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DUTY STATEMENT

1. Institution/Division/Office:

Central California Women's Facility (CCWF)/Operations/CALCTRA

2. Enterprise/Unit:
Optical Annex

3. Classification Title:
Program Technician
4. Working Title:
Program Technician

5. Position Number (Agency-Unit-Class-Serial): | 6. CBID: 7. WWG: 8. Working County:
383-412-9927-005 R04 2 (Non-Exempt) |Madera County
9. Tenure: 10. Time Base:

Limited Term Full-Time

11. License Requirement: 12. Endorsement Requirement:

Class C N/A

13. Retirement Category: 14. Work Schedule:

Industrial Monday - Friday, 7AM to 3PM

15. Incumbent Name (If known): 15a. Effective Date:

Vacant (LT)

16. Briefly (1 or 2 sentences) describe the position’s organization setting and major functions:

Under the close supervision of the Supervising Program Technician Il (Optical Annex), the
incumbent is responsible for using specific Medi-Cal Optical programs criteria in the receiving,
screening, data entry, shipping, customer service, and transportation processes of performing
Medi-Cal orders for prescription eyewear.

17. Percentage (%) of | 18. Indicate the duties and responsibilities assigned to the position and the percentage (%) of time spent for
time performing each. Group-related tasks under the same percentage (%) with the highest percentage (%) listed first.
duties:

ESSENTIAL FUNCTIONS

Uses specific Medi-Cal/Optical program criteria to receive new prescription
eyewear orders, screens electronic and hardcopy Rx’s for completeness and
40% personal patient information. Separates high-end eyewear frames for special
handling in the lab. Separates canceled orders, lab redo, previously
billed/canceled and Rx’s requiring telephone calls by customer service. Bags
all screened Rx’s in preparation for transport to Valley State Prison (VSP) and
Central California Women's Facility (CCWF) Optical Lab.

(Essential Functions Continued on Page 2)
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17. Percentage (%) of
time performing
duties:

25%

20%

5%

5%

18. Indicate the duties and responsibilities assigned to the position and the percentage (%) of time spent for
each. Group-related tasks under the same percentage (%) with the highest percentage (%) listed first.

Prepares and stages Rx’s ready for shipping, prepares packing slips and
courier labels. Checks shipping manifests with staged Rx’s ready for shipping,
seals complex Rx’s, and places completed Rx’s in bags for courier pickup.

Uses specific Medi-Cal/Optical program criteria to answer toll free telephone
lines and responds to requests for information from CALCTRA customers,
vendors, and other CALCTRA Optical Labs. Initiates contact with CALCTRA
customers and other CALCTRA labs to clarify information and amend Rx’s.
Processes lab-redo’s and canceled Rx’s. Prepares lab-redo’s, cancel sheets,
and miscellaneous items for delivery into the customer service office in the
Optical Lab at VSP.

Drives CALCTRA van to pick up completed shipments from the Optical Lab at
VSP and delivers screened Rx’s. Picks up mail from CALCTRA Annex. Scans
patient information into Symed tracer database.

Cross trains at Optical Lab when assigned and cross trains as backup for the
Program Technician Il for shipping preparation and final box count.

(Marginal Functions on Page 3)
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DUTY STATEMENT

17. Percentage (%) of | 18. Indicate the duties and responsibilities assigned to the position and the percentage (%) of time spent for

time performing each. Group-related tasks under the same percentage (%) with the highest percentage (%) listed first.
duties:
5% Completes required IST/OJT classes. Performs other duties as assigned.

Must complete all mandated and job-related training.

(Expectations & Requirements on Page 4)
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ADDITIONAL EXPECTATIONS

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 incarcerated individuals.

DUTY STATEMENT

This position requires to have and maintain a valid California Class C Driver's license.

SPECIAL REQUIREMENTS

The California Correctional Training and Rehabilitation Authority (CALCTRA) operates within
California Department of Corrections and Rehabilitation (CDCR) facilities. CDCR does not
recognize hostages for bargaining purposes. CDCR has a "NO HOSTAGE" policy, and all incarcerated
individuals, visitors, non-employees, and employees shall be made aware of this.

19. Supervisor Statement: “/ have discussed the duties of the position with the employee”.

20. Date Supervisor Provided Employee with a Copy of this Duty Statement:

PRINT EMPLOYEE NAME: EMPLOYEE SIGNATURE: DATE:
Vacant (LT)
PRINT MANAGER/SUPERVISOR NAME: MANAGER/SUPERVISOR SIGNATURE: DATE:
Christina Davis
HR APPROVAL.:
NO 7/8/2026
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