
CALIFORNIA CORRECTIONAL TRAINING AND 
REHABILITATION AUTHORITY (CALCTRA) 
DUTY STATEMENT 

Date: 04/01/2024, Rev. G HR-CP-F007 Page 1 of 2 

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 CORRECTIONAL TRAINING AND REHABILITATION 
AUTHORITY (CALCTRA)  
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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:  California Medical Facility (CMF)/Operations/CALCTRA 
	2 UnitIndustryEnterprise:   Warehouse
	3 Classification Title:  Industrial Warehouse and Distribution Specialist, Prison Industries
	4 Proposed Incumbent if known:   Vacant
	5 Current Position Number AgencyUnitClassSerial:  966-410-7231-001
	6 Effective Date: 
	7 Briefly 1 or 2 sentences describe the positions organization setting and major functions: Under the supervision of the Prison Industry Manager, at the California Medical Facility, the Industrial Warehouse and Distribution Specialist, Prison Industries, monitors the receipt, storage, issuance, and shipping of a large volume of industrial supplies and products for the enterprise located at the California Medical Facility. This position will travel between Solano State Prison (SOL), California Medical Facility (CMF), San Quentin (SQ), California Health Care Facility (CHCF), Stockton.  May receive direction from SOL Prison Industries Administrator while on-site. 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; 0700 - 1500
	12 DATE SUPERVISOR PROVIDED EMPLOYEE WITH A COPY OF THE DUTY STATEMENT: 
	PRINT EMPLOYEE NAME: Vacant
	DATE: 
	PRINT MANAGERSUPERVISOR NAME: Delia Zaragoza
	DATE_2: 
	HR APPROVAL: CW 1/13/2026
	ESSENTIAL FUNCTIONS: Receive, inspect, cycle count all incoming goods and either store them in the CALCTRA warehouse or drive them to the enterprise. Perform all appropriate entries into enterprise resource planning system regarding the receiving and issuing of goods. Prepares shipping documents and Bill of Lading prior to shipment of finished goods. Receives and signs for incoming freight and supplies, checking items against freight bill and packing slips. Matches received items to Purchase Orders for proper quantities. Maintain safe storage and handling of cleaning chemicals. Keep CALCTRA warehouse clean and properly marked for accurate storage of goods. 

Coordinates the issuance, transportation, and processing of requisitions for raw materials from the factory and finished goods for customers. Will require travel to various institutions including frequent travel between SOL, CMF, SQ, and CHCF to deliver / ship product. Handles and investigates complaints received from CALCTRA’s Central Office for Sales Orders, damages, shortages, etc. Oversees the storage of stock items, finished goods, and maintains various types of Inventory records. Conducts safety meetings weekly and maintains the Injury and Illness Prevention Plans (IIPP). Implements and maintains a preventive maintenance program for all equipment. Responsible for driving utility carts, cargo vans, and box trucks within institutional grounds for delivery of raw goods to the factories and transportation of finished goods to the warehouse.

Prepares and assists with incarcerated individual time cards and incarcerated individual performance reports. Ensure the worker pay plan is followed; approve assignments and pay increases; review staffing and worker concerns, complaints, performance standards, and alike reports.

Maintains proper discipline and security within the working areas. Inspects worksite for contraband, such as weapons or illegal drugs, performs incarcerated individual counts, and daily tool control counts; prevents escapes and injury of incarcerated individuals to themselves, others or property, and performs duties of transporting incarcerated individual workers to and from their living quarters or designated areas.

	9: 
	 Percentage (%) of time performing duties1: 
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	MARGINAL FUNCTIONS: Keeps appraised of new developments and techniques in warehouse and distribution. Attends In-Service training classes provided by the institution. Keeps appraised of institution and department rules and regulations. Must complete all OJT/IST.

	ADDITIONAL EXPECTATIONS: Incumbents maintain order and supervise the conduct and work performance of persons assigned to work in a California Correctional Training and Rehabilitation 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.

This position requires a valid Class C Driver’s license. 


