STATE OF CALIFORNIA - STATE LANDS COMMISSION |:| CURRENT

POSITION DUTY STATEMENT [0 PROPOSED
SLC 316 (03/24)

In all job functions, employees are responsible for creating an inclusive, safe, and secure work environment
that values diverse cultures, perspectives and experiences, and is free from discrimination. Employees are
expected to provide all members of the public equitable services and treatment, collaborate with
underserved communities and tribal governments, and work toward improving outcomes for all Californians.
All forms must be approved by Human Resources before employee or supervisor sign.

EMPLOYEE NAME: SUPERVISOR NAME:
Ronald Maria

CLASSIFICATION TITLE: WORKING TITLE:

Office Technician (Typing) Office Technician

POSITION NUMBER:340-581-1139-001 DIVISION/UNIT:MEPD

CBID:R01 OFFICE LOCATION:Hercules

TENURE: OO Permanent O Limited Term TIMEBASE: O Full Time O Part Time O Intermittent

O TAU O Retired Annuitant O CEA

CONFLICT OF INTEREST FILER: DRIVING RECORD REQUIRED:

L] YES NO L] YES Ll NO

PROBATIONARY PERIOD: [0 APPOINTMENT DATE OR O REVISION DATE:

0 6 Months [ 12 Months [ N/A

HR ANALYST APPROVAL: OO YES HR ANALYST SIGNATURE: DATE:
05/05/2026

POSITION DESCRIPTION:

Under the general supervision of the Assistant Chief, Marine Environmental Protection Division (MEPD),
the Office Technician (Typing) (OT) is responsible for a wide variety of clerical and administrative
assignments in support of all sections and units of MEPD.

SUPERVISION EXERCISED (If applicable) AND SUPERVISION RECEIVED:

This position is supervised by the Assistant Chief, Marine Environmental Protection Division.
This position does not supervise any staff.
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ESSENTIAL JOB FUNCTIONS:

30%

Manage both electronic and physical records, ensuring accurate tracking, inventory control, file repair, and
creation of new folders in accordance with the retention schedule. Support program staff with uploading
program documents to the designated SharePoint site for staff access and workflow efficiency. Compile
and send program documents (paper or electronic) to Long Beach OT to file in the master files stored in
Long Beach. Receive, log, and file Marine Oil Terminal Engineering & Maintenance Standards (MOTEMS)
submittals and correspondence. Provide operational support to staff by completing document handling
tasks such as scanning, printing, and copying, and by assisting with special projects as assigned.

20%

Research, document, and complete purchase requisition forms in support of field office operations and
track the progress of requests through the department's purchasing process. Reconcile monthly CalCard
bank statements. Collect and review vehicle mileage logs and submit a monthly report to the Business
Services Unit (BSU). Collect and submit all gas receipts to BSU. Responsible for the general upkeep and
maintenance of office equipment including but not limited to: safety/office supplies, personal protective
equipment, emergency first aid, and Automated External Defibrillator (AED). Assist in requesting minor
building maintenance (replacement of light bulbs, etc.) using the Property Management's Angus online
software. Serve as a liaison to building management by participating in safety meetings, and
fire/evacuation drill planning. Coordinate major building maintenance (moving of furniture, arranging for
disposal of surplus equipment, etc.) with the Sacramento BSU. Assist in ordering supplies, maintaining,
and operating all office equipment; arrange for equipment service repair.

15%

Greet visitors or vendors and notify appropriate staff when they are on site for meetings, maintenance, or
deliveries. Greet callers and provide general information regarding the Commission or divisions, or transfer
to appropriate staff. Take clear and concise messages over the phone or in person either handwritten or on
the computer to ensure the information is accurately relayed to the intended recipient. Transfer calls
pertaining to complaints, Public Record Act requests, complex questions or confidential/sensitive matters
to the appropriate staff member/department. Receive, sort, and deliver incoming and outgoing mail.
Receive and distribute pay warrants delivered by mail courier. Communicate via email completion of the
transmittal to Sacramento accounting staff. Prepare and schedule shipping packages and labels for
pickups by mail and parcel service providers. Log all packages, certified letters, and deliveries with tracking
numbers to keep track of which items have been picked up or delivered. Work with Sacramento Office
Services Unit (OSU) to order GLS supplies (labels, replace torn bag, need spare key, missing lock, etc.)
Provide staff with tracking and reference numbers for packages or letters going out and send delivery
confirmation emails to recipients. Create mail mergers to send mass mailings and emails. Process
documents using Microsoft Office Suite including but not limited to: mailing labels, mail merge documents,
envelopes, custom tabs for project binders, and spreadsheets.

10%

Responsible for sending updated inspector schedule to HR when changes occur to ensure leave and work
hours are processed accurately and timely. Serve as onboarding liaison. Assist new employees in
completing personnel paperwork (health questionnaire, duty statement, 1-9 form, Oath of Allegiance, or
other required personnel forms) and transmit to Human Resources. forms to Benefits via (Confidential
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Scan and email copies of personnel forms to Benefits via (Confidential SLC View Only) option. Send hard
copies of original HR forms and supporting documents via GLS Overnight mail to Human Resources.
Maintain and update Onboarding HR checklists. Complete Information Services Division (ISD) New
Employee and Seperating Employee information form with manager's or supervisor's input and submit to
ISD via Helpdesk, if needed. Work with HR personnel on confidential personnel matters or projects.
Provide updates and follow-up for the master mailing and internal and external contacts lists. Photograph
employees using a high-resolution camera, send pictures and employee information to Office Services Unit
(OSU) to create ID cards. Issue new ID cards to employees, and contact OSU regarding lost or missing ID
cards. Laminate new employee ID cards, and scan a signed copy of ID to OSU.

10%
Assist in creating, maintaining, and updating administrative and program manuals and documents.

5%

Attend trainings, meetings, and one-on-one meetings. Book conference rooms upon request from division
management, outside agencies, or union meetings. Contact Labor Relations Officer if union requests to
meet with employees for presentations.

5%

Conduct Quality Control (QC) verification of data received from field safety inspectors. Conduct QC of the
Marine Oil Terminal's Vessel Transfer Notifications to ensure that the quantities of oil from the Marine Oil
Terminals are accurate, current, and entered correctly into the Oil Transfer Inspection and Monitoring
Database (OTIM) and work with the Marine Safety Inspectors, Marine Safety Specialist | or Marine Safety
Specialist Il to resolve any errors or omissions. Generate reports in OTIM as directed.

MARGINAL JOB FUNCTIONS:

5%
Work with OSU to update division floor plans. Coordinate vehicle repairs and maintenance with approved
shops.

WORKING CONDITIONS:

[O] Core business hours of 9:00am  to 3:00pm [O] Transport items weighing up to 25 pounds
Sit [d] bend [v] stoop [_] stand while working [O] Appropriate business attire required

[O] Daily use of standard office equipment [ ] Occasional overnight travel

[O] Temperature controlled office with artificial light [ ] Occasional mandatory overtime

Drive as an essential function of the position: L1 occasional [ frequent (1x or more per month on avg.)
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OTHER (list all other working conditions):

DESIRABLE QUALIFICATIONS:

Ability to execute assigned responsibilities Ability to interact in a courteous and professional manner

Ability to understand and follow directions Ability to work independently and as part of a team

OTHER (list all other desirable qualifications)

-Ability to communicate effectively both orally and in writing.

-Good organizational skills.

-Knowledge of Microsoft Office products including Word, Excel, Access, and PowerPoint.
-Dependability and excellent attendance record.

-Handle sensitive and confidential assignments with tact, diplomacy and discretion.
-Excellent telephone techniques and customer service skills.

Tasks identified in this duty statement reflect the anticipated general functions of the position and should
not be considered an all-inclusive list of responsibilities.

| have read and understand the duties listed above and can perform them with or without
reasonable accommodation. * (If you believe reasonable accommodation is necessary, please contact
EEO@slc.ca.gov immediately.) *A Reasonable Accommodation is any modification or adjustment made to
a job, work environment, or employment practice or process that enables an individual with a disability or
medical condition to perform the essential functions of their job or to enjoy an equal employment
opportunity.

Employee Signature Employee Printed Name Date

| certify that the above accurately represents the duties of the position:

Supervisor Signature Supervisor Printed Name Date
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	Position Type: Proposed
	EMPLOYEE NAME: 
	SUPERVISOR NAME: Ronald Maria
	CLASSIFICATION TITLE: Office Technician (Typing) 
	WORKING TITLE: Office Technician
	POSITION NUMBER: 340-581-1139-001
	DIVISION/UNIT: MEPD
	CBID: R01
	OFFICE LOCATION: Hercules
	Permanent: On
	Limited Term: Off
	TAU: Off
	Retired Annuitant: Off
	CEA: Off
	Full Time: On
	Part Time: Off
	Intermittent: Off
	CONFLICT OF INTEREST FILER: NO
	Yes: Off
	No: On
	6 Months: On
	12 Months: Off
	N/A: Off
	Appointment Date: On
	Revision Date: Off
	APPOINTMENT DATE OR REVISION DATE: 
	Yes HR: On
	HR ANALYST SIGNATURE DATE: 5/5/2026
	POSITION DESCRIPTION: Under the general supervision of the Assistant Chief, Marine Environmental Protection Division (MEPD), the Office Technician (Typing) (OT) is responsible for a wide variety of clerical and administrative assignments in support of all sections and units of MEPD. 
	SUPERVISION EXERCISED (If applicable) AND SUPERVISION RECEIVED: This position is supervised by the Assistant Chief, Marine Environmental Protection Division.

This position does not supervise any staff.


	ESSENTIAL JOB FUNCTIONS: 30% 

Manage both electronic and physical records, ensuring accurate tracking, inventory control, file repair, and creation of new folders in accordance with the retention schedule. Support program staff with uploading program documents to the designated SharePoint site for staff access and workflow efficiency. Compile and send program documents (paper or electronic) to Long Beach OT to file in the master files stored in Long Beach.  Receive, log, and file Marine Oil Terminal Engineering & Maintenance Standards (MOTEMS) submittals and correspondence. Provide operational support to staff by completing document handling tasks such as scanning, printing, and copying, and by assisting with special projects as assigned.



20% 

Research, document, and complete purchase requisition forms in support of field office operations and track the progress of requests through the department's purchasing process. Reconcile monthly CalCard bank statements. Collect and review vehicle mileage logs and submit a monthly report to the Business Services Unit (BSU). Collect and submit all gas receipts to BSU. Responsible for the general upkeep and maintenance of office equipment including but not limited to: safety/office supplies, personal protective equipment, emergency first aid, and Automated External Defibrillator (AED). Assist in requesting minor building maintenance (replacement of light bulbs, etc.) using the Property Management's Angus online software. Serve as a liaison to building management by participating in safety meetings, and fire/evacuation drill planning. Coordinate major building maintenance (moving of furniture, arranging for disposal of surplus equipment, etc.) with the Sacramento BSU. Assist in ordering supplies, maintaining, and operating all office equipment; arrange for equipment service repair. 



15% 

Greet visitors or vendors and notify appropriate staff when they are on site for meetings, maintenance, or deliveries. Greet callers and provide general information regarding the Commission or divisions, or transfer to appropriate staff. Take clear and concise messages over the phone or in person either handwritten or on the computer to ensure the information is accurately relayed to the intended recipient. Transfer calls pertaining to complaints, Public Record Act requests, complex questions or confidential/sensitive matters to the appropriate staff member/department. Receive, sort, and deliver incoming and outgoing mail. Receive and distribute pay warrants delivered by mail courier. Communicate via email completion of the transmittal to Sacramento accounting staff. Prepare and schedule shipping packages and labels for pickups by mail and parcel service providers. Log all packages, certified letters, and deliveries with tracking numbers to keep track of which items have been picked up or delivered. Work with Sacramento Office Services Unit (OSU) to order GLS supplies (labels, replace torn bag, need spare key, missing lock, etc.) Provide staff with tracking and reference numbers for packages or letters going out and send delivery confirmation emails to recipients. Create mail mergers to send mass mailings and emails. Process documents using Microsoft Office Suite including but not limited to: mailing labels, mail merge documents, envelopes, custom tabs for project binders, and spreadsheets.



10%

Responsible for sending updated inspector schedule to HR when changes occur to ensure leave and work hours are processed accurately and timely. Serve as onboarding liaison. Assist new employees in completing personnel paperwork (health questionnaire, duty statement, 1-9 form, Oath of Allegiance, or other required personnel forms) and transmit to Human Resources. forms to Benefits via (Confidential  SLC View Only) option. Send hard copies of original HR forms and supporting documents via GLS Overnight mail to Human Resources. Maintain and update Onboarding HR checklists.
	ESSENTIAL JOB FUNCTIONS Continued: Scan and email copies of personnel forms to Benefits via (Confidential  SLC View Only) option. Send hard copies of original HR forms and supporting documents via GLS Overnight mail to Human Resources. Maintain and update Onboarding HR checklists. Complete Information Services Division (ISD) New Employee and Seperating Employee information form with manager's or supervisor's input and submit to ISD via Helpdesk, if needed. Work with HR personnel on confidential personnel matters or projects. Provide updates and follow-up for the master mailing and internal and external contacts lists. Photograph employees using a high-resolution camera, send pictures and employee information to Office Services Unit (OSU) to create ID cards. Issue new ID cards to employees, and contact OSU regarding lost or missing ID cards. Laminate new employee ID cards, and scan a signed copy of ID to OSU.



10%

Assist in creating, maintaining, and updating administrative and program manuals and documents.



5%

Attend trainings, meetings, and one-on-one meetings. Book conference rooms upon request from division management, outside agencies, or union meetings. Contact Labor Relations Officer if union requests to meet with employees for presentations. 



5%

Conduct Quality Control (QC) verification of data received from field safety inspectors. Conduct QC of the Marine Oil Terminal's Vessel Transfer Notifications to ensure that the quantities of oil from the Marine Oil Terminals are accurate, current, and entered correctly into the Oil Transfer Inspection and Monitoring Database (OTIM) and work with the Marine Safety Inspectors, Marine Safety Specialist I or Marine Safety Specialist II to resolve any errors or omissions. Generate reports in OTIM as directed.


	MARGINAL JOB FUNCTIONS: 5% 

Work with OSU to update division floor plans. Coordinate vehicle repairs and maintenance with approved shops. 


	Core Business Hours: On
	Core hours of: 9:00am
	Core hours to: 3:00pm
	Transport items: On
	Item weight: 25
	Sit: On
	bend: On
	stoop: On
	stand: Off
	Appropriate business attire required: On
	Daily use of standard office equipment: On
	Occasional overnight travel: Off
	Temperature controlled office with artificial light: On
	Occasional mandatory overtime: Off
	occasional: Off
	frequent (1x or more per month on avg): Off
	OTHER (list all other working conditions): 
	OTHER (list all other desirable qualifications): -Ability to communicate effectively both orally and in writing.

-Good organizational skills.

-Knowledge of Microsoft Office products including Word, Excel, Access, and PowerPoint.

-Dependability and excellent attendance record.

-Handle sensitive and confidential assignments with tact, diplomacy and discretion.

-Excellent telephone techniques and customer service skills.
	Employee Printed Name: 
	Employee Signature Date: 
	Supervisor Printed Name: 
	Supervisor Signature Date: 


