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State of California DEPARTMENT OF WATER RESOURCES California Natural Resources Agency 
 

JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      
COLLECTIVE BARGAINING IDENTIFIER 

 
Management Related BU: 

        

 
Supervisory Related BU: 

        

 
Confidential Related BU: 

        

 
Rank and File BU: 

        

RESPONSIBILITIES EXERCISED  

  Supervisory  Lead Person 

IMMEDIATE SUPERVISOR (Print) 

      

SUPERVISOR'S CLASSIFICATION  

      
APPROVED BY (Personnel Analyst's Name)  

      

DATE 

      

Percent of 
Time Activity 

            

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE. 
SUPERVISOR’S NAME (Print) 

      

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. 
EMPLOYEE’S NAME (Print) 

      

EMPLOYEE’S SIGNATURE 

 

DATE 
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JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      

Percent of 
Time Activity 

            

 


	Activity
	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: R01
	responsibilites: Off
	IMMEDIATE SUPERVISOR: Veronica Lopez
	SUPERVISOR'S CLASS: Supervisor I
	personnel analyst: Jennifer Greathouse
	personnel date: 6-12-26
	PERCENT OF TIME: 














40%















	activity: POSITION SUMMARY:
Under supervision of the Supervisor I, the Management Services Technician (MST) shall use initiative and independence, work independently performing technical functions in Administrative Services of a confidential, and complex nature for the State Water Project (SWP) remote Southern Field Division (SFD). 

ESSENTIAL FUNCTIONS:
This position requires that the incumbent work cooperatively with others, maintain regular, consistent, predictable attendance, and exercise good judgment. Utilize a high degree of accuracy, adjusts priorities based on operational needs. Incumbent must have knowledge of SAP, the provisions and interpretation of Memorandum of Understandings (MOU), Administrative Procedures/Enterprise Process Guides, Department and other State laws, rules and regulations pertaining to business and travel expenses, etc. The specific essential duties are, but are not limited to, the following:

Responsible for securing all home-study and final exams for all apprentices assigned to the field division. Tracks all open book exams for completion within the five month - two week period.  Maintains apprentice master records and exam scores. Consults with supervisors and audits hours to ensure that the apprentices are meeting their target work hours and cumulative work process hours (describes a set of related tasks that have been grouped together under a common name (i.e., hand and power tools). Gathers and analyzes the six month final packages for completion and accuracy before submitting to the Joint Apprenticeship Committee (JAC) Secretary/Committee.  Should an apprentice fail an exam or receive an unsatisfactory Report of Performance (ROP) the incumbent is responsible to notify the supervisors and JAC staff of status, immediately. Responsible to draft additional ROP's when performance management or exam failures occur until the apprentice meets set standards. For apprentice advancements and salary range changes the incumbent gathers ROP's, audit for completeness, and formulates and compiles statistical information needed by the JAC. Works closely with the JAC secretary to track dates to determine if early graduation is a possibility. Attends JAC meetings and attends training to stay current on
	classification: Management Services Technician 
	appointee: Vacant
	dwr position number: 2610-5278-001
	sap personnel no: TBD
	sap position number: 50001593
	division: O&M/Southern Field Division/Administration
	mcr: 1
	percent2: 




30%











15%











10%












	activity2: CONTINUED:
apprentice needs. Maintains apprentice records including; homestudy and six-month exams, test scores, and master records with apprentice hours. Maintain apprentice library of homestudy books for apprentice advancement, formulate and compile statistical information needed by the JAC.  

Serves as the Lead Time Recorder evaluates monthly and biweekly time statements in SAP to  ensure labor hours are posted timely and accurately; analyze and investigate discrepancies related to posting of attendance types, labor hours, work schedules, payroll and/or leave balances and accruals; defines problem areas and consults and coordinates with Payroll and Benefits staff in headquarters to resolve these issues.  Coordinates overtime to CTO transfers, work schedule changes, and substitutions in SAP.  Responsible for verifying proper posting of labor hours, Inputs necessary corrections/adjustments in SAP time module (i.e SCIF related cases), and assist supervisors with proper posting of labor hours.   Must be knowledgeable with the complexity of overtime calculations, floating holidays, shift premium, and Operational Availability Compensated Time Off (CTO) as it relates to the six bargaining unit contracts to ensure employees are compensated accurately and timely in compliance with rules, regulations and MOU's. 

O&M Field Divisions has the delegation and authority to process travel expense claims, travel advances, employee reimbursable, and print checks on location. Maintains a complex revolving fund ledger through the utilization of SAP. Maintains the field division's delegation authority by rechecking supervisor's accuracy of travel expense claims. Verifies and audits the Travel Expense Claims (TEC) which consists of: crosschecking time worked, per-diem, lodging allowances, mileage rates, call-back, overtime meals, van pool reimbursements, excess lodging, training and education reimbursements, Class A Commercial Driver's Licenses, and medical examinations, pest control licensing, tool and uniform allowances, footwear allowances, and water treatment and crane certification fees in accordance with MOU's, Cal-HR, and Departmental policies. Must be updated and knowledgeable with the six different bargaining unit's MOU; including the highly complex MOU for the Craft and Maintenance (BU12).  

Research and gather documents required by State Compensation Insurance Fund when employees are injured on the job, no medical treatment required, industry or illness investigation form, or modified duty requests. Coordinates and confers injured worker status and related time recording requirements with the field division chief, supervisors, safety teams, and the Department's Employee Health Services in a 24 hour period. Maintains Cal/OSHA's form 300 and creates reports on accident or injury trends. Processes and/or audits documents required by DWR Mobile Equipment and the Department of General Services (DGS) for state vehicle automobile accidents incurred while on the job within 48 hours. Incumbent will be required to operate automotive vehicles on public roadways and travel to remote areas. 


	percent 3: 5%
	activity3: Maintains the assignment of fleet and radio call identification lists. Audits and inputs vehicle mileage records in SAP and internal database and prepares reports for monthly usage. Serves as vehicle coordinator for the Administration Branch. Maintains radio contact via Civil Maintenance base station with all Mobile Units and Security within Field Division.  This may require to drive a vehicle on public roadways.  May assist with preparation of Home Storage Permits, Vanpool Requests and renewals ensuring all requests meet DWR and DGS criteria. 

SPECIAL REQUIREMENTS:
Strength and ability to move up to 25 pounds. Must be able to sit at a desk, typewriter, and/or computer for extended periods of time; must be able to operate office machines, which includes typewriter, computer, calculator, FAX, and copy machine. Business English and correspondence knowledge required; must be able to communicate effectively with all levels of staff and outside agencies; and must analyze situations accurately and take effective action.  

Must possess a valid California Driver's License. May be required to operator automotive vehicles on public roadways and travel to remote areas within the field division or other offices within the SWP for training or meeting purposes. 

Overtime may be required, based on work needs. Will be required to drive to post office for delivery/pick-up of daily mail for the Castaic facility. May report to other work locations within the field division as work needs dictate. Will act as back-up for other support staff by need and work area as priorities arise.

Employee is required to successfully complete all safety training related to the functions of the job. This position is not eligible for telework. 

All employees are responsible for contributing to an inclusive, safe, and secure work environment that values diverse cultures, perspectives, and experiences, and is free from discrimination.

OTHER RESPONSIBLITIES:
This position provides necessary support to the Divisions of Flood Management, Safety of Dams, Operations and Maintenance, Engineering, and/or the Public Affairs Office during Governor declared emergencies, flood, dam, SWP, and other incidents and emergencies. Additionally this position may participate in emergency operations in the capacity of area teams, field inspection, coordination, and assist agencies such as the California California Office of Emergency Services and Federal Emergency Management Agency in disaster work, including performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and other emergencies. This position may also serve in one of the sections as established in the Incident Command System to assist the Department in performing its emergency preparedness, response, recovery, and mitigation functions. These functions are established in the California State Emergency Plan and the Department's Administrative Orders.
	supervisor name: Veronica Lopez
	employee name: Vacant


