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	DIVISION / UNIT
	CLASSIFICATION TITLE

	CENTRAL SERVICES – MAILROOM
	OFFICE TECHNICIAN, TYPING – MAILROOM LEGAL MAIL

	
	WORKING TITLE

	
	OFFICE TECHNICIAN, TYPING – MAILROOM LEGAL MAIL

	
	TIME BASE / TENURE
	CBID
	WWG
	COI
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	LOCATION
	INCUMBENT
	EFFECTIVE DATE

	LANCASTER, CA
	
	

	CDCR’S MISSION, VISION and COMMITMENT

	Mission
To facilitate the successful reintegration of the individuals in our care back to their communities equipped with the tools to be drug-free, healthy, and employable members of society by providing education, treatment, rehabilitative, and restorative justice programs, all in a safe and humane environment.

Vision
We enhance public safety and promote successful community reintegration through education, treatment, and active participation in rehabilitative and restorative justice programs.

Commitment
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

	In the performance of job objectives, the incumbent exercises excellent communication, writing, and grammar skills; follows oral and written directions; is responsive and courteous to the inquiries; demonstrates the ability to be organized; and is flexible and adapts to all situations.

	GENERAL STATEMENT

	Under the indirect supervision of the Custody Operations Captain, and direct supervision of the Office Services Supervisor I (OSSI), the incumbent shall be the primary designee to act behind the OSSI in his/her absence.  The incumbent shall be responsible for formulating correspondence with minimal oversight and review/direction for the Sergeant, Lieutenant, and Captain, as required.   The incumbent shall respond to grievances submitted to the Mailroom regarding any operational issues involving institutional mail. This is the advanced journey level which regularly performs a variety of the most difficult duties and is expected to consistently exercise a high degree of initiative, independence, and originality in performing assigned tasks. This position is regularly required to exercise initiative with minimal oversight in providing detailed and sensitive public contact and/or independent origination of correspondence involving the knowledge and application of regulations, policies, and procedures.  Good judgment and the ability to communicate effectively are of primary importance at this level. In addition, this position may have responsibility for functional guidance in training and assisting less experienced employees.

	% 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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	The incumbent shall independently log incoming and outgoing legal mail; formulate correspondence and reports with minimal review.   Maintain a tracking/filing system for legal, certified, disallowed mail, and correspondence approval forms.  Process all incoming and Re-route (GLS) mail. Use TRACS to verify trust account balances and SOMS for incarcerated persons locations. Separate and log, via computer, all Staff and incarcerated person’s legal mail. Process all mail and route to appropriate facilities.  Meter mail, process, and prepare outgoing mail.

The incumbent, in the absence of the OSSI, oversee the daily operations of the Mailroom and ensure a smooth and timely flow of mail through the Mailroom.  Monitor the amount of incoming and outgoing mail and redirect staff as needed.  Thoroughly review incoming magazines and mail recommendations for processing according to regulations and forwarding them to the appropriate Captain for further review as needed.  Maintain the log of approved and disapproved magazines. 

The incumbent shall attend staff and advisory council meetings as necessary.  Review and respond to incarcerated persons inquiries and CDCR 602, Incarcerated Appeals.  Answer CDCR 22, Request for Interview slips as assigned by a supervisor.  Answer specific complex information telephone calls regarding Mailroom operations. Sort incoming/outgoing staff and incarcerated people mail daily.  

Assist staff with open, search, bag and bundle mail. 

Perform administrative duties including, but not limited to: adhere to Department policies, rules and procedures; submit administrative requests including leave, travel, and training in a timely and appropriate manner; accurately report time and submit timesheets by the due date.

PHYSICAL REQUIREMENTS
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodation may be made to enable individuals with disabilities to perform the essential functions.

The following is a definition of the on-the-job time spent on physical activities:

Constantly:	Involves 2/3 or more of a workday
Frequently:	Involves 1/2 to 2/3 of workday
Occasionally:	Involves 1/3 or less of workday
N/A:		Activity or condition is not applicable

Sitting:  Constantly - when keyboarding, using the telephone, keeping logs and records, copying tapes, preparing mail and associated tasks at a desk.  There is flexibility for movement on a frequent basis to break sitting with standing and walking.
Walking:  Occasionally - within the Mail Room area to acquire labels, place mail in appropriate places, use machines, or confer with other staff.    
Standing:  Frequently – sorting incarcerated persons mail and institutional mail, briefly at photocopier, metering machine, or files.
Lifting: Frequently - individual mail bags, books, magazines or packages weighing up to 40 pounds.  Occasionally lifting stacks of newspapers. 
Carrying:  Occasionally - individual pieces of mail and magazines.  At times carrying up to 10 pounds of mail 15 feet within the Mail Room.
Bending/Stooping: Occasionally to access mail in boxes on the floor. 
Reaching in Front of Body:  Constantly - to keyboard, write in logs, affix labels, acquire forms, photocopy, meter mail, place mail in bags or slots, and answer the telephone.
Reaching Overhead:  Occasionally - to acquire magazines, books, and newspapers on upper shelves.
Climbing:  N/A
Balancing:  N/A
Push/Pulling:  Occasionally - to move bins of mail on the floor or a tabletop, position the computer keyboard, moving of bins, and storing mail with hand cart.
Kneeling/Crouching:  Occasionally - to get items on the floor.
Crawling:  N/A
Fine Finger Dexterity:  Occasionally - to intermittently write names, numbers, and dates on forms, entering items in logs and enter incarcerated people names on a computer.
Hand/Wrist Movement:  Constantly - to handle mail, move bins, operate machines, write, and keyboard.
Hearing/Speech:  Clear speaking and hearing required to answer telephone calls and communication with staff.
Sight:  Adequate vision is required to review correspondence, mail and keep records.

	SPECIAL PERSONAL CHARACTERISTICS

	· Influence, change, and strengthen the community.  Set an example each day through positive and pro-social role modeling, utilizing dynamic security concepts through observation and building rapport.
· Willingness to play a significant role in the collaborative efforts toward rehabilitation and public safety enhancement.
· Ability to facilitate conversations as a coach and mentor, engaging in a respectful and understanding manner.
· Ability to build trust, improve communication, and assist with the transformation of correctional culture.

	SPECIAL REQUIREMENTS

	· CDCR does not recognize hostages for bargaining purposes. CDCR has a "NO HOSTAGE" policy, and all incarcerated people, visitors, non-employees, and employees shall be made aware of this.

	[bookmark: _Hlk163127418]CONSEQUENCE OF ERROR

	· 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 timeline 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
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