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Department Statement:
California is one of the most biodiverse places on the planet. As such, the Department of Fish and Wildlife (CDFW) values diverse employees working together to protect nature for all Californians. CDFW is committed to fostering an inclusive work environment where all backgrounds, cultures, and personal experiences can thrive and connect others to our critical mission.

	INSTRUCTIONS: A duty statement and organizational chart must be submitted with each Request for Personnel Action, Form 242
	EFFECTIVE DATE

	
	

	DFW DIVISION/BRANCH/REGION/OFFICE
Northern Region
	POSITION NUMBER (Agency-Unit-Class-Serial)
565-141-5278-002

	UNIT NAME AND LOCATION
Administrative Services Program – Redding, Shasta County  
	CLASS TITLE

Management Services Technician

	INCUMBENT  
Vacant
	CURRENT POSITION NUMBER (Agency-Unit-Class-Serial)


	BRIEFLY DESCRIBE THE POSITION’S ORGANIZATION SETTING AND MAJOR FUNCTIONS:
Under the direct supervision of the Administrative Officer I, provide administrative support by processing purchase requests and invoices for the Northern Region. Duties include processing the daily incoming and outgoing mail, correspondence, and overseeing telecommunication requests.




	PERCENTAGE OF TIME PERFORMING DUTIES
	INDICATE THE DUTIES AND RESPONSIBILITIES ASSIGNED TO THE POSITION AND THE PERCENTAGE OF TIME SPENT ON EACH.  GROUP RELATED TASKS UNDER THE SAME PERCENTAGE WITH THE HIGHEST PERCENTAGE FIRST.  (USE THE REVERSE SIDE IF NECESSARY.)
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	ESSENTIAL FUNCTIONS:

Procurement
Process requests to purchase IT and non-IT goods in accordance with the State Contracts Manual (SCM), State Administrative Manual (SAM), and the CDFW Procurement Manual. Apply sound decision-making skills and procurement knowledge on the use of purchasing methods including procurement approaches, methodologies, and required documentation. Process purchase requests such as non-IT goods from Leveraged Procurement Agreements, Fair and Reasonable transactions, and Prison Industry Authority. Obtain required paperwork from bidders or vendors. Create requisitions and purchase orders by entering data into the State’s FI$CAL system. May prepare solicitation documents to obtain quotes including using the Small Business/Disabled Veteran Business Enterprise Option procurement approach Research to resolve issues. Prepare IT purchase requests for approval by the Data and Technology Division. May be designated as the Regional credit card authorized user for purchases. Maintain electronic audit files to meet acquisition and sustainability program requirements. 

Provide guidance to staff and supervisors on initiating procurement requests, locating vendors, and obtaining required documents. Assist with encumbrance management by running a monthly report, tracking payment then closing purchase orders to liquidate funds. Research to resolve procurement and invoice related issues.  Provide resources to staff on proper purchasing methods, tools, forms, and protocol.  Maintain tracking log in MS Teams no less frequently than weekly.  

Accounts Payable
Receive and review invoices submitted for payment by mail and email. Obtain approvals and backup documentation required to process each invoice. Create Purchase Orders and Vouchers in FI$CAL to submit invoices for payment. Work with staff in the Budget Branch, Accounting Services Branch and in Region to resolve any funding or payment issues. Research invoices submitted by vendors, including past due notices and statements and resolve to provide payment.  May draft forms to request Revolving fund checks as directed. 

Correspondence and Daily Mail
Receive, log, track and process documents for the Regional Manager’s signature to ensure deadlines are met. Prepare daily outgoing mail including overnight mail and certified mail. Maintain electronic files per the Records Retention Schedule. Receive and process daily incoming mail according to established procedures. Monitor office supply needs including ink, toner, paper and postage. Prepare purchase request documents to maintain supplies. Create and maintain labels for mailboxes in the mail room to ensure proper mail distribution. 

Telecommunications
Process assigned telecommunication requests for land lines and cell phones in the Northern Region.  Maintain records and place orders as the Authorized Telecom Representative for the Northern Region.  Coordinate with service providers (Verizon, AT&T, Frontier, etc.), Data and Technology field support and procurement staff on telecommunication related issues. Maintain current list of coding for telecommunication invoices and enter invoices into FI$CAL for payment. Advise staff on telecommunication policy, procedures and forms, and respond to requests and inquiries in a timely manner. Process requests for new lines, line suspension, transfers, service issues and cancellation.

NON-ESSENTIAL FUNCTIONS:
Provide information to the public related to the Department’s mission and operations. Respond to inquiries received by email in the AskRegion1 email box, by phone and in person. Perform quarterly inventory for license sales and assist with daily bank deposits. May assist processing Private Landowner Tags. 

WORKING CONDITIONS:  
This position is designated as office based and is not eligible for telework. The work takes place in an office setting under artificial light. The work involves prolonged periods of sitting or standing at a computer, standing and walking for brief periods of time. Daily, frequent use of a keyboard, mouse, computer, scanners and phone. There is at times the presence of weapons, carcasses, and undesirable smells in the office, particularly during hunting season.

	SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.

	PRINT SUPERVISOR’S NAME


	SUPERVISOR’S SIGNATURE

	DATE

	EMPLOYEE’S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE RECEIVED A COPY OF THE DUTY STATEMENT.
I HAVE READ AND UNDERSTAND THE DUTIES AND ESSENTIAL FUNCTIONS OF THE POSITION AND CAN PERFORM THESE DUTIES WITH OR WITHOUT REASONABLE ACCOMMODATION. 

	PRINT EMPLOYEE’S NAME

	EMPLOYEE’S SIGNATURE

	DATE





