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	POSITION NUMBER (Agency-Unit-Class-Serial)
	MCR / HCR

	CENTRAL CALIFORNIA WOMEN’S FACILITY
	381-261-1728-001
	

	DIVISION / UNIT
	CLASSIFICATION TITLE

	Division of Adult Institutions/Administration
	EXECUTIVE ASSISTANT

	
	WORKING TITLE

	
	EXECUTIVE ASSISTANT

	
	TIME BASE / TENURE
	CBID
	WWG
	COI

	
	
	R04
	2
	[bookmark: Check2]Yes |_|  No   |X|

	LOCATION
	INCUMBENT
	EFFECTIVE DATE

	Chowchilla, California
	
	

	CDCR’S MISSION and VISION

	Mission
We enhance public safety through safe and secure incarceration of offenders, effective parole supervision, and rehabilitative strategies to successfully reintegrate offenders into our communities.
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

	CDCR and CCHCS are committed to transforming the correctional landscape to create safer, more professional, and more fulfilling environments for our employees, the incarcerated population, and those supervised in our communities. Through systemwide improvements grounded in proven and emerging practices, we aim to strengthen rehabilitation, enhance workplace satisfaction, and support successful reentry into the community through our institutions, parole, and community partnerships. Our shared mission is to promote safety, wellness, and human dignity while fostering positive change for all those who live and work within our institutions and communities. 

CDCR and CCHCS are committed to building an inclusive respectful workplace. We are determined to attract and hire candidates from all communities and empower employees from a variety of backgrounds, perspectives, and personal experiences. We are proud to foster inclusion and drive collaborative efforts at all levels of the Department. 

	DIVISION OVERVIEW

	BRIEFLY DESCRIBE THE DIVISION/UNIT FUNCTIONS

	

	GENERAL STATEMENT

	BRIEFLY (1 OR 2 sentences) DESCRIBE THE POSITION’S ORGANIZATIONAL SETTING AND MAJOR FUNCTIONS

	Under the direction of the Warden, the Executive Assistant provides administrative support, staff assistance and secretarial support services on institutional and departmental matters regarding a variety of highly sensitive and complex issues.  The majority of duties are carried out independently, utilizing a high level of initiative and sound decision making skills.

	% 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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	Act as liaison between the Warden and the executive and institutional staff, the community and public officials regarding highly sensitive departmental issues, including adverse actions, labor relations, incidents and confidential administrative matters.  Provide independent analytical determination as to what requires direct and/or immediate attention from the Warden.  Respond to, screen and/or redirect correspondence and telephone calls from Headquarters, legislators, the public, departmental administrators, other institutions and community agencies relating to institutions’ operations.  Investigate and develop responses to inquiries and correspondences to the Warden for signature.  Compose letters on a wide variety of issues such as meeting notices, request for information from Division Heads and other institution staff, and procedural memorandums within the institution.  Independently develop responses to correspondence and/or telephonic inquiries relative to Administration, Business Services, and Custodial Operations on the Warden’s behalf.  Compile, collect, assemble, analyze and provide research on information, publications, procedures, and resource documents for use by the Warden at Executive Staff meetings, Citizens’ Advisory Committee meetings and employee orientations.  Gather and compile information for various reports (Weekly Reports, Monthly Reports, and Quarterly Reports) Disseminate information to the media in the absence of the Administrative Assistant.  Independently develop and maintain tracking logs on various issues. 

At the direction of the Warden, research, analyze and compile data and information, and report back verbally or in writing with findings and recommendations.  Take dictation and accurately transcribe correspondences and documents on a variety of highly sensitive and confidential issues.  Review documents and correspondence prepared by institution staff for completeness, format, accuracy, and composition.  Ensure that information requested from institutional staff is submitted in compliance with the request.  Maintain a computerized tracking system to ensure compliance with due dates and assignments designated by Warden for her staff.  Responsible for timekeeping for employees directly or indirectly supervised by Warden. Lead institutional/ executive event planning for Warden (Prepare certificates, itinerary brochures, securing donations, budgeting, decorating, set up and break down of events). 

Screen incoming correspondence.  Evaluate and assign work to appropriate personnel.  Receive and screen visitors and telephone calls for the Warden.  Reduce the Warden and Administrative Assistant’s workloads by addressing questions or concerns and personally handling whenever possible.  Brief the Warden regarding new information and developments or materials received, prioritizing based on current importance, relevance and timelines.

Responsible for overall office management procedures.  Delegate tasks and provide directions to Office Technician and Office Assistant.  Directly supervise Office Assistant and indirectly Office Technician.  Prepare quarterly training agenda on standardized institutional clerical procedures.  Develop materials and conduct related training for all clerical support staff (e.g., updating of Secretarial Manual, revision to format/procedures received from Headquarters).  Provide functional directions to all institutional staff on grammar, spelling, and writing format. 

In the absence of the Administrative Assistant to the Warden, review and research information and inquiries from Institutions Division and the local media and relay information and/or findings to the Warden.  Assist the Administrative Assistant by researching and compiling information for media and Headquarters replies as needed.  Research and respond to telephone and written inquiries from public agencies, Department of Corrections' officials and staff, general public and inmate families.

Compile a daily agenda for Warden’s use (gather pertinent information for meetings).  Maintain conference and executive conference room calendars.  Provide independent scheduling and confirmation of meetings, conferences, committees, and briefings for the Warden. Responsible for meeting yearly In-Service Training requirements and obtaining On-the-Job Training.  Perform all other duties as required and assist others as needed.

	
	

	SPECIAL REQUIREMENTS

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

	CONSEQUENCE OF ERROR

	· Example: 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

	
	
	



