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Department Statement:
California is one of the most biodiverse places on the planet. As such, the Department of Fish and Wildlife (CDFW) values diverse employees working together to protect nature for all Californians. CDFW is committed to fostering an inclusive work environment where all backgrounds, cultures, and personal experiences can thrive and connect others to our critical mission.

	INSTRUCTIONS: A duty statement and organizational chart must be submitted with each Request for Personnel Action, Form 242
	EFFECTIVE DATE



	
	

	DFW DIVISION/BRANCH/REGION/OFFICE
Northern Region
	POSITION NUMBER (Agency-Unit-Class-Serial)
565-131-5728-003

	UNIT NAME AND LOCATION
Administrative Services Program, Redding
	CLASS TITLE
Management Services Technician

	INCUMBENT  

	CURRENT POSITION NUMBER (Agency-Unit-Class-Serial)


	BRIEFLY DESCRIBE THE POSITION’S ORGANIZATION SETTING AND MAJOR FUNCTIONS
Under the supervision of Administrative Officer I in the Administrative Services Program, the incumbent is responsible for providing administrative support for the Timberland Conservation Program. General duties include reviewing Timber Conservation Program correspondence, business services support, accounts payable and coordinating Public Records Act requests.



	PERCENTAGE OF TIME PERFORMING DUTIES
	INDICATE THE DUTIES AND RESPONSIBILITIES ASSIGNED TO THE POSITION AND THE PERCENTAGE OF TIME SPENT ON EACH. GROUP RELATED TASKS UNDER THE SAME PERCENTAGE WITH THE HIGHEST PERCENTAGE FIRST. (USE THE REVERSE SIDE IF NECESSARY.)
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	ESSENTIAL FUNCTIONS:

Correspondence and Permitting Support
Reviews documents for the Timber Conservation Program for completeness, formatting, spelling and grammar and distributes as necessary. Prepares and distributes supporting documentation via email (format, type, proof, edit, finalize, copy and file), such as complete/incomplete letters, California Environmental Quality Act (CEQA) and California Endangered Species Act (CESA) review letters; lends assistance to various Environmental Scientists, Biologists and Enforcement staff in the research of files, documents and public contact information. Enters Lake and Streambed Alteration Agreements (LSA) and timber harvest project information into the program tracking database, Environmental Permit Information Management System (EPIMs); maintains and monitors the electronic files to ensure folders are complete and consistent. Prepare and submit final CEQA documents to the California State Clearinghouse. Ensure records are kept in accordance with the Department’s Records Retention schedule. May process correspondence for other programs as a backup or during periods of high-volume workload. May participate in Records Retention activities at multiple offices to identify records and prepare for records storage or destruction.  Attend regularly scheduled meetings with the Timberland Conservation Program to remain current on program activities.  May participate in Department-wide committees or meetings on activities related to the Timberland Conservation Program. 

Business Services and Accounts Payable
Act as the Procurement Coordinator for the Timberland Conservation Program. Apply sound judgement to procure goods and services in accordance with the State Contracts Manual (SCM), State Administrative Manual (SAM), the CDFW Procurement Manual, and regional procedures and directives. Maintain a working level knowledge of procurement laws, regulations and policy. Create requisitions and purchase orders by gathering and entering data into the State’s FI$CAL system. Update tracking logs in MS Teams. Identify capital and non-capital assets to be included in the Department’s inventory and assign property tags for tracking. Receive and review invoices submitted for payment by mail and email. Verify coding, obtain required approvals, and gather backup documentation required to process each invoice.  Create Vouchers in FI$CAL to submit invoices for payment. Work with staff in the Budget Branch, Accounting Services Branch and in Region to resolve any funding or payment issues. Research to resolve invoices submitted by vendors, including past due notices and statements. Close Purchase Orders to liquidate encumbrances. 
Review asset information from the asset database for the Timberland Conservation Program; update information no less frequently than quarterly to ensure the records are accurate and complete.  Prepare property transfer and survey reports as necessary. Participate in bi-annual physical property inventory assignments for the Timber Program at the headquarters and satellite facilities. Research to resolve issues. Assist with gathering and submitting monthly mileage logs and scheduling required vehicle maintenance. Drive vehicles to repair shops for scheduled maintenance or repair and maintain vehicle records. Maintain controls over vehicle keys for pooled vehicles and assign vehicles as needed. Respond to requests for information; track and meet established deadlines for business services functions. Coordinate vehicle pools to ensure compliance with vehicle utilization requirements. 

Regional Public Records Act (PRA) Coordinator  
Processes PRA requests through the online GovQA system according to established law, policy, and procedures. Requests additional time for processing requests as needed; attends GovQA and/or Regional PRA training. Ensures responses are completed and submitted by established deadlines.  Answer questions on PRAs or elevate to the Office of General Council’s PRA Coordinator.  Advise supervisor of any delay or issues related to PRAs. 

Public Counter Support
Receive, log and distribute incoming packages. Process outgoing mail including overnight mail and standard mail using the postage machine. Process daily electronic bank deposits. Act as a backup to respond to general inquires from the public in person, over the phone and by email.

NON-ESSENTIAL FUNCTIONS:

May provide support to other programs in purchasing and special requests for information in the administrative functions. Participate in meetings and trainings; plan and schedule meetings, increase and maintain expertise through coordination with CDFW staff. 

Interpersonal Skills  
Establish and maintain effective working relationships with staff and supervisors, make appropriate decisions, follow oral and written directions, and work independently to complete tasks. Communicate complex information to staff in a way that is understandable and demonstrate strong customer service skills.

WORKING CONDITIONS: 

This position is designated as office based and is not eligible for telework. The work takes place in an office setting under artificial light. The work involves prolonged periods of sitting or standing at a computer, standing and walking for brief periods of time.  Daily, frequent use of a keyboard, mouse, computer, scanners and phone.  There is at times the presence of weapons, carcasses, and undesirable smells in the office, particularly during hunting season. Occasional travel up to 2% annually to complete assignments, attend meetings or training classes. Travel requires the use of a State vehicle.

	SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.

	PRINT SUPERVISOR’S NAME


	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.
I HAVE READ AND UNDERSTAND THE DUTIES AND ESSENTIAL FUNCTIONS OF THE POSITION AND CAN PERFORM THESE DUTIES WITH OR WITHOUT REASONABLE ACCOMMODATION. 

	PRINT EMPLOYEE’S NAME


	EMPLOYEE’S SIGNATURE

	DATE





