




STATE OF CALIFORNIA- DEPARTMENT OF GENERAL SERVICES 
DUTY STATEMENT 

DGS OHR 907 (Rev. 7 /2025) 

D Travel (Specify the percentage in the travel box below) 

• Daily use of phone, fax, copiers and general office and communication equipment.

D Current 

[Z] Proposed 

• Use of hand cart and hand truck to transport documents and/or equipment; i.e. laptop computer, files, reference

manuals, solicitation documents, etc.

• Standing or sitting in a seated position for extended periods of time

• This position may require travel and the use of various transportation modes, i.e. airplane, taxi, car, etc.

• Professional work environment.

DESIRABLE QUALIFICATIONS 

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. 

I have discussed these duties with my supervisor and have received a copy of the duty statement. I have read and understand the duties and essential functions listed above and I am 
able to complete the essential functions with or without a reasonable accommodation. (If you believe you need a reasonable accommodation or you are unsure if you need a 
reasonable accommodation, please inform the hiring manager and contact the Reasonable Accommodation Unit at reasonableaccommodation@dgs.ca.gov) 

EMPLOYEE NAME EMPLOYEE SIGNATURE DATE SIGNED 

I have discussed the duties of the position with the employee and certify the duty statement represents an accurate description of the essential functions of the position. I have 
provided the employee with a copy of this duty statement. 

SUPERVISOR NAME  

IC & p APPROVED BY 

SUPERVISOR SIGNATURE DATE SIGNED 

Page 3 of 3 


