
CALIFORNIA PRISON INDUSTRY AUTHORITY 
DUTY STATEMENT 
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1. Institution/Division/Office: 2. Unit/Industry/Enterprise: 

3. Classification Title: 4. Proposed Incumbent (if known): 

5. Current Position Number (Agency-Unit-Class-Serial): 6. Effective Date: 

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

8. Work Schedule:
9. Percentage (%) of 

time performing 
duties: 

10. Indicate the duties and responsibilities assigned to the position and the percentage (%) of time spent for each. Group 
related tasks under the same percentage (%) with the highest percentage (%) listed first. 

ESSENTIAL FUNCTIONS 

(Continued on Page Two) 
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9. Percentage (%) of 
time performing 
duties: 

10. Indicate the duties and responsibilities assigned to the position and the percentage (%) of time spent for each. Group 
related tasks under the same percentage (%) with the highest percentage (%) listed first. 

MARGINAL FUNCTIONS 

ADDITIONAL EXPECTATIONS 

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

12. DATE SUPERVISOR PROVIDED EMPLOYEE WITH A COPY OF THE DUTY STATEMENT:

PRINT EMPLOYEE NAME: EMPLOYEE SIGNATURE: DATE: 

PRINT MANAGER/SUPERVISOR NAME: MANAGER/SUPERVISOR SIGNATURE: DATE: 

HR APPROVAL: 


	1 InstitutionDivisionOffice: Central Office/Marketing Division
	2 UnitIndustryEnterprise: Engineering
	3 Classification Title: Prison Industries Administrator
	4 Proposed Incumbent if known: Vacant
	5 Current Position Number AgencyUnitClassSerial: 063-083-7158-001
	6 Effective Date: 
	7 Briefly 1 or 2 sentences describe the positions organization setting and major functions: Under the general direction of the Assistant General Manager of Marketing, the Prison Industries Administrator oversees the Engineering Unit of CALPIA. Employees will have regular and substantial contact with persons incarcerated in California Department of Corrections and Rehabilitation institution and/or medical facilities. 
	8 Work Schedule: Monday - Friday, 0800 - 1700 with a one-hour lunch break. RDO: Saturday & Sunday;
	12 DATE SUPERVISOR PROVIDED EMPLOYEE WITH A COPY OF THE DUTY STATEMENT: 
	PRINT EMPLOYEE NAME: Vacant
	DATE: 
	PRINT MANAGERSUPERVISOR NAME: Raymond Meek
	DATE_2: 
	HR APPROVAL: KS 5/28/25
	ESSENTIAL FUNCTIONS: Review key business-related initiative and make appropriate recommendations for changes. Collaborate with multidisciplinary stakeholders to ensure the design, development, and implementation of program changes addresses complex statewide and departmental needs for applicable business functions and applies best business practices. Analyze complex existing policies, standards, and procedures to assess the opportunities for improvement. Keep abreast of current best business practices based on research as it applies to departmental and statewide business operational practices. Establishes yearly planning, performs ongoing analysis of Engineering Unit including policies, projects, systems, and personnel, makes routine decisions based on analysis, for distributing workload to meet customer needs and improve unit effectiveness to help in achieving self-sufficiency. Makes recommendations on equipment; provide system engineering consultation on design of new, or modification of existing facilities and product. Promotes open communication between the field and Central Office to ensure factory and customer needs are addressed and current efficiencies result in improving quality, cost, and delivery times.Prepares reports, issue papers and analysis for CALPIA Executive team, and feasibility studies for unit and provides assistance with engineering projects. Maintains a database, including compiling and analyzing data and preparing data summary reports; analyzes summary data for completion and submittal of forms and data. Conducts analytical studies on a variety of programs and policy issues; develops and maintains operating policy and procedures for unit.Establishes, plans, and develops procedures to increase production efficiency, product quality, and use of materials. Keeps apprised of department rules and regulations. Coordinates and implements designated projects. Monitors procedures. Research newly introduced rules and regulations related to the Marketing Division and advise management of the impact.Conducts and/or participates in meetings with field enterprises and Central Office. Works with Operations, Marketing and Customer Service Staff to ensure that all unit projects are completed on time to meet CALPIA and customer time frames. Demonstrates the ability to obtain satisfactory results while maintaining group cooperation. Uses proper interpersonal styles and methods to guide individuals or groups to accomplish the required tasks. Evaluates staff performance and prepares required documentation for the group's performance. Proves necessary direction, feedback, counseling, and identifies necessary training for individuals groups as assigned. Performs administrative tasks as required to assist the Marketing Division including the analysis of budget change proposals and requests for major capital expenditures; assist with the development of the Annual and Mid-Year revenue forecasts for assigned unit. 
	9: 
	 Percentage (%) of time performing duties1: 35%20%15%15%10%
	 Percentage (%) of time performing duties2: 5%

	MARGINAL FUNCTIONS: Provides necessary input on the hiring of employees and incarcerated individuals; attends sales meetings and participates in professional training programs and workshops to improve techniqu3es and further develop personal proficiency. Occasional overnight travel through the State is required. Attends and/or completes mandatory or job related trainings . Perform other related duties as required
	ADDITIONAL EXPECTATIONS: Incumbents maintain order and supervise the conduct and work performance of persons assigned to work in a California Prison Industry Authority enterprise or program; prevent escapes and injury by these person, to themselves or others or to property by requesting assistance of the correctional staff assigned to the area through the use of whistles, personal alarm devices, or other means necessary; maintain security of working areas and work materials by confirming incarcerated individuals attendance and tool control throughout the assigned shift; inspect premises and work areas of incarcerated individuals for contraband, such as weapons or illegal drugs.


