DUTY STATEMENT

G\ LCTRA

Career Training | Quality Products | Changed Lives

1. Institution/Division/Office:

OTD-North/Operations Division

2. Enterprise/Unit:

On-Time Delivery - North

3. Classification Title:

Office Technician (Typing)

4. Working Title:

Office Technician (Typing)

5. Position Number (Agency-Unit-Class-Serial): | 6. CBID: 7. WWG: 8. Working County:

Vacant (LT)

063-102-1139-001 R04 2 (Non-Exempt) |Sacramento County
9. Tenure: 10. Time Base:

Limited Term Full-Time

11. License Requirement: 12. Endorsement Requirement:

N/A - Not Applicable N/A

13. Retirement Category: 14. Work Schedule:

Industrial Monday - Friday, 6:00AM - 2:00PM

15. Incumbent Name (If known): 15a. Effective Date:

16. Briefly (1 or 2 sentences) describe the position’s organization setting and major functions:

Under the general direction of the Industrial Warehouse and Distribution Manager Il, P.1., the
incumbent in this position regularly performs various office duties for the On-Time Delivery
Unit-North. Types, files, and is responsible for records management for the Warehouse,
Distribution Center, and vehicle maintenance operations.

17. Percentage (%) of
time performing
duties:

30%

18. Indicate the duties and responsibilities assigned to the position and the percentage (%) of time spent for
each. Group-related tasks under the same percentage (%) with the highest percentage (%) listed first.

ESSENTIAL FUNCTIONS

Types, files and is responsible for records management for the warehouse,
distribution center and vehicle maintenance operations which includes review,
prepare, record and a variety of daily and monthly reports, prepare documents
and transactions involving the following forms; common carrier invoices,
freight bills, purchase orders, maintains purchase order log books. Service
and expense and inter-institutional transfers and any other forms that may be
required. Performs CALCTRA database transactions; enters shipping notes
on customer sales orders; communicates and follows through with inquiries
involving vendors, customers, central office, factory and field personnel
regarding shipping or other transportation issues; resolves problems in billing
and payment packages; compiles and prepares data for budget purposes and
participate in it's development.

(Essential Functions Continued on Page 2)
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17. Percentage (%) of
time performing
duties:

30%

15%

10%

5%

5%

18. Indicate the duties and responsibilities assigned to the position and the percentage (%) of time spent for
each. Group-related tasks under the same percentage (%) with the highest percentage (%) listed first.

Processes, verifies and reconciles invoices involving payment packages for
transportation services to factories and customers; performs, communicates
and follows through with inquires involving vendors, customers; supervises
and directs the training and supervision of two or more incarcerated
individuals in the warehouse, distribution center and vehicle maintenance;
prepares and types all records such as CDC 101's and other reports dealing
with incarcerated individual's behavior. Tracks, processes, and maintains all
incarcerated individual's Industry Employee Program (IEP) forms, exams, and
is the liaison between Central Office and On-Time Delivery Unit.

Perform a variety of general office work, including but not limited to: typing,
taking minutes of CALCTRA staff meetings, performs filing and records
management including maintenance of Department Operations Manual
(DOM) Local Operational Procedures, and CALCTRA Policy and Procedure
Manual, [IPP Manual for OTD, BIT Inspections, Driver Log Books, CHP
Inspections and equipment rotation, maintain property and equipment asset
list files, various document preparation and review; interprets document
retention schedule and maintains archival log of required documentation.

Operate various office machines, including but not limited to photocopier,
shredder, word processor, business computer, ten-key calculator, and
telephone/facsimile machine; maintains use log for facsimile machine; follow
oral and written directions; read and write English at a level required for
successful job performance.

Create original correspondence involving the knowledge and application of
detailed regulations, policies and procedures. Perform proofreading of
memorandums and correspondence for correct spelling, punctuation, and
grammar. Perform other duties as required related to the classification.

Orders and maintains inventory of office supplies for use in the On-Time
Delivery Unit and orders.

(Marginal Functions on Page 3)
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time performing
duties:

5%

17. Percentage (%) of

18. Indicate the duties and responsibilities assigned to the position and the percentage (%) of time spent for
each. Group-related tasks under the same percentage (%) with the highest percentage (%) listed first.

Attend seminars on clerical procedures and in-service training classes

provided by the Institution. Keep apprised of institution and department rules
and regulations. Performs other duties as required related to the classification.
Must complete all mandated and job-related training.

(Expectations & Requirements on Page 4)
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ADDITIONAL EXPECTATIONS

Persons appointed to positions in this class must be reasonably expected to have and maintain
sufficient strength, agility, and endurance to perform during stressful (physical, mental and

emotional) situations encountered on the job, without compromising their health and well-being
or that of their fellow employees.

SPECIAL REQUIREMENTS

The California Correctional Training and Rehabilitation Authority (CALCTRA) operates within
California Department of Corrections and Rehabilitation (CDCR) facilities. CDCR does not
recognize hostages for bargaining purposes. CDCR has a "NO HOSTAGE" policy, and all incarcerated
individuals, visitors, non-employees, and employees shall be made aware of this.

19. Supervisor Statement: “/ have discussed the duties of the position with the employee”.

20. Date Supervisor Provided Employee with a Copy of this Duty Statement:

PRINT EMPLOYEE NAME: EMPLOYEE SIGNATURE: DATE:
Vacant (LT)
PRINT MANAGER/SUPERVISOR NAME: MANAGER/SUPERVISOR SIGNATURE: DATE:
Jacob Walker
HR APPROVAL.:
TS 08.19.2026
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