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DUTY STATEMENT

Classification:		Supervising Program Technician II-Limited Term 
Job Title:			Supervising Program Technician II
Name:			(First, Last)
Scheme/Class Code	 CZ85, 9925
Position Number:	813-440-9925-002
Reports to			Supervisor I , DOS Team Manager,
FLSA Status:		WWG 2
Division:			 Vocational Rehabilitation Employment Division
Location			Greater Los Angeles District Office
Primary Assignment: Provide direct supervision to District Operations Support
clerical and technical staff.



JOB OBJECTIVES:
 Under the general direction of the DOS Team Manager, Supervisor I, the Supervising Program Technician II (SPTII) supervises the work of technical and clerical staff and performs the most difficult and sensitive technical and clerical work of a District Operations Support (DOS) unit to support the delivery of Vocational Rehabilitation (VR) services to consumers for the district.  The SPTII is responsible for understanding and applying Department of Rehabilitation (DOR) policies and developing procedures to ensure compliance with the following:  accounting, personnel, business services, authorization of consumer of goods, and other statistical reporting.  The SPT II communicates with vendors in the community to facilitate authorizing and invoicing procedures for procurement of goods, monitors consumer and administrative purchases, and serves as the Approving Official for Cal Card purchases.

The Greater Los Angeles District is responsible for service delivery of Federal Title I Vocational Rehabilitation Services Program. These services assist eligible individuals in achieving their employment goals by providing training, assistive technology, supported employment and job placement support.


ESSENTIAL JOB FUNCTIONS:

 The incumbent performs the following duties:

40%	Direct supervision of assigned staff:  plans, organizes, evaluates, and monitors the work performed by clerical staff.  Recruits, selects, hires, develops, evaluates the performance of, and retains assigned staff consistent with the department’s Equal Employment Opportunity Program objectives.  Provides and/or arranges development of staff and the implementation of training programs, using appropriate internal and external training resources.  Maintains current emergency and safety procedures and information for clerical employees, and ensures that Departmental health, safety and emergency policies and procedures are appropriately followed by assigned staff.   

Coaches, mentors and develops staff, and provides training and leadership to ensure effective performance of the administrative support functions for the district. 

Monitors the usage of the Department’s computerized systems for clerical support staff, to ensure that policies and procedures are followed.

25%	Assesses the workload and performance of assigned staff to ensure consistency, appropriate quality and quantity of work product, in compliance with State and Federal laws, regulations, and policies, and achievement of Departmental goals and objectives.

20%	Coordinates and ensures the timely resolution of problems with vendors at the lowest possible level, and directly handles the most sensitive complaints and disputes with vendors, as needed.  Oversees the district’s authorization and invoicing processes.  Specifically ensures the timely processing, auditing, handling, and payment of vendor invoices.  Monitors consumer and administrative purchases for compliance with State and Federal regulations, and serves as the Approving Official for Cal Card.  Directly handles the most difficult medical procurements.  Ensures the adequate training of staff in technical area related to purchasing and the payment of vendor invoices.  Attends required procurement training sponsored by Department of General Services (DGS) and DOR.

10%	Facilitates daily communication with technical, clerical and accounting staff. Conducts regular staff meetings to provide information, resolve problems and discuss new procedures.  Coordinates and ensures the timely resolution of staff conflicts and sensitive or difficult personnel related problems between district supervisors and employees, by consulting with the DOR Personnel Office through the Personnel Liaison, or if necessary by direct involvement.

Participates in District Management Meetings (MTM), and/or Regional/Statewide support staff supervisory meetings; designated work groups, pilot programs, special projects, exam panels, etc.



MARGINAL JOB FUNCTIONS:

 
5%	Performs other related duties as required.  

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

All Times:	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; ensure the timely completion of assignments; attempt to resolve individual concern at the lowest possible level; offer other dispute resolution options, and elevate to next level if needed; 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. 

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

Rev: 03/26/2025		
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