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	CALIFORNIA DEPARTMENT OF CORRECTIONS AND REHABILITATION
	
	PROPOSED

	POSITION DUTY STATEMENT
	

	
	
	
	CURRENT

	
	

	CDCR INSTITUTION OR HEADQUARTERS PROGRAM
	POSITION NUMBER (Agency-Unit-Class-Serial)
	MCR / HCR

	Correctional Training Facility
	101-243-1139-800
	1/D

	DIVISION / UNIT
	CLASSIFICATION TITLE

	Warehouse/Procurement
	Office Technician (Typing)

	
	WORKING TITLE

	
	Office Technician (Typing)

	
	TIME BASE / TENURE
	CBID
	WWG
	COI

	
	P/FT
	R4
	2
	[bookmark: Check1][bookmark: Check2]Yes |_|  No   |X|

	LOCATION
	INCUMBENT
	EFFECTIVE DATE

	Procurement Warehouse
	
	

	CDCR’S MISSION and VISION

	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 TO DIVERSITY, EQUITY, AND INCLUSION

	The California Department of Corrections and Rehabilitation (CDCR) and California Correctional Health Care Services (CCHCS) are committed to building and fostering a diverse workplace. We believe cultural diversity, backgrounds, experiences, perspectives, and unique identities should be honored, valued, and supported. We believe all staff should be empowered. CDCR/CCHCS are proud to foster inclusion and representation at all levels of both Departments.

	DIVISION OVERVIEW

	BRIEFLY DESCRIBE THE DIVISION/UNIT FUNCTIONS

	This position this position is responsible for all documentation of purchase requisitions (PR), purchase orders (PO), invoices, purging purchase order files and maintaining an accurate purchase order file. 

	GENERAL STATEMENT

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

	Under the direct supervision of the Warehouse Manager ll, and indirect supervision of the Materials & Stores Supervisor II, this position is responsible for all documentation of purchase requisitions (PR), purchase orders (PO), invoices, purging purchase order files and maintaining an accurate purchase order file.

	% 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.

	


35%





30%




15%



10%





10%



         
        

	Sort and route incoming mail. Conduct daily mail pick up and drop off. Utilize SAP/BIS System to Goods Receive (GR) various purchased merchandise for Warehouse staff and other departments. Maintain warehouse filing systems to include organizing/sorting purchase orders to assist delivery quantities expected verse delivered. Track and log various tasks assigned to the Warehouse Manager II, such as grievances, housekeeping issuance, on hand quantities and receipts from trash hauls. Reconciliate Golden State Overnight shipments with invoice and presents finding to the Warehouse Manager II. Answers telephone, document messages and provide clerical support to Warehouse staff. 

Compiles and produces reports on warehouse operations as requested by the Warehouse Manager II and Materials & Stores Supervisor II. Responds to staff’s questions pertaining to warehouse procedures, to include housekeeping and stationary deliveries and ordering.  Direct visitors and staff to appropriate areas as they come into the office and ensure staff are signing in and out.

Type letters, memorandums, Now Hear This, forms and procedures as needed. Take meeting minutes and/or training as necessary. Will compile and distribute to all staff after approval by Warehouse Manager II.

This position may be redirected for coverage within support operations to provide sick or vacation relief when there is a vacancy, to allow for uninterrupted operations. Participate in the Inmate Grievance/Appeal process by providing responses at the Informal Level on the Form 22. May be required to be present during Incarcerated Person interview to document conversation with a supervisor or manager.

Attend a minimum of 40 hours of In-Service Training annually; participate in all training, both state mandated and at supervisors’ direction to include on-the-job and off-site; answer telephones; respond to emails. Other duties as assigned by supervisor/management.


Work hours are Monday through Friday 0730 hours through 1530 Hours. 
Regular Days Off (RDO): Saturday, Sunday and approved State observed holidays.

	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

	· 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

	
	
	



