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

	Correctional Training Facility
	101-224-1139-801
	1/F

	DIVISION / UNIT
	CLASSIFICATION TITLE

	Administration/Litigations
	Office Technician (Typing)

	
	WORKING TITLE

	
	Office Technician (Typing)

	
	TIME BASE / TENURE
	CBID
	WWG
	COI

	
	P/FT
	R04
	2
	[bookmark: Check1][bookmark: Check2]Yes |_|  No   |X|

	LOCATION
	INCUMBENT
	EFFECTIVE DATE

	Soledad
	
	

	CDCR’S MISSION and VISION

	Mission
We enhance public safety through safe and secure incarceration of offenders, effective parole supervision, and rehabilitative strategies to successfully reintegrate offenders into our communities.
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

	Under the direction of the Litigation Coordinator and indirect supervision of the Chief Deputy Warden, the Office Technician (OT) functions as the assistant to the Litigations Coordinator administering, monitoring, and maintaining departmental policies governing activities effecting both staff and incarcerated person (IP).

	GENERAL STATEMENT

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

	Under the general direction of the Litigation Coordinator is responsible for monitoring and maintaining departmental policies for the Correctional Training Facility.

	% 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.

	
	

	
30%







20%






20%




10% 
	
Establish a system to coordinate, control, and process all legal documents. Compile, review, and evaluate all records and documents related to matters in litigation to ensure uniformity and compliance in facility responses. Provide necessary documentation for AG's Correctional Law Section (CLS) and disseminate documents to staff, inmates, or inmate attorneys when directed. Prepare responses to discovery requests and/or other documentation required during litigation. 


Monitor due dates on all legal matters in order to ensure facility and staff compliance with due dates. Receive, file, and prepare initial documentation for CLS on all cases instituted by incarcerated persons. Schedule staff meetings or staff interviews for CLS and coordinate CLS contacts with the facility. Review confidential records and files to be used in litigation in order to protect confidential matters not at issue or not relevant to individual litigation. Review and/or redact ERMS and SOMS files for Attorney C-File requests.

Review and coordinate attorney visiting requests and depositions. Ensure that appropriate notifications are provided to facilitate attorney visits. Maintain a logging system for attorney visits and document request submitted by the CLS.

Maintain Heat Logs and prepare mandatory monthly reports. Disseminate documents to staff, incarcerated persons (IP), or IP attorneys when directed. Schedule staff meetings or staff interviews for CLS and coordinate CLS contacts with the facility.  File and process archive cases. Update and maintain a desk reference manual. Participate in monthly CLS telephonic training.  

	
10%



10%
	
Gather documents and prepare written responses to all Public Records Act (PRA) request within the allotted timelines. Coordinate and review all notary requests at the facility.

Schedule legal planning sessions between facility, and the CLS for responding to ongoing litigation and finalized court decisions. Upon request of CLS, identify appropriate expert(s) on specific issues in litigation. Attend all mandatory In-Service Training classes and On-the-Job training materials.

	SPECIAL REQUIREMENTS

	· CDCR does not recognize hostages for bargaining purposes. CDCR has a "NO HOSTAGE" policy, and all IPs, 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 timeline 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

	
	
	



