
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) 
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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:  Mule Creek State Prison - MCSP / Operations 
	2 UnitIndustryEnterprise:  Mattress and Bedding
	3 Classification Title:  Industrial Supervisor, Prison Industries (Mattress & Bedding)
	4 Proposed Incumbent if known: Vacant
	5 Current Position Number AgencyUnitClassSerial: 045-360-7197-001
	6 Effective Date: 
	7 Briefly 1 or 2 sentences describe the positions organization setting and major functions: Under the direction of the Prison Industries Superintendent II (Mattress & Bedding), this position is responsible for supervising incarcerated individuals performing the various tasks/activities associated with the Mattress & Bedding enterprise. Employees will have regular and substantial contact with persons incarcerated in California Department of Corrections and Rehabilitations institution and /or medical facilities. This position will be stationed at Mule Creek State Prison (MCSP)
	8 Work Schedule: 6:45am to 2:45pm Monday - Friday 
	12 DATE SUPERVISOR PROVIDED EMPLOYEE WITH A COPY OF THE DUTY STATEMENT: 
	PRINT EMPLOYEE NAME: Vacant 
	DATE: 
	PRINT MANAGERSUPERVISOR NAME: Joseph Svec
	DATE_2: 
	HR APPROVAL: NO 1/29/2026
	ESSENTIAL FUNCTIONS: Assigns, supervises, and coordinates the production of incarcerated individual workers in the manufacturing of mattresses; Provides proper instruction and supervision in the manufacturing methods; Schedules labor materials and equipment use.

Coordinates the flow of raw materials and supplies, maintains inventory records, supervises the implementation of quality assurance programs; Creates, maintains, and updates International Organization for Standardization (ISO) procedures as needed; Utilize the Enterprise Resources Planning System (ERPLx).

Maintains incarcerated individual’s timekeeping, performance evaluations, Industry Employment Program (IEP), and all work incentive program records.

Understand and enforce all safety rules by conducting safety meetings, Train and document incarcerated individual workers in the proper use of various machines in the mattress factory.

Maintain accurate production records, inventory transactions, labor reporting; Practice security awareness and abide by California Department of Corrections and Rehabilitation (CDCR) and California Correctional Training and Rehabilitation Authority (CALCTRA) rules and regulations.

	9: 
	 Percentage (%) of time performing duties1: 

30%





20%




15%



15%




10%

	 Percentage (%) of time performing duties2: 5%



5%





	MARGINAL FUNCTIONS: Keep apprised of new development and techniques in mattress making machinery; Keep apprised of institutional and departmental rules and regulations.

Perform other job-related duties as needed. Must complete all mandated and job related training. 

	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.


