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DUTY STATEMENT

Classification:		Support Services Assistant (General)
Job Title:			Support Services Assistant (General)
Name:			Vacant
Scheme/Class Code:	CM70/1432
Position Number:	813-001-1432-901
Reports to:		Staff Services Manager II – Executive Manager
FLSA Status:		WWG 2
Division:			Executive
Primary Assignment:	Responsible for providing reasonable accommodations to the special needs of the Director

Job Objectives:
Under the direction of the Executive Office Staff Services Manager II and guidance from designated employees, the Support Services Assistant (SSA-G) provides reasonable accommodation associated with work-related activities to support the special needs of the Director by performing the following job functions: travel, including driving, transporting, and accompanying employees to offsite meetings and functions; work-related attendant care including assistance with activities of daily living; clerical, administrative, and program job functions such as filing, labeling, photocopying, using the telephone, computer, and office machines in an effective and appropriate manner; and providing for a "comfortable" work setting (personal attendant care) and other job related support services related to the provision of reasonable accommodations.

Essential Job Functions:
Performs the following duties:  

50%	Perform work-related attendant care services for the Director, such as attending to special needs and providing for a comfortable work setting by providing reasonable accommodation to the physical limitations of the Director’s daily functions and lifting up to 100 pounds as needed.  

30%	Accompany the Director to conferences, trainings, appointments outside of the office, or other employment related functions, which may include driving the Director or traveling out of the area via air overnight for multiple days within California and the United States.

10%	Perform light clerical services such as filing, note taking, copying, collating, using the telephone in an effective and appropriate manner, and simple data entry tasks. Perform messenger services, such as delivery of light weight items, collection and distribution of notes, papers, files, and carrying materials and supplies.

Marginal Duties:

10%	Other duties related to attending to the support services needs of the Director.  

Hours: As an SSA-G, your work schedule is based upon the needs of the employee for whom you act as a reasonable accommodation. As an intermittent employee, you may also be asked to report for work when another SSA-G is absent. SSA-G positions are always part time with a maximum of 1,500 hours per calendar year allowed.

Support Services Assistants are expected to conduct themselves in a professional manner and practice established health and safety procedures for the safety of themselves and the employee.

A. Supervision Received
The SSA-G receives supervision from the SSM II.

B. Supervision Exercised
None.

C. Administrative Responsibility
Adheres to departmental and division policies and procedures.

D. Personal Contacts
The SSA-G has daily contact with all levels of management and staff at DOR. The incumbent may have contact with representatives from State agencies, the Federal government, private industry, and the general public.

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.  

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
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