
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) 



CALIFORNIA PRISON INDUSTRY AUTHORITY 
DUTY STATEMENT 

Date: 04/01/2024, Rev. G HR-CP-F007 Page 2 of 2 

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: CSP-Solano/Operations/CALPIA
	2 UnitIndustryEnterprise: Administration
	3 Classification Title: Prison Industries Manager (General)
	4 Proposed Incumbent if known: Vacant
	5 Current Position Number AgencyUnitClassSerial: 075-101-7157-001
	6 Effective Date: 
	7 Briefly 1 or 2 sentences describe the positions organization setting and major functions: Under the general supervision of the Prison Industries Administrator, this position is primarily responsible for the smooth operation of all those enterprises under its control. The Prison Industries Manager supervises civil service staff and incarcerated individuals. In those enterprises employing two shifts, the Prison Industries Manager is responsible for both shifts. The Prison Industries Manager assists the Prison Industries Administrator in the overall management of CSP-Solano and acts in his/her behalf during any absence from the institution.
	8 Work Schedule:  Tuesday - Friday 0600-1600
	12 DATE SUPERVISOR PROVIDED EMPLOYEE WITH A COPY OF THE DUTY STATEMENT: 
	PRINT EMPLOYEE NAME: Vacant
	DATE: 
	PRINT MANAGERSUPERVISOR NAME: Eric Bengston
	DATE_2: 
	HR APPROVAL: JD 12/4/25
	ESSENTIAL FUNCTIONS: Working knowledge of each factory; responsible for maintaining production quotas, quality control, product development, safety standards, and production planning; monitors inventory, accounting documents, and preventative maintenance procedures; takes customer complaints and handles communication with Central Office sales staff; maintains correspondence with state agencies and private sector in the development of new products and activities; utilizes the ERPlx system; monitors sales orders and on-time deliveries to customers.

Assist in the management activities of CALPIA at CSP-Solano, including supervision of civil service staff and interacting with other managers, other institutions, and Central Office; serve on various institutional committees and head up special projects for the Prison Industries Administrator; serve on qualification panels and participate in the hiring of new staff; attends meetings with Central Office to train staff and acts as an instructor on various CALPIA training modules; administer the incarcerated individual Employability Program at an institution, effectively communicating program objectives, policies and procedures, and monitoring and providing feedback regarding changes to ensure program success.

Assist in the budget planning for each enterprise and monitor all expenditures, including the approval of Form 13's, Delegated Orders, Service Orders, Service Contract, and estimates; ensure compliance with procurement regulations; develop a budget and procedure for ordering raw materials; act as liaison with Central Office procurement staff.

Make appropriate job assignments considering workload and abilities of personnel; conduct unit meetings to promote staff development in training and interpreting regulations and policy; review duty statements, performance reports, and training needs; administer vacation schedules and monitor time sheets. 

Take appropriate action to ensure that subordinate supervisors and staff receive adequate training in order to achieve or exceed satisfactory performance in their areas of responsibility; personally become familiar with and implement the provisions of various resources and references including, but not limited to, applicable Penal Code, Government Code Sections, other laws, regulations, Bargaining Unit Agreements, codes, State Administrative Manual, California Department of Corrections’ Operations Manual, State Personnel Board and Department of Personnel Administration Laws and Regulations, Title 15, and the policies and procedures of the PIA; familiarize staff members with the provisions of these and other references and ensure enforcement of the contents.
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	 Percentage (%) of time performing duties1: 
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	 Percentage (%) of time performing duties2: 
5%

	MARGINAL FUNCTIONS: Ensure the incarcerated individual pay plan is followed; approve incarcerated individual assignments and pay increases; monitor ethnic balance in each factory; review 128’s, 115’s, 602’s and 101 quarterly reports; attend incarcerated individual classifications to assure assignments to PIA. Attends mandatory or job-related trainings and works cooperatively with the host.
	ADDITIONAL EXPECTATIONS: Incumbents maintain order and supervise the conduct and work perform or persons assigned to work in a California Prison Industry Authority enterprise or programs; 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. Assignments during tour of duty may include sole responsibility for the supervision of incarcerated individuals and/or the protection of personal or real property. Incumbents are also required to ensure that incarcerated individuals do not have access to confidential/personal information to include, but not limited to, social security numbers, driver license numbers, staff home telephone numbers, 998-A’s, resumes, state employment applications, hiring/interviewing packages, pay statements, or any document that contains such information.


