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CIVIL SERVICE CLASSIFICATION WORKING TITLE
Business Service Assistant, Specialist Business Service Assistant, Specialist
BRANCH
Building Educational Success Together Branch
DIVISION OFFICE
State Special Schools and Services Division California School for the Deaf, Riverside
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lin-Office lI[No [[No |

DIRECTION STATEMENT AND GENERAL DESCRIPTION OF DUTIES

Under close supervision of the Business Services Officer Supervisor, the Business Service Assistant, Specialist (BSA)
serves as the purchasing/buyer, assists with the less complex contracts, and procurement functions. Performs the more
difficult clerical tasks, prepares various reports and correspondence, data entry, and works in conjunction with the
warehouse regarding Purchase Orders. The incumbent will provide back-up to the other BSA position.

CONDUCT, ATTENDANCE, AND PERFORMANCE EXPECTATIONS

All employees are expected to work cooperatively with others, maintain regular, consistent, predictable attendance, and
possess integrity, initiative, dependability and good judgment.

SUPERVISION BY

The Business Service Assistant, Specialist reports directly to and receives assignments from the Business Services
Officer Supervisor, (BSO).

SUPERVISORY RESPONSIBILITIES
NA

WORKING CONDITIONS AND PHYSICAL REQUIREMENTS

Must posses the necessary physical, mental and cognitive abilities to perform general office work needed to carry out
essential duties of the position. Work environment is a primarily performed in a standard office with artificial light and
climate control. Work activities involve working in an office setting and occasionally assisting with campus inventory.
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|[ESSENTIAL/NON-ESSENTIAL FUNCTIONS

Relative % of Time Required: |50 [X]Essential Function [ ]Non-Essential Function

Duties Performed

Function as the School Procurement Liaison, acts as the buyer for the school complying with the Purchasing Rules and
Regulations set forth by the Department of Education and the Department of General Services, maintains purchasing
folders, creates Purchase Orders and amendments in FI$Cal, forwards procurement files to the BSO for the final audit.
Communicates with staff regarding purchases, rules and policies. Works with the BSO on the more complex

procurements. Provides copies of Purchase Orders for auditing to the BSO, assists with attaching receipts to Purchase
Order files on an as needed basis

Relative % of Time Required: |25 [X]Essential Function [ ]JNon-Essential Function

Duties Performed

Monitors open Purchase Orders at the end of each month, conducts research on open Purchase Orders, contacts

vendors and/or staff regarding open Purchase Orders. Disencumbers outstanding/open Purchase Orders that will not
be filled and/or that have leftover balances.

Relative % of Time Required: |20 [ JEssential Function [ ]Non-Essential Function

Duties Performed

Functions as the Assistant School Contract Liaison, process the less complex contracts, communicates with Contract
Monitors regarding new and renewal contracts as needed. Maintains a system as to when the less complex contracts
are to be started and due. Provides guidance on the less complex contracts as needed. Gather contract documents and

create the contract file, forwards completed contract file to the BSO for review and submission to headquarters. Provide
back up to other Business Service Assistant as needed.
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Relative % of Time Required: |5

[ JEssential Function

[ JNon-Essential Function

Duties Performed

Assist the BSO and Office Technician with the Ride Share. Other duties as assigned.

Relative % of Time Required:

[ JEssential Function

[ JNon-Essential Function
Duties Performed

Relative % of Time Required:

[ ]Essential Function [ JNon-Essential Function

Duties Performed
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SPECIAL/ADDITIONAL REQUIREMENTS AND DESIRABLE QUALIFICATIONS

In addition to evaluating each candidate's relative ability, as demonstrated by quality and breadth of experience, the
following factors will provide the basis for competitively evaluating each candidate:

- Ability to exercise initiative and independence.

- Ability to communicate effectively and willingness to learn American Sign Language (ASL).

- Ability to interact professionally with a wide range of people.

- Ability to prioritize workload, complete work timely with multiple deadlines.

By signing this duty statement, the employee understands and adheres to all policies and procedures related to
Mandated Reporting of Suspected Child Abuse and Dependent Adult Abuse.

PERSONAL CONTACTS

The Business Service Assistant, Specialist will have contact with various levels of staff across department, external
agencies, vendors, and stakeholders.

EMPLOYEE ACKNOWLEDGEMENT

| have read and understand the duties and requirements listed above, and | am able to perform these duties with or
without an accommodation. (If you believe an accommodation may be necessary, or if unsure of a need for an
accommodation, inform the hiring supervisor or the Accommodations Coordinator at Accommodations@cde.ca.gov.)

EMPLOYEE NAME EMPLOYEE SIGNATURE DATE

MANAGER/SUPERVISOR ACKNOWLEDGEMENT

| certify this duty statement represents a current and accurate description of the essential functions of the position. | have
discussed the duties of this position with the employee and provided the employee a copy of this duty statement.

MANAGER/SUPERVISOR NAME MANAGER/SUPERVISOR SIGNATURE DATE

HRD C&P ANALYST HRD APPROVAL DATE | EFFECTIVE DATE DATE UPLOADED

This form will be kept in the employee's Official Personnel File.

Original - Classifications & Pay Office Copies - Employee and Supervisor
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