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	POSITION DUTY STATEMENT
	

	
	
	X
	CURRENT

	
	

	CDCR INSTITUTION OR HEADQUARTERS PROGRAM
	POSITION NUMBER (Agency-Unit-Class-Serial)
	MCR / HCR

	Correctional Training Facility
	101-216-6474-xxx
	1/D

	DIVISION / UNIT
	CLASSIFICATION TITLE

	Business Services/ Plant Operations 
	Carpenter II, CF

	
	WORKING TITLE

	
	Carpenter II, CF

	
	TIME BASE / TENURE
	CBID
	WWG
	COI

	
	P/FT
	R12
	2
	[bookmark: Check1][bookmark: Check2]Yes |_|  No   |X|

	LOCATION
	INCUMBENT
	EFFECTIVE DATE

	Central Facility
	
	

	CDCR’S MISSION and VISION

	Mission
To facilitate the successful reintegration of the individuals in our care back to their communities equipped with the tools to be drug-free, healthy, and employable members of society by providing education, treatment, rehabilitative, and restorative justice programs, all in a safe and humane environment.
Vision
We enhance public safety and promote successful community reintegration through education, treatment, and active participation in rehabilitative and restorative justice programs.


	COMMITMENT TO DIVERSITY, EQUITY, AND INCLUSION

	The California Department of Corrections and Rehabilitation (CDCR) and California Correctional Health Care Services (CCHCS) are committed to building and fostering a diverse workplace. We believe cultural diversity, backgrounds, experiences, perspectives, and unique identities should be honored, valued, and supported. We believe all staff should be empowered. CDCR/CCHCS are proud to foster inclusion and representation at all levels of both Departments.

	DIVISION OVERVIEW

	You are a valued Member of the Department’s Team.  You are expected to work cooperatively with team members and others to enable the Department to provide the highest level of service possible.  Your creativity and ingenuity are encouraged.   Your efforts to Treat others fairly, honestly, and with respect are critical to the success of the Department’s Mission.

	GENERAL STATEMENT

	Under the direction of the Supervisor of Building Trades, the Carpenter II will be utilized to maintain and repair various buildings and structures as well as assist other trades with carpentry projects throughout the institution.

	% 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.
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Services and Functions:
Responsibilities include but are not limited to the following tasks: Plan, lay out, and perform  maintenance and work activities such as roof repairs, form setting, placing and finishing concrete, light construction, masonry projects, excavation, cabinet and office furniture installation and repair, perform preventive maintenance and repair of Institution buildings and structures, and minor road repairs.  Prepare job cost estimates and make rough sketches.  Lead the work of skilled and unskilled staff (i.e., Apprentices, Training & Development candidates, and Lateral Transfers) and inmates as assigned.  Respond to emergency calls to work (callbacks).  Perform other duties as required.


Report Writing:
Prepare incarcerated workers performance reports, rules violation reports, incarcerated workers corrective counseling/laudatory reports, incarcerated work supervisor’s time logs, work orders and job estimates, and other reports as necessary.  Maintain records as needed.




Materials and Supplies:
Order materials and supplies necessary for the maintenance and repair of the Institution and approved minor construction projects.  Prepare justifications for new tools and equipment.


Report Writing:
Prepare incarcerated work performance reports, rules violation reports, incarcerated corrective counseling/laudatory reports, incarcerated worker supervisor’s time logs, work orders and job estimates, and other reports as necessary.  Maintain records as needed.




15%	Safety:
Comply with all safety orders.  Conduct and participate in safety meetings with incarcerated workers and staff at least weekly or more often as necessary, perform safety inspections.  Comply with the Institution’s Injury and Illness Prevention and Hazard Communication Plans.

Institution Security:
Comply with all Institution security procedures including, but not limited to: maintaining order, prevent escapes, staff and incarcerated persons (IP) accountability, tool control, hazardous material handling and storage, locks, gates, doors, fencing, and proper key control.  Search for and control inmate contraband.  Respond to Institution’s Emergency Operation Exercise (EOX) as necessary.


INMATE SUPERVISORY RESPONSIBILITIES:  When IP labor is utilized, the Carpenter II is responsible for supervising IP conduct, maintaining timecards, completing performance evaluations, and taking appropriate corrective action when established procedures are not followed.

NON-ESSENTIAL DUTIES AND RESPONSIBILITIES INCLUDE, BUT ARE NOT LIMITED TO, THE FOLLOWING:
None noted.
QUALIFICATIONS:  To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed below are representative of the knowledge, skill and/or ability required.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. 

KNOWLEDGE AND ABILITIES:  Read and write English at a level required for successful job performance; read, interpret and work from a set of plans, drawings, and specifications; keep simple records and make reports.  Ability to calculate figures and amounts such as proportions, area, circumference and volume and to estimate the cost of carpentry work.  Ability to evaluate situations accurately and take appropriate corrective action.  Ability to follow oral and written instructions, as well as be able to read and interpret blueprints and technical drawings.  Must be able to instruct and lead unskilled assistants.

CERTIFICATES, LICENSES, REGISTRATIONS:  Valid California Driver’s License.

OTHER SKILLS AND ABILITIES:  Ability to recognize lumber grades and types.  Skill in both rough and finish carpentry and the use of hand and power carpentry tools.  The ability to perform activities with a schedule, maintain regular attendance and be punctual within specified tolerances; to complete a normal workday and/or week and perform at a consistent pace without unreasonable number and/or length of rest periods; to perform effectively when confronted with potential emergency, critical, unusual or dangerous situations.

OTHER QUALIFICATIONS:  Knowledge of principles, methods, materials, tools, and equipment used in carpentry; Safety Orders of the Division of Industrial Safety applicable to the carpentry trade.  The ability to recognize potential hazards and take appropriate precautions; to understand and to understand and remember detailed instructions; to respond appropriately to changes in the work setting.

SPECIAL PHYSICAL CHARACTERISTICS:  Persons appointed to positions in this class must be reasonably expected to have and maintain sufficient strength, agility, and endurance to perform during stressful (physical, mental, and emotional) situations encountered on the job without compromising their health and well-being or that of their fellow employees or that of inmates.  

Assignments during tour of duty may include sole responsibility for the supervision of inmates and/or the protection of personal and real property.

PHYSICAL DEMANDS:  The physical demands described here are representative of, but not limited to, those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.


The following is a definition of the on-the-job time spent in physical activities:
	Constantly:	Involves 2/3 or more of workday.
	Frequently:	1/3 to 2/3 of workday.
	Occasionally:	Involves 1/3 or less of workday.
	N/A:		Activity of condition is not applicable.

Standing & Walking:  Frequently - stands and walks while working on carpentry projects or supervising inmates, when going from Plant Operations to the work site, and from facility to facility throughout the day.

Sitting:  Occasionally - sits while completing required paperwork, working at the bottom of a utility chase/vault, or driving a pickup or dump truck.

Lifting:  Frequently - lifts throughout the day.  Handles a tool bag weighing 8-10 pounds.  The worker will also handle lumber and cement block, tile, linoleum, windows, and frames weighing from 5-90 pounds.  These are usually tipped onto a cart and may be pulled up 6 to 8 steps when working in areas where inmates are not allowed; otherwise, inmates can be utilized to assist with lifting and carrying when available.

Carrying:  Frequently - carries tools, materials, and equipment to perform repair jobs or projects, or inspections.  At times, heavier items such as planks, aluminum studs, or pumps may need to be moved from one location to another or up and down stairs.  Typically, inmates or additional staff are used to assist with these functions.

Bending/Stooping:  Occasionally – required to bend/stoop while working on projects involving picking up lumber, cement block, tile, linoleum, windows, frames, etc.

Reaching in Front of Body:  Frequently – reaches in front of body when driving or working on carpentry projects such as hammering, finish work, sheet rock, taping, etc.

Reaching Overhead:  Occasionally – reaches overhead when climbing up stationary ladders or working on construction projects such as installing ceiling tile, cabinets, window frames, bulletin boards, and tee-bar ceilings.

Climbing:  Occasionally - utilizes ladders to access the roof, work on doors, gates, and other equipment.  Each of the living units, administration, and support services buildings contain stairs which must be accessed to complete required tasks.

Balancing:  Occasionally – required when the worker is on stationary ladders, scaffolding or when pulling a dolly or cart upstairs.

Pushing/Pulling:  Occasionally – required when using hand tools, moving lumber in and out of vehicle; putting linoleum on floors; installing floor tiles, ceramic tile, quarry tile, cove base and trim; and while pouring and mixing concrete for slabs, culverts, curbs, asphalt and gravel.

Kneeling/Crawling:  Occasionally - kneels/crawls while installing linoleum floor tiles, ceramic tile, quarry tile, cove base and trim; while pouring and mixing concrete for slabs, culverts, curbs, asphalt and gravel.

Crouching:  Occasionally – while installing linoleum floor tiles, ceramic tile, quarry tile, cove base and trim; while pouring and mixing/finishing concrete for slabs, culverts, curbs, asphalt and gravel.




Fine Finger Dexterity:  Frequently - utilizes these skills while working on intricate mechanical/electrical devices and in the completion of paperwork associated with timekeeping duties. 

Gripping/Grasping with Hands:  Frequently – while installing linoleum floor tiles, ceramic tile, quarry tile, cove base and trim; while pouring and mixing concrete for slabs, culverts, curbs; holding hand tools and operating equipment; performing asphalt and gravel installations; and completing required paper work.

Hand/Wrist Movement:  Constantly – required to use their hands in many aspects of the job such as installing linoleum floor tiles, ceramic tile, quarry tile, cove base and trim; while pouring and mixing concrete for slabs, culverts, curbs, asphalt and gravel; utilizing a pick or shovel to dig out footings, or a jackhammer for the same purpose.

Driving:  Occasionally – to pick up or deliver materials or tools to projects.

Hearing/Speech/Sight:  Adequate vision is required to perform carpentry work, to supervise inmates, and to ensure institutional security.  Adequate speech and hearing are required to effectively communicate with co-workers and inmates.

WORK ENVIRONMENT:  The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

The following is a definition of the on-the-job time spent in exposure to the environmental conditions listed:
	Constantly:	Involves 2/3 or more of workday
	Frequently:	Involves 1/3 to 2/3 of workday
	Occasionally:	Involves 1/3 or less of workday
	N/A		Activity or condition is not applicable

Fumes or Airborne Particles:  Occasionally – will work near gasses or air from compressors or generators or particles of dirt and sawdust when working outside.

Temperature Extremes:  Depending upon the nature of the job being performed and the season, exposure to temperatures ranging between 32ºF and 120ºF may be experienced.

Working Surfaces:  Frequently – surfaces consist of blacktop, concrete, dirt, rock, tile, and rubber roofing.

Toxic or Caustic Chemicals:  Occasionally – works with hazardous materials.

Noise and Vibration:  Occasionally – works with vibrating drills, jackhammers, and roto-hammers to complete repairs.

Risk of Electrical Shock:  Occasionally – exposed to risk of electrical shock when around electrical equipment in mechanical rooms.

Works in High, Precarious Places:  Occasionally - some jobs tasks require working on roofs located 10 to 30 feet high.




MACHINES, TOOLS, EQUIPMENT, AND WORK-AIDS:  Ladders, scaffolding, boom truck, carts, hand tools, jackhammer, drills, dump truck, flashlights, roto-hammers, wrenches, screwdrivers, shovel, and concrete cutter.

COMMENTS:  Work hours are 0700-1500, Monday through Friday or alternative work week hours if requested and approved by management.  

While off duty, the Carpenter II is subject to be called in for emergencies.  The Carpenter II may be assigned a pager during work hours for purpose of immediate notification and response due to institutional needs.

The Carpenter II is expected to work independently and/or with other maintenance staff to accomplish both essential and non-essential job duties.  One or more inmate workers may be utilized in the performance of these duties; however, the employee must be able to meet the physical demands as described because inmate workers are not always available.  Due to security requirements, inmates are not permitted to work on the building rooftops, in any of the equipment rooms located within the Administrative Segregation Units or Control Rooms. Also, inmate workers are not available during periods of lockdown or times of institutional emergencies.

Information for this job description was obtained by reviewing the California State Personnel Board Specification for the position and through observation of duties as they are currently performed.


	
	

	SPECIAL REQUIREMENTS

	CDCR does not recognize hostages for bargaining purposes. CDCR has a "NO HOSTAGE" policy and all prison IPs, visitors, nonemployees and employees shall be made aware of this.


	CONSEQUENCE OF ERROR

	Consequences of error may result in loss of time and could cause significant delays in program production. Such delays can result in inefficient use or misdirection of department resources resulting in the inability to meet efficiency and time line goals, and varying degrees of negative financial impacts to the department.


	To be reviewed and signed by the supervisor and employee:
EMPLOYEE’S STATEMENT:  I HAVE DISCUSSED THE DUTIES AND RESPONSIBILITIES OF THE POSITION WITH MY SUPERVISOR AND RECEIVED A COPY OF THIS DUTY STATEMENT.

	EMPLOYEE’S NAME (Print)
	EMPLOYEE’S SIGNATURE
	DATE

	
	
	

	SUPERVISOR’S STATEMENT:
· I CERTIFY THIS DUTY STATEMENT REFLECTS CURRENT AND AN ACCURATE DESCRIPTION OF THE ESSENTIAL FUNCTIONS OF THIS POSITION
· I HAVE DISCUSSED THE DUTIES AND RESPONSIBILITIES OF THE POSITION WITH THE EMPLOYEE AND PROVIDED THE EMPLOYEE A COPY OF THIS DUTY STATEMENT.

	SUPERVISOR’S NAME (Print)
	SUPERVISOR’S SIGNATURE
	DATE

	
	
	



