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	RPA #
	C&P Analyst 
	Date


	Employee Name

	Division
Hospital Administration

	Position No / Agency-Unit-Class-Serial
480-548-1139-XXX
	Unit
Nutrition Services

	Class Title
Office Technician (Typing)
	Location
Department of State Hospitals - Napa

	Subject to Conflict of Interest
	CBID

R04
	Work Week Group:
1
	Pay Differential


	Other


	☐Yes     ☐No
	
	
	
	

	Briefly (1 or 2 sentences) describe the position’s organizational setting and major functions
Under the general supervision of the Director of Dietetics, Department of State Hospitals – Napa the Office Technician (Typing) (OT) is assigned as the Timekeeper for the Nutrition Services unit. The OT serves as the primary timekeeping liaison and will work closely with Personnel staff and managers/supervisors to provide current time and attendance data. The OT is required to independently analyze situation accurately and respond to inquiries, in a timely manner, regarding timekeeping.

	% 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; percentage must total 100%. (Use additional sheet if necessary).

	40%

	Incumbent is responsible for typing memoranda, correspondence, document updates, and data entry. This includes auditing monthly time-sheets (DSH 634) to ensure the correct leave codes are being utilized, updating Alternate Work Week schedules, collecting and reviewing overtime documents and correcting errors. Responsible for tracking attendance documents, and reconciling leave balances with Dietetics Director. Report dock to the director timely to ensure correct pay is issued. Update monthly tracking logs to keep records current. Maintain and update desk manuals. Collect monthly attendance forms and forward to the Director; report intermittent hours, dock and Attendance with Leave and confirm which employees are on leave of absence or have returned from a leave of absence; report additions and separation of employees; receive, scan and email employee monthly leave balances to managers. Distribute and track new appointment documentation. Maintain rosters related to administrative functions. Work closely with management when notified of employees exiting and assist as needed with exit process. Research and respond in a timely manner to inquiries from staff, supervisors, and management & HR regarding timekeeping issues. Stay up to date and trained on timekeeping processes. Serve as primary timekeeping liaison for Nutrition services. Maintains tracking system to ensure employees Performance evaluations and probations are completed and forward to HR in a timely manner. 



	30%

	Provides and maintains various record keeping and filing systems, such as timekeeping, classifying, sorting and filing of various documents, and necessary purging. Assist with hiring, not limited to scheduling, preparing documents, contacting candidates and assisting hiring managers. 
Maintains, updates and distributes reports and labels for the snack label/diet list program.
Assess departmental needs for new equipment, office supplies and coordination of ordering needs for production and presentation areas. 
Communicates with all levels within DSH-Napa including, but not limited to, department heads, program directors, supervisors, clinical and administrative staff. 


	15%

	Provides secretarial support services including:
· Typing assignments such as correspondence, reports, forms;
· Taking and preparing minutes of meetings;
· Duplicating, scanning & disseminating material using photocopying equipment;
· Arranging meetings, and scheduling appointments;
· Opening and distributing mail; and,
· Answering telephones.


	15%

	Other related duties as assigned.


	
Other
Information
	SUPERVISION RECEIVED
Under the administrative supervision of the Director of Dietetics (Director) and as needed the Dietetics Assistant Directors. 

SUPERVISION EXERCISED
None.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:  Modern office methods, supplies and equipment; business English and correspondence; and principles of effective training.

ABILITY TO:   Perform difficult clerical work, including ability to spell correctly; use good English; make arithmetical computations; operate various office machines; follow oral and written directions; evaluate situations accurately and take effective action; read and write English at a level required for successful job performance; make clear and comprehensive reports and keep difficult records; meet and deal tactfully with the public; apply specific laws, rules, and office policies and procedures; prepare correspondence independently utilizing a wide knowledge of vocabulary, grammar, and spelling; communicate effectively; and provide functional guidance.

REQUIRED COMPETENCIES:

INFECTION CONTROL – Apply knowledge of correct methods for controlling the spread of pathogens appropriate to job class and assignment.

SAFETY – Actively supports a safe and hazard free workplace through practice of personal safety and vigilance in the identification of safety or security hazards, including infection control. 

AGE SPECIFIC – Provides services commensurate with age of patients / clients being served.  Demonstrates knowledge of growth and development of the following age categories:
|X| Young Adult(18-29) |X| Early Adult(30-50) |X| Late Adult(51-79) |X| Geriatric(80+)

THERAPEUTIC STRATEGIES INTERVENTION (TSI) – Applies and demonstrates knowledge of correct methods in the Therapeutic Strategic Intervention (TSI).

CULTURAL AWARENESS - Demonstrates awareness to multicultural issues in the workplace, which enable the employee to work effectively.

SITE SPECIFIC COMPETENCIES –  None

TECHNICAL PROFICIENCY (SITE SPECIFIC) – Ability to type at 45 WPM. 

LICENSE OR CERTIFICATION  
None. 

TRAINING – Training Category = D 
The employee is required to keep current with the completion of all required training.

WORKING CONDITIONS

Employee is required to report to work on time and follow procedures for reporting absences; maintain a professional appearance; appropriately maintain cooperative, professional and effective interactions with employees, patients and the public; and, comply with hospital policies and procedures.  The incumbent routinely works with and is exposed to sensitive and confidential issues and/or materials and is expected to maintain confidentiality at all times.

The employee is required to work any shift and schedule in a variety of settings and security areas throughout the hospital and may be required to work overtime and float to other work locations as determined by the operational needs of the hospital. All employees are required to have an annual health review and repeat health reviews whenever necessary to ascertain that they are free from symptoms indicating the presence of infection and are able to safely perform their essential job functions.

The Department of State Hospitals provides support services to facilities operated within the Department. A required function of this position is to consistently provide exceptional customer service to internal and external customers.

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 Office of Human Rights).





											
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 Signature				Date



											
Reviewing Officer Signature			Date
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