DEPARTMENT OF REAL ESTATE
EMPLOYEE DUTY STATEMENT
 RE 108 (Rev. 10/23)	
EMPLOYEE NAME

	CLASSIFICATION
Office Technician (Typing)
	DIVISION/SECTION/UNIT
Enforcement/Southern Region

	WORKING TITLE
Office Technician
	GEOGRAPHIC LOCATION
Los Angeles

	POSITION NUMBER
414-330-1139-001
	EFFECTIVE
	DATE

	POSITION TYPE
[image: ] Rank and File
	Supervisor/Manager
	Specialist
	TENURE
Permanent
	TIMEBASE
Full Time


GENERAL STATEMENT
Under general direction of the Supervising Special Investigator II, the Office Technician (Typing) is responsible for assisting Special Investigators with a variety of the most difficult clerical and technical support, which includes setting up case files and looking up both cases and licenses, utilizing the Department’s Enterprise Information System (EIS) for pre-complaint set-ups. The Incumbent will also be responsible to provide backup assistance at the front counter and access data information from EIS to assist the public with incoming complaints and consumer inquiries. The Incumbent reports directly to, and receives the majority of assignments from, the Supervising Special Investigator I; however, direction and assignments may also come from Supervising Special Investigator II.

REQUIREMENTS
[image: ] Bilingual	[image: ] Conflict of Interest (COI)	[image: ] Criminal Offender Record Information (CORI)
[image: ] License Required	[image: ] Travel Required	[image: ] Typing Certificate	[image: ] Work Week Group E/SE

COI – This position is subject to the provisions of 2 Cal. Code of Regs. §18730, which contains the Conflict of Interest Code for the Department of Real Estate.

CORI – Title 11, section 703(d) of the California Code of Regulations requires criminal record checks of all personnel who have access to Criminal Offender Record Information (CORI). Pursuant to this requirement, applicants for this position will be required to submit fingerprints to the Department of Justice and be cleared before hiring. In accordance with DRE’s CORI procedures, clearance shall be maintained while employed in a CORI-designated position.
	Percentage
	Description of Essential Functions

	35%








25%
	Use a network computer and various software applications including, but not limited to, Microsoft Outlook, Word, Access, and Excel to type and edit various letters, memorandums, reports, forms, and other work related documents on a wide range of subjects relative to activities of the Enforcement Section, either independently or as directed; prepare and send out assignment letters; prepare Formal Transaction cases exhibit tabs/dividers, ensuring each file is numbered and labeled; and prepare Broker Outreach packages for Special Investigators, ensuring all documents are current and included.
Provide assistance to the general public and other government agencies at the front counter, by telephone, email, or by mail in reference to obtaining and maintaining a Real Estate license; provide information about the DRE Sales, Broker and Corporation License requirements and procedures for taking the examination and other information regarding the licensing program; answer questions relating to the Continuing Education process and refer individuals to various sections of the DRE Law and Reference books; assist individuals with the various forms required by DRE; answer questions regarding
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5%
	complaint procedures and refer those with potential complainants to go through the Department’s complaint process and/or other industry or governmental agencies; and screen calls from the public lines and answer inquiries if possible, or transfer calls to the appropriate Special Investigator on duty or other DRE units for response. Utilize DRE computer and EIS systems to perform license checks for various lending institutions, Board of Realtors, the general public and licensees.

Prepare and send out assignment letters to complainants; receive and process complaints; assign Pre-Complaint numbers and prepare investigative case file set-ups; request requisite records for cases being worked on by Special Investigators; prepare correspondence, and other tasks needed for completion and submission of files; maintain investigator itinerary folder; and prepare files for Formal Transaction cases, including exhibit tabs and dividers.

Maintain digital copies of time sheets sent to Human Resources in Sacramento; maintain records of leave taken by employees for the Enforcement section; prepare Report of Absences Without Pay (Std. 603), to send to Human Resources, as reported by supervisor by Dock Cut-Off and immediately when dock is late; provide employees and their supervisor with any time sheets that need to be amended or corrected; and reconcile employee leave usage/verify leave balances, with the monthly LAB report sent from HR.

Prepare the postage meter for daily use; open, date stamp and distribute both interoffice and regular mail; affix postage, prepare certified mail and return receipts, and internal mail for interoffice delivery; and stuff envelopes and mail bags with requested correspondence, forms, files, or other items for office courier mail, US Postal mail or other mail couriers.

Accept license and exam applications, fees (checks), and other forms and documentation associated with obtaining and maintaining a license at the front counter. Log and maintain licensee’s personal information associated with front counter transactions, such as making payments or dropping off necessary documentation to obtain or renew their license or mortgage loan endorsement. Utilize the assigned money pouch to secure and transfer payments received at the Los Angeles front counter and sent in with the overnight delivery to the Sacramento Fiscal Section daily. Review case files periodically to identify files to send to Archives or files to be properly disposed of in accordance with the California Public Records Act and departmental record retention schedules.

Coordinate and schedule maintenance of the office business equipment; conduct inventory of office supplies to ensure adequate stock; prepare purchase orders to order office supplies and equipment; and prepare forms or correspondence to request office equipment repairs or service as necessary, while ensuring compliance with applicable departmental processes and procedures.



	Percentage
	Description of Marginal Functions

	5%
	Coordinate and maintain the scheduling of the Media Room for videoconferences and hearings; set up the Media Room for videoconferences and hearings. Perform other duties as related, including providing backup coverage for other support staff within the unit.


ADDITIONAL INFORMATION
RE 108
Page 2 of 3


First Initial. Last Name
Revised 07/2026

The Office Technician (Typing) works 40 hours per week in an office setting, with artificial light and temperature control. Daily access to and use of a personal computer and telephone are essential. The employee must be able to remain in a stationary position 50% of the time, and must occasionally move about inside the office to access files and documents from the filing cabinets and office machinery (i.e. printer, fax machine, copy machine).

This position may be eligible for telework. The amount of telework is at the discretion of the Department and based on current telework policy. While DRE supports telework, in-person attendance may be required based on operational needs. Employees are expected to be able to report to their worksite with minimal notification if an urgent need arises.

The Office Technician (Typing) must possess good communication skills, use good judgment in decision-making, exercise creativity and flexibility in problem identification, manage time and resources effectively, and be responsive to DRE management needs. Dependability, punctuality, and the ability to demonstrate a team oriented working capability are required in this position. This position also requires strong written and oral communication skills, the ability to evaluate, process and utilize computer skills, and the ability to deal effectively with people.

The Office Technician (Typing) routinely works with sensitive and confidential issues and/or materials and is expected to maintain the privacy and confidentiality of documents and topics pertaining to individuals or to sensitive program matters at all times.

As an Equal Opportunity Employer, all DRE employees are expected to conduct themselves in a professional manner that demonstrates respect for all employees and others they come in contact with during work hours, during work-related activities, and anytime they represent the Department. Additionally, all DRE employees are responsible for promoting a safe and secure work environment, free from discrimination, harassment, inappropriate conduct, or retaliation.
The statements contained in this job description reflect general details as necessary to describe the principal functions of this job. It should not be considered an all-inclusive listing of work requirements. The incumbent of this position may perform other duties (commensurate with this classification) as assigned, including work in other functional areas to cover during absences, to equalize peak work periods or to otherwise balance the workload. Duties of this position are subject to change and may be revised as needed or required.

I have read and understand the duties listed above and I can perform these duties with or without reasonable accommodation. (If you believe reasonable accommodation is necessary, discuss your concerns with the hiring supervisor. If unsure of a need for reasonable accommodation, inform the hiring supervisor, who will discuss your concerns with the Equal Employment Opportunity Office.)
	EMPLOYEE NAME

	CLASSIFICATION
Office Technician (Typing)

	EMPLOYEE SIGNATURE
	DATE


I have discussed the duties of this position with and have provided a copy of this duty statement to the employee named above.
	SUPERVISOR NAME

	CLASSIFICATION
Supervising Special Investigator II

	SUPERVISOR SIGNATURE
	DATE
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