



	
STATE OF CALIFORNIA
DEPARTMENT OF FORESTRY AND FIRE PROTECTION
POSITION ESSENTIAL FUNCTIONS DUTIES STATEMENT
PO-199 (06/16)
	Working Title of Position
Office Technician (Typing)

	
	Division and/or Subdivision
Butte Unit

	INSTRUCTIONS:  The Director is required by Government Code Section 19818.12 to report (or to record) “…material changes in the duties of any position in his or her jurisdiction”.  The Position Essential Functions Duties Statement is used for this purpose.  Enter identifying information and effective date at the right.  Enter brief description of each of the important duties and responsibilities of the position below.  Group related duties in numbered paragraphs and indicate the percentage of total time occupied.  Indicate the "essential functions" of the position by placing an asterisk (*) in front of those individual duties you determine to be essential to the job.  Discuss the duties with the employee assigned to the position.  Both the employee and supervisor sign the document where indicated.  The supervisor retains the original document and provides a copy to the employee.
	Location of Headquarters
Oroville

	
	Class Title of Position
Office Technician (Typing)

	
	Position Number
541-211-1139-001

	
	Effective Date


	Percentage of Time Required
	Effective on the date indicated, the employee assigned to the position identified above performs the following duties and responsibilities.

	






30%




30%








20%

	
The Office Technician (Typing) works under the general supervision of the Supervisor I – Human Resources (HR) Manager. Using initiative, independence and originality, this position performs a variety of tasks and has detailed sensitive contact with field personnel and public. Using knowledge of detailed regulations, policies and procedures, the Office Technician performs the following duties:

*Independently works with the public both on the telephone and in person.  Has a complete understanding of the department and all its resources.  *Directs public questions to the proper location and keeps up to date on where fires are for public information. Directs employee inquiries and relays messages. *Distributes employee checks. 

*Enters purchase data into the Financial Information System for California (FI$CAL). Analyzes and audits purchase orders prior to submission to Department Accounting Office (DAO). *Verifies purchases are made in accordance with the authorized dollar limits, purchasing authority guidelines, applicable policies and procedures, specific contract terms or agency guidelines and that all required supporting documentation has been provided. *Budgets checks and approves purchase orders. *Processes miscellaneous invoices for payment in FI$CAL, including utilities. Serves as a purchaser and Procurement Card (P-Card) holder. *Assists in the sale of Forest Practice guidebooks to the public. 

*Processes Time Sheet and Pay Voucher for Short Term Non-Civil Service (FC-42) documents and types payment checks for Emergency Fire Time workers. *Process requests for employee salary advances and miscellaneous payments. *Clears salary advances and processes checks for any remaining balance

	
	*These are the essential functions for this position.  Essential functions are those functions that the individual who holds the position must be able to perform unaided or with the assistance of a reasonable accommodation.

	Equal Employment Opportunity (EEO) Statement: All CAL FIRE 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 CAL FIRE employees are responsible for promoting a safe and secure work environment free from discrimination, harassment, inappropriate conduct, or retaliation.  

	Job qualifications and/or conditions of employment: 


	"We have discussed this document in its entirety and understand the duties of this position."

	Employee Signature
	
	Date
	
	Supervisor Signature
	
	Date

	Personnel use only
	[bookmark: Check1]|_|  Posted to Directory
	
	

	
	
	Initials and date
	

	
STATE OF CALIFORNIA
DEPARTMENT OF FORESTRY AND FIRE PROTECTION
POSITION ESSENTIAL FUNCTIONS DUTIES STATEMENT
PO-199 (06/16) - PAGE 2

	Working Title of Position
Office Technician (Typing)

	Percentage of Time Required
	Effective on the date indicated, the employee assigned to the position identified above performs the following duties and responsibilities.

	
10%





5%



5%

	
 *Audits and assists employees with California Automated Travel Expense Reimbursement System (CalATERS). Records monthly charges for meals per employee. Maintains fuel reports and emissions reports. Keys in volunteer rosters. Maintains supplies for the mail and photocopy rooms.


Enters shop Schedule C expenses into database. Completes employee hire documentation, files various personnel documents, vehicle home storage permits, and warrant releases for Unit. Compiles and distributes a monthly unit newsletter. 

*Sorts, date stamps and distributes incoming mail to staff and prepares outgoing mail.  Other duties as assigned. 


	
	*These are the essential functions for this position.  Essential functions are those functions that the individual who holds the position must be able to perform unaided or with the assistance of a reasonable accommodation.

	Equal Employment Opportunity (EEO) Statement: All CAL FIRE 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 CAL FIRE employees are responsible for promoting a safe and secure work environment free from discrimination, harassment, inappropriate conduct, or retaliation.  

	Job qualifications and/or conditions of employment: May be subject to working nights, weekends, or holidays.


	"We have discussed this document in its entirety and understand the duties of this position."

	Employee Signature
	
	Date
	
	Supervisor Signature
	
	Date

	Personnel use only
	|_|  Posted to Directory
	
	

	
	
	Initials and Date
	












