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DUTY STATEMENT


Classification:		Support Services Assistant – General
Job Title:			Support Services Assistant – General
Name:			(First, Last)
Scheme/Class Code	CM70 1432
Position Number:	 813-440-1432-990
Reports to                    Supervisor I,Team Manager
FLSA Status:		 WWG 2
Division:		 Vocational Rehabilitation Employment  
				  Division/Specialized Services Division
Location			  Norwalk Office 440-07 unit A
Primary Assignment:	 Provide support to employee with reasonable             
				 Accommodation needs.


JOB OBJECTIVES:

Under the direct supervision of the Team Manager (Supervisor I), the Support Services Assistant (SSA) provides reasonable accommodation support to a Student Services Counselor who requires assistance with tasks involving fine‑motor coordination, extensive typing, physical fatigue during travel, and tasks requiring sustained concentration and organization. The SSA is responsible for providing clerical, mobility, transportation, and task‑execution assistance to enable the Counselor to perform essential job duties efficiently, safely, and in compliance with departmental standards.

ESSENTIAL JOB FUNCTIONS:

35% Clerical and Administrative Support

• Type documents, letters, case notes, emails, and reports as dictated or drafted by the Counselor.
• Assist with data entry, updating case files, scanning, copying, organizing electronic and paper records, and maintaining accurate documentation.
• Assist with scheduling, calendar maintenance, and managing correspondence.
• Take notes during meetings, interviews, or phone calls as needed.
• Support preparation of outreach materials, presentations, or forms.

25% Task Execution and On‑Site Assistance

• Assist the Counselor during field visits, school site visits, community outreach, and student appointments where physical fatigue, environmental navigation, or fast-paced settings create functional barriers.
• Provide support navigating crowded or complex environments, ensuring timely arrival to scheduled activities.
• Help carry materials, equipment, outreach items, and case documentation.
• Assist in setting up or organizing materials for workshops, group sessions, or presentations.

20% Transportation Assistance

• Drive/transport the Counselor to job-related meetings, community sites, school campuses, trainings, conferences, or client appointments when support is required for safe and timely travel.
• Assist with route planning, loading/unloading materials, and ensuring the Counselor is able to access locations comfortably and effectively.

10% Break Management and Workload Continuity

• Provide support in managing workflow during periods when the Counselor requires additional rest or breaks, helping maintain continuity of services and ensuring time‑sensitive tasks continue to move forward.
• Monitor deadlines and assist in tracking follow‑up items, pending tasks, and case progress during Counselor downtime.
• Offer organizational assistance to help reduce cognitive load and maintain an efficient work environment.

MARGINAL JOB FUNCTIONS:

10% General Support Duties

• Assist with special projects, data collection, and routine administrative tasks as assigned.
• Support preparation for team meetings, trainings, and outreach events.
• Perform messenger services including delivery and pickup of lightweight items, documents, files, or supplies.
• Provide additional reasonable accommodation tasks as needs evolve or are identified.
Hours:
Work hours are scheduled based on the needs of the Counselor receiving accommodation support. SSA positions are part-time with a maximum of 1500 hours per calendar year. The position may require flexibility to support travel, events, or schedule changes.
Travel:
Up to 10% travel may be required to accompany the Counselor to school campuses, outreach events, trainings, or community meetings.

Professional Expectations:

The SSA is expected to conduct themselves in a professional, respectful manner; follow all health and safety procedures; maintain confidentiality; provide excellent customer service; and communicate effectively with individuals of diverse backgrounds and experiences. The SSA must use good judgment, organizational skills, and problem‑solving skills, and must complete assignments timely and accurately.

Work Environment and Physical Requirements

The majority of the work will take place in one of the following locations with consumers, the public, colleagues, and other stakeholders: a DOR open office setting in a cubicle environment, offsite in the community, at events and various partner locations, and/or at an approved alternate work location. The incumbent must have the ability to work in an office setting for up to 40 hours per week and remain at a workstation for extended periods while utilizing a personal computer, peripherals, and other office equipment with or without accommodation. The incumbent will be working in an office setting with both natural and artificial lighting. Strong interpersonal skills are required to interact effectively with consumers, the public, colleagues, and other stakeholders. 

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

Rev: 03/26/2025		
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