051-421-1120-902 
Vacant
TBD

OFFICE OF THE STATE CONTROLLER
DUTY STATEMENT

	EMPLOYEE NAME
Vacant
	DIVISION

Local Government Programs and Services

	CLASSIFICATION TITLE

Seasonal Clerk
	UNIT NAME - LOCATION

Property Tax Postponement - Sacramento

	WORKING TITLE

Clerk, Property Tax Postponement Section 
	POSITION NUMBER

051-421-1120-XXX

	
	EFFECTIVE DATE

TBD


SECTION A: GENERAL DESCRIPTION 
Under general direction provided by the Supervisor I, the incumbent will provide support to the operation of the Property Tax Postponement (PTP) Program. The incumbent performs the full range of duties including, but not be limited to the following:
SECTION B: ESSENTIAL FUNCTIONS

Candidates must have the ability to perform the following essential functions with or without reasonable accommodations.

Percentage of

  Time Spent




Typical Task
	50%
	Responsible for application intake duties which include: receiving PTP applications, stamping and scanning, matching applications with incoming mail and supporting documents, accurately creating and updating accounts on both the PTP Mainframe and PTP Access Database, and preparing file folders.

	20%
	Responsible for general mail intake duties which include: receiving various documents, stamping, scanning, sorting, and distributing it to the proper recipient. Preparing, tracking, and delivering all outgoing mail. 

	20%
	Provide general clerical support including but not limited to using a multi-purpose copy machine, copy documents on behalf of others, ensuring all documents are clear and correctly collated. Logging files out and refiling files back to their designated areas. Faxing confidential documents to the proper recipient.

	5%
	Communicate effectively, orally and in writing, with representatives, county tax collectors, the general public, and management regarding the PTP program; respond to questions related to the PTP laws and policies. Provide quality customer service to new and existing program claimants; answer phone calls and emails with a positive and patient approach, and follow up when necessary to ensure resolution. 

	5%
	Perform other duties including attending meetings or trainings as related to program functions. 


SECTION C: NON-ESSENTIAL FUNCTIONS
	0%
	None


SECTION D:  ADA REQUIREMENT

Alternative will be provided for incumbents who are unable to perform the non-essential functions of the job because of a disability as defined by the Americans with Disabilities Act.

SECTION E: KNOWLEDGE, SKILLS AND ABILITIES
The Seasonal Clerk (SC) provides support in duties and operations related to property tax law. 
The SC should have a willingness to learn practical application of completed staff work and communicate clearly and effectively both orally and in writing to supervisors.
Additionally, the SC should have the ability to cooperate in a team environment, demonstrate a positive attitude, and ability to establish and maintain cooperative working relationships with others, while effectively providing excellent customer service to a wide variety of customers with tact and good judgement.  
SECTION F: RESPONSIBILITY FOR DECISIONS (CONSEQUENCE OF ERROR)

The incumbent will have access to very sensitive and confidential personal information related to the private affairs of individuals. Careless, accidental, or intentional disclosure of information to unauthorized persons can have far-reaching effects, which may result in civil or criminal actions against those involved. 
The incumbent will be responsible for processing mail intake of applications and supporting documents in relation to postponement accounts. These documents may be sensitive in nature and failure to provide all appropriate documentation could lead to misallocation of funds to local governments.
SECTION G: PERSONAL CONTACT

The incumbent may confer with all levels of management in the department on a daily basis. The incumbent may also consult with staff and management at various local government offices such as county tax collectors and assessors offices, as well as the client/customer base made up of senior citizens, blind or disabled citizens, or their representatives. 
SECTION H: WORK ENVIRONMENT

While at the base of operation, employees will work in a climate-controlled office under artificial lighting. When traveling, the incumbent may be subject to the elements of the destination.
SECTION I: PHYSICAL REQUIREMENTS
The incumbent may be required to sit for long periods of time using a keyboard and video display terminal. 

	Check the frequency of activity required of the employee to perform the job

	Activity

(Hours per day)
	Never

(0 Hours)
	Occasionally

(up to 3 hours)
	Frequently

(3 to 6 hours)
	Constantly

(6 to 8 hours)

	Sitting
	
	
	
	X

	Walking
	
	X
	
	

	Standing
	
	X
	
	

	Bending (neck/waist)
	
	X
	
	

	Squatting
	
	X
	
	

	Climbing
	
	X
	
	

	Kneeling
	
	X
	
	

	Crawling
	X
	
	
	

	Twisting (neck/waist)
	
	X
	
	

	Is repetitive use of hand(s) required?
	
	
	
	X

	Simple Grasping (R or L)
	
	X
	
	

	Power Grasping (R or L)
	X
	
	
	

	Fine Manipulation (R or L)
	X
	
	
	

	Pushing/Pulling (R or L)
	
	X
	
	

	Reaching (above/below shoulder level)
	
	
	X
	

	Lifting/Carrying
	Describe the heaviest item required to be lifted or carried, the frequency and the distance: Book bin filled with account files may be carried to cubicle, approximately 100 feet, carts are available to place items on.


SECTION J: SIGNATURE

By signing this document, I acknowledge I understand all requirements and information stated above and understand the duties may be modified in accordance with the established job specifications for the class and in conjunction with office needs and have received a copy of this duty statement.

________________________________________
_____________________

Employee’s Signature




Date

I have discussed and provided a copy of this duty statement to the employee named above.
_______________________________________
_____________________

Supervisor’s Signature




Date

Rev. 10/16


