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	DIVISION / UNIT
	CLASSIFICATION TITLE

	Division of Adult Institutions / Administration – Wardens Office
	Executive Assistant

	
	WORKING TITLE

	
	Executive Assistant

	
	TIME BASE / TENURE
	CBID
	WWG
	COI

	
	FT/PERM
	R04
	2
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	LOCATION
	INCUMBENT
	EFFECTIVE DATE

	900 Quebec Avenue Corcoran, CA 93212
	
	01/01/2026

	CDCR’S MISSION, VISION and COMMITMENT

	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
CDCR and CCHCS are committed to transforming the correctional landscape to create safer, more professional, and more fulfilling environments for our employees, the incarcerated population, and those supervised in our communities. Through systemwide improvements grounded in proven and emerging practices, we aim to strengthen rehabilitation, enhance workplace satisfaction, and support successful reentry into the community through our institutions, parole, and community partnerships. Our shared mission is to promote safety, wellness, and human dignity while fostering positive change for all those who live and work within our institutions and communities.

CDCR and CCHCS are committed to building an inclusive respectful workplace. We are determined to attract and hire candidates from all communities and empower employees from a variety of backgrounds, perspectives, and personal experiences. We are proud to foster inclusion and drive collaborative efforts at all levels of the Department.  


	DIVISION OVERVIEW

	The Warden’s Office is responsible for all areas of the institution, including but not limited to, Administration, Custody/Housing, Business Services, Litigations, Use of Force, Central Operations, Education, Americans with Disabilities Act Office, Office of Grievances, Employee Relations and Labor Relations Office. The Warden’s Office provides support to and ensures all areas are working in collaboration to provide a positive atmosphere to achieve the rehabilitative mission of CDCR.

	GENERAL STATEMENT

	Under the general direction of the Warden, the Executive Assistant provides a high level of confidential administrative and secretarial services and analytical support on sensitive departmental and program issues in the management of the institution.  

	

	% 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.

	35%
	Acts as a liaison between the Warden, executive and institutional staff, the community and public officials regarding highly sensitive and often critical issues.  Reviews documents and correspondence prepared by staff for completeness, format, accuracy and composition.  Researches, collects and assembles information used by the Warden for briefings and reference materials in various meetings and speaking engagements for the community, research incarcerated persons cases by contact with unit staff and prepares/presents information to the Warden with recommendations, prepares responses on requests and assignments from Institutions Division for the Warden or Chief Deputy Warden’s signature by researching, analyzing and compiling data. Investigates and develops responses to inquiries for Warden’s signature on a wide variety of issues from Governor’s Office, Legislators, public agencies, the general public and incarcerated persons family members, as well as community functions/events, meeting notices to staff.  Screens special reports and studies submitted for Warden’s review and action (i.e. Court Status Reports, District Attorney Referral, etc.). Performs special projects as assigned by the Warden or Chief Deputy Warden, including the collection, compilation and analysis of Corrective Action reports, mini-audits conducted through the institution, and project priority listings.


	35%






10%








10%



5%

5%
	Maintain logging and tracking systems to monitor status of all incoming and outgoing documents to and from the Warden such as adverse actions, internal affairs, incident reports, correspondence and reports.   Screen and evaluate complaints from staff, incarcerated persons and the public, including assigning to the appropriate Division Head.  Receive and screen visitors and telephone calls and refer them to appropriate staff members or department.  Handel irate and emotional visitors and telephone call requesting to speak with the Warden.  Screen incoming mail and assigns to the appropriate area to handle.  Briefs the Warden on priority issues and mail.

Develops, establishes and modifies office management procedures.  Provides direction and training to secretaries on proper procedures for packaging of correspondence, formatting for letters and memos, grammar, spelling, and routing.  On a daily basis, provide secretaries with support, information and assistance, and act as lead in the absence of supervisors when necessary.  Prepares lesson plans and agendas, develops, schedules and conducts quarterly meetings with institution clerical support staff.  Prepares informational memorandums and bulletins to all staff and responds to staff requests for approval or information on various issues.  Make recommendations to Warden regarding suggestions to improve the work flow and information within the institution and between headquarters and the institution.  

Takes dictation and accurately transcribes correspondence and documents on a variety of sensitive and confidential issues such as investigation, incident reports, performance reports, etc.  Maintains the Warden’s calendar, schedules and confirms meetings, conferences and out-of-town travel.   

Coordinates and confirms coverage for the Warden’s Office and Administrative Office of the Day.  

Perform administrative duties including, but not limited to: adhere to Department policies, rules and procedures; submit administrative requests including leave, travel, and training in a timely and appropriate manner; accurately report time, and submit timesheets by the due date.

	SPECIAL PERSONAL CHARACTERISTICS

	· Influence, change, and strengthen the community.  Set an example each day through positive and pro-social role modeling, utilizing dynamic security concepts through observation and building rapport.
· Willingness to play a significant role in the collaborative efforts toward rehabilitation and public safety enhancement.
· Ability to facilitate conversations as a coach and mentor, engaging in a respectful and understanding manner.
· Ability to build trust, improve communication, and assist with the transformation of correctional culture.


	SPECIAL REQUIREMENTS

	· CDCR does not recognize hostages for bargaining purposes. CDCR has a "NO HOSTAGE" policy, and all incarcerated people, visitors, non-employees, and employees shall be made aware of this.

	[bookmark: _Hlk163127418]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)
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	DATE
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