
SPECIAL REQUIREMENTS OF POSITION (CHECK ALL THAT APPLY):

� Designated under Conflict of Interest Code.

� Duties require participation in the DMV Pull Notice Program.

� Requires repetitive movement of heavy objects.

� Performs other duties requiring high physical demand.  (Explain below)

� None

� Other (Explain below)

STATE OF CALIFORNIA - HEALTH AND HUMAN SERVICES AGENCY CALIFORNIA DEPARTMENT OF SOCIAL SERVICES

State of California - Department of Social Services
DUTY STATEMENT
EMPLOYEE NAME:

CLASSIFICATION:

DIVISION/BRANCH/REGION:  (UNDERLINE ALL THAT APPLY) BUREAU/SECTION/UNIT:  (UNDERLINE ALL THAT APPLY)

SUPERVISOR’S NAME: SUPERVISOR’S CLASS:

POSITION NUMBER:

I certify that this duty statement  represents an accurate
description of the essential functions of this position.

I have read this duty statement and agree that it represents the
duties I am assigned.

SUPERVISOR’S SIGNATURE DATE EMPLOYEE’S SIGNATURE DATE

SUPERVISION EXERCISED (Check one):
� None � Supervisor � Lead Person � Team Leader
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FOR SUPERVISORY POSITIONS ONLY:  Indicate the number of positions by classification that this position DIRECTLY supervises.

Total number of positions for which this position is responsible:

FOR LEADPERSONS OR TEAM LEADERS ONLY:  Indicate the number of positions by classification that this position LEADS.

MISSION OF ORGANIZATIONAL UNIT:



CONCEPT OF POSITION:

A. RESPONSIBILITIES OF POSITION:
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B. SUPERVISION RECEIVED:

C. ADMINISTRATIVE RESPONSIBILITY:

D. PERSONAL CONTACTS:

E. ACTIONS AND CONSEQUENCES:

F. OTHER INFORMATION:
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	Text1PS373APG1: Vacant (Proposed)
	Text2PS373APG1: Office Technician
	Text3PS373APG1: 800-527-1139-009
	Text4PS373APG1: CFSD/Adoption Services Branch
	Text5PS373APG1: Chico Regional Office
	Text6PS373APG1: Craig Cassetta
	Text7PS373APG1: Adoptions Supervisor II
	box8PS373APG1: Off
	box9PS373APG1: Off
	box10PS373APG1: Off
	box11PS373APG1: Off
	box12PS373APG1: Off
	box13PS373APG1: Yes
	other14PS373APG1: Fingerprint Clearance Required
	date15PS373APG1: 
	date16PS373APG1: 
	box17PS373APG1: Yes
	box18PS373APG1: Off
	box19PS373APG1: Off
	box20PS373APG1: Off
	ssup21PS373APG1: 
	number22PS373APG1: 0
	lead23PS373APG1: N/A
	mission24PS373APG1: Ensure that every child grows up in a permanent family that will give them the best chance of becoming a happy, fulfilled, and productive adult. 
	concept25PS373APG2: Under the directions of the Adoptions Supervisor II, the OT (T) is responsible for all clerical functions in the office. The OT (T) may assist in training other staff.
	responsibilities26PS373APG2: 40% Provides clerical support to the office, receives and directs calls from the public, attorneys, adoptive parents,birth parents, and other collateral professionals regarding adoption processes. Independently prepare correspondence as a result of incoming questions from the public, attorneys, county officials, and other responses required, arrange conference calls, and coordinate adoptive parent training meetings.  Prepare documents for adoptive placements and finalizations.



20% Creates reports using commands to generate appropriate statistical data reports for managers and for use in meetings with other departmental staff”. Additionally, operation of MS Dynamics to generate data reports for program needs. Maintain and update statistical office caseload reports used by office manager to assess workload.



15% Process all personnel documents for staff, prepare travel claims using CalAters program, prepare and submit monthly attendance reports and resolve any discrepancies with Personnel.



10% Works with vendors to order and maintain office supplies/equipment. Maintains files and assists with establishing or revising office procedures and maintains written office procedures and distributes those procedures to staff.



5% Acts as liaison to report computer and printers problems to departmental technical staff.



5% Acts as resource person to staff relating to office policies and procedures. Directs staff to appropriate manuals, websites and/or documents for clarification.



5% Perform other related duties as related to the regional office.
	supervision27PS373APG3: The Office Technician(T) is directly supervised by the Adoptions Supervisor II.
	administrative28PS373APG3: None
	personal29PS373APG3: The Office Technician(T) will have daily contact with all levels of District Office staff. This individual will have contact with prospective adoptive parents, birth parents, and attorneys as well as the general public in the role of telephone and office contacts.
	actions30PS373APG3: Failure to adequately perform the assigned task could result in inappropriate written and verbal contacts to the public and information being released to unauthorized persons in violation of statutes and regulations.
	other31PS373APG3: The Office Technician(T) must have good interpersonal skills, be able to effectively work and deal with a variety of people. The OT at times may be responsible for preparing information for adoption meetings held periodically for the public. Fingerprint clearance required.


