
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 California Women's Facility/Operations/CALPIA
	2 UnitIndustryEnterprise: Administration
	3 Classification Title: Office Technician
	4 Proposed Incumbent if known: Vacant(LT)
	5 Current Position Number AgencyUnitClassSerial: 383-100-1139-001
	6 Effective Date: 
	7 Briefly 1 or 2 sentences describe the positions organization setting and major functions: Under the general direction of the Prison Industries Administrator and in accordance with established procedures, this position is expected to prepare, process and maintain statistical, financial or other records related to the financial administration of the California Prison Industry Authority (CALPIA) programs located at Valley State Prison and Central California Women's Facility.
	8 Work Schedule: 9-8-80 0645-1445
	12 DATE SUPERVISOR PROVIDED EMPLOYEE WITH A COPY OF THE DUTY STATEMENT: 
	PRINT EMPLOYEE NAME: 
	DATE: 
	PRINT MANAGERSUPERVISOR NAME: Justin Andrews
	DATE_2: 
	HR APPROVAL: CW 7/31/2025
	ESSENTIAL FUNCTIONS: Maintains all confidential records, including those in keeping civillian attendance, training documents, and employee evaluations. Review and distribute timesheets, other reports, and correspondence to personnel offices for both institutional  and central office.  Typing and processing of confidential information and material, return-to-work, employee interview, and hiring information and other personnel related issues.



Completion of special assignments as designated by the Adminstrator of various logs and spreadsheets for organizing and tracking information and assists the superintendents on other task or projects as deemed necessary.  Completed required IST/OJT classes.



Maintains all CALPIA Accounting files and process all procurement documents, accuracy and conformity to accepted accounting and procurement standards. Process Office Max orders online and prepare copies for CALPIA Accounting file, Central Office Business Services, and appropriate cost centers.



Recieves, reviews, and processes Travel Claims and Travel Advances and forwards to Central Office Travel Desk.  Receive, log, and distribute checks to employees for Travel Claims and Travel Advances. Recieves, reviews, and processes monthly "Lost Hours Report" and forwards to Central Office and both institutions.  Meet with the Prison Industries Administrator/ Manager to assemble "Weekly Field Report" for bot institutions; type and forward the "Weekly Field Report" to Central Office.  Tracks vendor performance evaluations. Email Invoice Distribute Notifications, revolving refund request and other reports to CALPIA Central Office.
	9: 
	 Percentage (%) of time performing duties1: 40%
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15%
	 Percentage (%) of time performing duties2: 5%

	MARGINAL FUNCTIONS: Keep apprised of new developments and modern office methods and practices.  Keep apprised of CALPIA, institution and department rules and regualtions.  Complete IST/OJT classes.  Perform other duties as required related to the classification.
	ADDITIONAL EXPECTATIONS: 


