
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

PS 373A (9/13) USE FOR INTERCHANGEABLE POSITIONS Page 1 of 3

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 (Current/Proposed)
	Text2PS373APG1: Office Technician (Typing)
	Text3PS373APG1: 521-1139-955
	Text4PS373APG1: CFSD/Adoption Services Branch
	Text5PS373APG1: Post Permanency Services Unit
	Text6PS373APG1: Kaytie Speziale
	Text7PS373APG1: Supervisor I
	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: 
	lead23PS373APG1: 
	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 direction of the Supervisor I, the Office Technician (OT) provides clerical and administrative support to the Adoption Services Branch. This position requires a high level of clerical proficiency, initiative, independent judgment, and the ability to perform complex tasks with accuracy and consistency. The OT serves as an Accessibility Representative and is responsible for ensuring documents are formatted according to Americans with Disabilities Act (ADA) standards, in addition to supporting staff, management, and branch operations.


	responsibilities26PS373APG2: 40% Correspondence Management and Document Preparation
Assists with maintaining county, state partner, and stakeholder contact lists used for technical assistance coordination. Screens, prioritizes, and routes incoming public correspondence related to adoption and post-permanency inquiries. Coordinates with internal and external partners to schedule meetings and obtain required documentation, releases, and background information. Composes correspondence and meeting notices using approved software such as Microsoft Word and Monday.com. Proofreads and formats letters and memorandums in compliance with departmental policies, the CDSS Correspondence Manual, and ADA standards. Serves as an Accessibility Representative by converting documents into accessible formats. Reviews and finalizes outgoing correspondence prepared by staff; ensures accuracy, consistency, and adherence to policy; returns documents for revision as needed. Maintains chronological files of incoming and outgoing correspondence and distributes outgoing correspondence.

30% Technical Assistance and Data/Case Support
Assists with new adoption petitions and submits items for management screening and assignment. Assists with tracking technical assistance referrals, consultations, and case activity to ensure timely follow-up and completion of action items. Monitors Monday.com for referrals, case activity, outstanding items and coordinates with the System of Care Branch when needed. Ensures confidential correspondence, releases, and referrals are received, saved, and assigned appropriately. Provides logistical support for technical assistance calls, trainings, presentations, and collaborative meetings, including attendance tracking and meeting note preparation. Formats and edits manuals, reports, presentations, brochures, flyers, charts, tables, and PowerPoint materials. Assists with creating statistical reports using database SQL commands. Completes data entry and maintains statistical caseload reports to assess adoption and technical assistance trends. Assists with preparing adoption forms, reports, legal agreements, and with creation and maintenance of adoption case files according to protocol.

15 % Problem-Solving Adoption Records
Resolves problems related to adoptions records, requests changes to forms with typos, locates mis- files, makes changes to incorrect case information, serves as the unit liaison with county clerks, county offices and other state agencies. Speaks directly to clerks in county/state offices to regarding various questions related to adoption case files.

10% Clerical Operations and Meeting Coordination
Performs complex clerical duties including answering telephones, taking messages, directing calls, responding to  email inquiries, faxing, scanning, photocopying, word processing, and routing mail. Provides direction to regional clerical staff as needed. Coordinates with internal and external partners to schedule meetings and obtain required documentation, releases, and background information. Prepares agendas, reserves meeting rooms, schedules virtual and in-person meetings, and takes detailed meeting notes. Tracks outstanding requests, follow-up items, and deliverables related to technical assistance cases and notifies assigned staff of pending items as needed. Ensures availability of materials, equipment, and supplies for meetings. Arranges and books travel; completes required documentation and processes travel reimbursements.

5% Additional Clerical Support
Performs other related activities to accomplish the administrative functions of the Branch, as assigned, including being responsible for lifting and carrying boxes weighing up to 25 pounds to assist with the transfer of records to the State Records Center for permanent storage.


	supervision27PS373APG3: The OT (T) is directly supervised by the Supervisor I.
	administrative28PS373APG3: None
	personal29PS373APG3: The OT (T) has daily contact with other departmental and state staff, service providers as well as the general public.


	actions30PS373APG3: Failure to use good judgment in handling sensitive and confidential material could result in information being released to unauthorized persons.


	other31PS373APG3: The OT (T) must have good communication skills,and be able to work well under pressure, and provide coverage for the Children and Family Services Division Executive Assistant desk when needed. Position is subject to Fingerprint clearance.


