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DUTY STATEMENT

Classification:		Support Services Assistant – General
Job Title:			Support Services Assistant – General
Name:			
Scheme/Class Code	CM70-1432
Position Number:	813-043-1432-xxx
Reports to			Supervisor II – Chief Policy & Performance Section
FLSA Status:		Non-Exempt
Division:			Vocational Rehabilitation Policy & Resources Division
Location			Policy & Performance Section
Primary Assignment:	Provide direct support services that enable an employee with a disability to perform the essential functions of their position and fully participate in Department of Rehabilitation operations. Assist with accessing printed and electronic information, preparing and organizing documents, coordinating accessible materials, and performing light clerical and messenger duties. Support the employee’s effective communication and access to training, meetings, and work products by reading and formatting materials, describing visual content, and ensuring accessibility of electronic documents. Perform transportation duties as needed to facilitate the employee’s attendance at work-related appointments, conferences, and trainings. Maintain professionalism, confidentiality, and adherence to reasonable accommodation guidelines while contributing to an inclusive, safe, and efficient work environment.


JOB OBJECTIVES:

Under the direct supervision of the Supervisor II, the Support Services Assistant – General (SSA-G) is responsible for performing the following job functions: reading print material and computer screen as necessary; helping format written and electronic information; light data entry as necessary; light filing and maintaining organized case files; driving/transporting the employee to appointments, and other tasks related to the provision of the reasonable accommodation.

This permanent, intermittent position is based in Sacramento.

ESSENTIAL JOB FUNCTIONS:

Performs the following duties:

40%	Reading printed or electronic material such as technical reports, reference manuals, correspondence, policies, data, charts, computer screens, among others, including documents that are not accessible. Read tracked changes and edits to complex written documents. Assist with using grammar and punctuation checkers to proof MS Word documents, MS Excel data spreadsheets, MS PowerPoint presentations and other written and electronic work products. Assist in making electronic documents accessible. Assist employee by providing writing support to include writing and typing information needed to complete timesheets, travel claims, applications, and data entry while maintaining confidentiality.
25%	Coordinating braille copies and materials to support the employee in conducting training and presentations. Using virtual platforms such as Zoom or MS teams and describing videos or images to ensure employee has full access to visual materials and real-time communication.  Performing light clerical services such as scheduling, filing, note taking, copying, and collating documents.
20%	Providing messenger services such as delivery of light weight items, collection and distribution of notes, papers, files, and carrying materials and supplies.
10%	Driving the employee to conferences, trainings, and other employment-related appointments outside of the office.

MARGINAL JOB FUNCTIONS:

5%	Assisting employee with travel requirements beyond the employee’s ability to travel independently and duties as they pertain to the guidelines of the reasonable accommodation. Escort and orient employee as a sighted guide, when appropriate.

Hours: 	As an SSA-G your work schedule is based upon the needs of the employee for whom you act as a reasonable accommodation.  As an intermittent employee you may also be asked to report for work when another SSA-G is absent. SSA-G positions are always part time with a maximum of 1500 hours per calendar year allowed.

Travel: 	Up to 5% travel may be required to attend forums, conferences or trainings or meetings.

All Times:	Support Services Assistants are expected to conduct themselves in a professional manner and practice established health and safety procedures for the safety of themselves and the employee. Communicate effectively in a professional, tactful, respectful manner with individuals from varied experiences, perspectives and backgrounds, by telephone, email and other technologies as well as in-person; provide excellent customer service to both internal and external customers; use initiative, problem solving skills, organizational skills, good judgment, and resourcefulness.  

Work Environment and Physical Requirements

The majority of the work will take place in one of the following locations with consumers, the public, colleagues, and other stakeholders: a DOR open office setting in a cubicle environment, offsite in the community, at events and various partner locations, and/or at an approved alternate work location. The incumbent must have the ability to work in an office setting for up to 40 hours per week and remain at a workstation for extended periods while utilizing a personal computer, peripherals, and other office equipment with or without accommodation. The incumbent will be working in an office setting with both natural and artificial lighting. Strong interpersonal skills are required to interact effectively with consumers, the public, colleagues, and other stakeholders.

Consequence of Error: 

This position has responsibility to help ensure that the principles and practices of the Division are carried out and implemented in accordance with the Department’s mission, policies, and procedures, as well as federal, state, and local laws. Lack of knowledge, inaccurate work, misunderstanding, poor judgement, or inadequate analyses could result in misleading information being provided to the Department, state and local agencies or create misleading perceptions.

Note: It is the policy of the Department of Rehabilitation to provide equal employment opportunity to qualified individuals with disabilities through compliance with FEHA and ADA (where it would result in broader protection of the civil rights of an applicant or employee with a disability).  

I have read, understand, and agree to perform the above listed duties and all duties typically performed by this classification. I certify that I possess essential personal qualifications including integrity, initiative, dependability, good judgment, and ability to work cooperatively with others and in a state of health consistent with the ability to perform the assigned duties as described above with or without reasonable accommodations.

________________________________		___________
(Employee’s Name)					Date



_______________________________		____________
(Supervisor’s Name and Title)			Date

Original:  Employee’s Official Personnel File
Copies:  Employee and Supervisor’s drop file
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