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	CLASSIFICATION TITLE
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	Materials and Stores Supervisor I, CF
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	Materials and Stores Supervisor I, CF
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	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

	You are a valued member of the Department’s Team. You are expected to work cooperatively with team members and others to enable the Department to provide the highest level of service possible. Your creativity and productivity are encouraged. Your efforts to treat others fairly, honestly and with respect are important to everyone who works with you. 


	GENERAL STATEMENT

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

	Under the direct supervision of the Materials & Stores Supervisor ll, this position is responsible for the laundry process for the Central and North Facilities. This position is also responsible for the accountability, ordering, receipt, stocking, shipping, storage, and inventory of varied commodities. 


	% 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.
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Receive clothing shipments and verify that delivered goods conform to order documents for the Facility clothing rooms. Inventory and issue clothing and related goods overseeing proper freight management, in accordance with applicable laws, regulations and established clothing procedures from the Warehouse to clothing rooms, institutional facilities, and laundry room while operating state vehicles, and motorized material handling equipment. Conduct physical inventories of tools, keys and equipment as required ensuring accountability.  


Perform the storekeeping function for all goods received into the support warehouse, and all secured receiving areas. Promptly receive, verify, and confirm that all delivered goods conform to purchase orders for incoming shipments via common carrier or small parcel courier.  Verify the quantity, description and all other factors ensuring that commodity received is the same as ordered.  Prepare and submit overage, shortage and damaged documentation when required for excess and rejected goods and follow state procedures in returning product.  Ensure all accepted commodities are promptly goods received, stocked, or staged for delivery/pickup.  Stock newly received goods into the storage area using the first in, first out method of stock rotation.  Fill Storeroom Supply Orders (STD ll5) accessing for reasonableness of quantity requested and make arrangements for delivery in a timely manner. These duties shall be performed with or without the assistance of the inmate work force. In addition to the receipt and issue of goods, this position is responsible for perform the storekeeping function to deliver and pick up various classification of goods located within the Institution and off grounds.  Loads and unloads, or supervises the loading and unloading of assigned goods, limiting the load to a safe capacity.  Liaisons with Motor Pool staff to schedule service intervals to maintain a clean and serviceable condition. Report all deficiencies to the M&SSII or Warehouse Manager II.


Responsible for supervising the operation and procedures of processing institutional laundry, according to *DOM 540908.  Supervise inmates, plan and schedule labor, material and equipment for production; coordinate and/or supervise installation, operation, maintenance, and repairs of equipment; makes recommendations to increase production, efficiency and product quality; selects, trains, counsels and supervises incarcerated workers in production work. Safety and personnel development; evaluates performance of inmates and takes or recommends appropriate action, makes recommendations for needed materials and equipment. Conduct and retain a record of up-to-date timekeeping on inmate timecards and compute payroll at end of each month.  
  

Maintains order and supervises the conduct of persons committed to the Department of Corrections; prevents escapes and injury by these persons to themselves or others or to property; maintains security of working areas and work materials; inspects premises and searches inmates for contraband, such as weapons or illegal drugs. Maintain training records and IIPP records. Maintains perpetual inventories of all chemicals maintained within the clothing rooms, warehouse, and laundry.


Provide cross coverage/back-up/vacation relief coverage for sick, vacation, and institutional workload to other locations under the authority of the Procurement Support Warehouse, Clothing, Laundry, Recycle, etc. Participate in the Inmate Appeal process by providing responses at the Informal Level on the Form 22 including interviewing staff and incarcerated individuals.


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

	· Example: 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

	
	
	



