the Public Affairs Office during governor
declared emergencies, flood, dam, SWP, and other incidents and emergencies. Additionally, this
position may participate in emergency operations in the capacity of area teams, field inspection,
coordination, and assist agencies such as CalOES and FEMA in disaster work, including
performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and
other emergencies. This position may also serve in one of the sections as established in the
Incident Command System to assist the Department in performing its emergency preparedness,
response, recovery, and mitigation functions. These functions are established in the California
State Emergency Plan and the Department’s Administrative Orders.

The Department of Water Resources is committed to its mission and employees, and we are
grounded in our commitment to public safety. Regular, consistent, and predictable attendance is
essential to the successful performance in this position.

DIVERSITY, EQUITY AND INCLUSION
All employees are responsible for contributing to an inclusive, safe, and secure work environment
that values diverse cultures, perspectives, and experiences, and is free from discrimination.
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Office Assistant (T) 3812-1379-900 50103581 1
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Pe_rl_ci:r%rét of Activity

SPECIAL REQUIREMENTS

Must possess a valid California driver's license when conducting State business that requires
driving a vehicle. May be required to travel on public roadways including traveling to remote areas.
Travel on short notice and overnight lodging will be required on some trips.

The position(s) require(s) the ability to type at a minimum speed (40 wpm) as designated on the
Class Specifications. You must obtain a valid typing certificate confirming your ability to meet the
minimum typing speed, prior to being hired. Additional information regarding acceptable typing

tests is available at the CalCareers.ca.gov website.
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	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: R04
	responsibilites: Off
	IMMEDIATE SUPERVISOR: Ashley Cousin
	SUPERVISOR'S CLASS: Senior Engineer, Water Resources
	personnel analyst: Estevez Contreras
	personnel date: 06/24/2025
	PERCENT OF TIME: 
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	activity: POSITION SUMMARY
Under close supervision of the Senior Engineer, WR, within the Levee Repair Project Headquarters (LRPH), and under guidance of an Office Technician (Typing), the incumbent will serve as administrative support staff to the LRPH office.  

ESSENTIAL FUNCTIONS
This position requires that the incumbent maintain consistent, regular, and predictable attendance, and work cooperatively with others.  The incumbent must possess the ability to communicate effectively both verbally and in writing; use good judgment and tact; and have the ability to work under pressure to meet deadlines. The specific essential functions of this position are as follows:

Provide backup for: answering phones; attending to office public counter; greeting contractors, Department staff, representatives of other state agencies and individuals of the general public; and taking and delivering messages.  Perform office duties which include:   Sort, log, and distribute all incoming and outgoing mail correspondence for the Levee Repair Project Headquarters using a network log and Cosmos Database; copy and distribute to applicable employees for action.  Receive and deliver messages by phone and email.  Maintain hard copy and electronic files for incoming letters, tracking necessary actions to maintain timely response.  File documents in binders and file cabinets as needed.  Review outgoing correspondence for correct signatures and enclosures.  Prepare packages and deliver documents for distribution and mailing, including documents to department personnel and public (Contractors) from distribution mailing lists.  Prepare and print online package delivery service shipping labels (FedEx, UPS, etc.), update mailing list, check package tracking status on delivery service web site, deliver packages (outgoing mail) to Department mail room by required time for mail to be sent out each day.  Pick up incoming packages from mail room when notified.  Travel on public or private roadways to deliver documents, transport staff, or to attend meetings.

Prepare routine correspondence from the headquarters staff from handwritten materials or drafts using various software programs including MS Word, Excel, Access, and Outlook.  Type and 
	classification: Office Assistant (T)
	appointee: Vacant
	dwr position number: 3812-1379-900
	sap personnel no: TBD
	sap position number: 50103581
	division: DOE/Construction/LRPH
	mcr: 1
	percent2: 
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	activity2: proofread letters and memorandums.  Type contract change orders, tables, periodic construction activity reports, estimate spreadsheets and other correspondence as needed.  All correspondence shall be typed in accordance with the Department's Correspondence Procedures Manual. Provide general office support as needed.

Set up and maintain drawing files and office files for Levee Repair Project Headquarters.  Scan and upload, organize and maintain electronic filing system for contract documents.  Assist with daily filing, maintaining of contract and shop drawing files.  Order, receive, and store supplies.  Maintain calendars of staff as needed.  Coordinate and arrange internal meetings as requested.  Assist timekeeper with preparing monthly overtime approval forms, ensuring all time is entered timely and accurately for the entire section and creating DWR 9504's to request access to make retroactive tim

Assist Mobile Equipment Coordinator for Levee Repair Project Headquarters section's vehicles. Maintain monthly vehicle logs, mileage summary, assignment of vehicles, maintenance logs of vehicles, utilization reports and other routine items. May be asked to utilize SAP for mileage entry and reporting.

Assist with processing Levee Repair Project Headquarters travel requests, travel advances, and travel expense claims. Assist Office Technician with distributing and collecting Annual Performance Appraisals for rank and file and supervisory employees. May be asked to also back up and supply other clerical support within the Division as needed.  

OTHER RESPONSIBILITES
This position provides necessary support to the Divisions of Flood Management, Safety of Dams, Operations and Maintenance, Engineering, and/or the Public Affairs Office during governor declared emergencies, flood, dam, SWP, and other incidents and emergencies. Additionally, this position may participate in emergency operations in the capacity of area teams, field inspection, coordination, and assist agencies such as CalOES and FEMA in disaster work, including performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and other emergencies. This position may also serve in one of the sections as established in the Incident Command System to assist the Department in performing its emergency preparedness, response, recovery, and mitigation functions. These functions are established in the California State Emergency Plan and the Department’s Administrative Orders.

The Department of Water Resources is committed to its mission and employees, and we are grounded in our commitment to public safety. Regular, consistent, and predictable attendance is essential to the successful performance in this position.

DIVERSITY, EQUITY AND INCLUSION
All employees are responsible for contributing to an inclusive, safe, and secure work environment that values diverse cultures, perspectives, and experiences, and is free from discrimination.
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	activity3: SPECIAL REQUIREMENTS 
Must possess a valid California driver's license when conducting State business that requires driving a vehicle. May be required to travel on public roadways including traveling to remote areas. Travel on short notice and overnight lodging will be required on some trips.

The position(s) require(s) the ability to type at a minimum speed (40 wpm) as designated on the Class Specifications. You must obtain a valid typing certificate confirming your ability to meet the minimum typing speed, prior to being hired. Additional information regarding acceptable typing tests is available at the CalCareers.ca.gov website.
	supervisor name: Ashley Cousin
	employee name: Vacant


