CURRENT / PROPOSED

	STATE OF CALIFORNIA

DEPARTMENT OF FORESTRY AND FIRE PROTECTION
POSITION ESSENTIAL FUNCTIONS DUTIES STATEMENT

PO-199 (06/16)
	Working Title of Position

OFFICE TECHNICIAN - ADMINISTRATIVE SUPPORT

	
	Division and/or Subdivision

SACRAMENTO HQ/FPP/TRAINING PROGRAM

	INSTRUCTIONS:  The Director is required by Government Code Section 19818.12 to report (or to record) “…material changes in the duties of any position in his or her jurisdiction”. The Position Essential Functions Duties Statement is used for this purpose. Enter identifying information and effective date at the right. Enter brief description of each of the important duties and responsibilities of the position below. Group related duties in numbered paragraphs and indicate the percentage of total time occupied. Indicate the "essential functions" of the position by placing an asterisk (*) in front of those individual duties you determine to be essential to the job. Discuss the duties with the employee assigned to the position. Both the employee and supervisor sign the document where indicated. The supervisor retains the original document and provides a copy to the employee.
	Location of Headquarters

IONE – AMADOR COUNTY

	
	Class Title of Position

OFFICE TECHNICIAN (TYPING)

	
	Position Number

541-029-1139-007

	
	Effective Date

03/02/2026

	Percentage of Time Required
	Effective on the date indicated, the employee assigned to the position identified above performs the following duties and responsibilities.

	30%

30%

25%

10%
5%


	Under the supervision of the Supervisor I, Administrative Support Services, the incumbent will perform the following duties:

*Provide personnel assistance by compiling, organizing, and filing sensitive personnel documents. *Assist with scheduling interviews, compiling, distributing, and receiving interview documents, and filing them in the corresponding recruitment file. *Assist in organizing various electronic personnel documents as needed. *Assist with the processing, tracking, and distribution of employee identification cards. *Maintain confidentiality. 
*Provide administrative support to various Divisions within the Training Program *Type reports, print, photocopy, file, draft and send letters, memorandums, and compose correspondence as requested. *Ensure all documents comply with CAL FIRE policy and/or procedures and ensure they are grammatically correct.  

*Serve as the Receptionist for the Ione Training Center. *Send the daily Staffing Report via email. *Ensure the Duty Chief phone line is routed to the Chief assigned for the day; call and update as needed. *Answer the main phone line, take and deliver messages, respond to questions of a general nature, and direct specific inquiries to the appropriate individuals. *Greet, direct, and assist guests and visitors as needed. *Update shared information boards on campus as requested. *Distribute incoming and outgoing mail. Operate and maintain postage meter *Assist with the monitoring and opening of the front gate. *Serve as the primary Cashier for the Training Program. *Receive, log, and distribute pay warrants for the Training Program per the direction of the Personnel Specialist.
*Provide purchasing support to various Divisions within the Training Program. *Utilize the Financial Information System of California (FI$CAL) to create purchase orders, receive, review, and process claims for payment, and ensure invoices comply with all State rules.
*Perform other job-related duties as assigned.
*Perform other job-related duties as assigned.

     
     
     


	
	*These are the essential functions for this position. Essential functions are those functions that the individual who holds the position must be able to perform unaided or with the assistance of a reasonable accommodation.

	Equal Employment Opportunity (EEO) Statement: All CAL FIRE employees are expected to conduct themselves in a professional manner that demonstrates respect for all employees and others they come in contact with during work hours, during work related activities, and anytime they represent the department. Additionally, all CAL FIRE employees are responsible for promoting a safe and secure work environment free from discrimination, harassment, inappropriate conduct, or retaliation. 

	Job qualifications and/or conditions of employment: Additional activities may include climbing stairs, standing long hours, as well as some bending, stooping or light lifting. Statewide travel may be required up to 5% and may include overnight stays. Proficiency in Microsoft Office, Excel and Outlook preferred.


	"We have discussed this document in its entirety and understand the duties of this position."
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	Date
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