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Department Statement:
California is one of the most biodiverse places on the planet. As such, the Department of Fish and Wildlife (CDFW) values diverse employees working together to protect nature for all Californians. CDFW is committed to fostering an inclusive work environment where all backgrounds, cultures, and personal experiences can thrive and connect others to our critical mission.

	INSTRUCTIONS: A duty statement and organizational chart must be submitted with each Request for Personnel Action, Form 242
	EFFECTIVE DATE

	
	

	DFW DIVISION/BRANCH/REGION/OFFICE
Northern Region
	POSITION NUMBER (Agency-Unit-Class-Serial)
565-111-9927-005

	UNIT NAME AND LOCATION
Administration Services Program - Eureka
	CLASS TITLE
Program Technician

	INCUMBENT  
Vacant
	CURRENT POSITION NUMBER (Agency-Unit-Class-Serial)


	BRIEFLY DESCRIBE THE POSITION’S ORGANIZATION SETTING AND MAJOR FUNCTIONS
The position works under the close supervision of the Supervising Program Technician I (SPT I) located in the Eureka Field Office. The Program Technician is responsible for license sales, reception, and administrative support to multiple programs in the Northern Region.



	PERCENTAGE 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.  (USE THE REVERSE SIDE IF NECESSARY.)
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	ESSENTIAL FUNCTIONS:

Customer Service: Provide excellent customer service to internal and external customers at the front reception counter, on the phone and through email daily. Answer and route calls and emails according to established procedure. Research and provide accurate information on hunting and fishing regulations and opportunities, and licensing requirements using regulation books, Title 14 Fish and Game Code, and various Department resources. Follow opening/closing procedures at the license sales office. Ensure current applications, pamphlets and informational resources are stocked in the front lobby. Keep up to date knowledge of hunting and fishing regulations, laws and office protocols.

License Sales: Utilize the Automated License Data System (ALDS) Control Center database to verify customer information, create customer profiles or licenses, and assist customers with questions related to their licenses. Process sport and commercial fishing licenses, hunting licenses, commercial boat registrations, commercial fish business applications, Lake and Streambed Alteration (LSA) permits and other permit sales in accordance with License and Revenue Branch (LRB) guidelines. Process Certificates of Non-Receipt, Big Game Affidavits, free and reduced fee fishing license applications and Disabled Veteran and Recovering Service Member Hunting Licenses and entitlements. Under the direction of the SPT I, take appropriate action on incomplete or ineligible applications and follow applicable Federal, State, and local policies. Responsible for accuracy in processing payments including checks, money orders and credit cards. Maintain assigned inventories and keep secure at all times. Ensure security of all confidential information. Review documents for completeness and accuracy; obtain approvals for special licenses and permits. File license and permit applications, correspondence, and other documents as directed.

Mail Processing: Process outgoing mail, prepare mailing labels for overnight and ground packages, utilize postage machine to weigh and label outgoing mail. May process, distribute and track incoming mail and packages in the absence of the primary mail receiver.

Landowner Programs: Receive, log and track applications for the annual Cooperative Deer and Elk Tag program, known as landowner tags. Coordinate with staff in the Wildlife program, landowners, and hunters to issue tags awarded through the special draw process. Record information related to issuing and mailing notices and tags. Process Private Land Management applications, tags, and mail outs. Utilize Excel to track applications as they are received, processed, and sent to customers.
Administration: Use of various standard office equipment daily including but not limited to computer, copier, fax, scanner and laminator. Responsible for maintaining and keeping all office equipment in good working order, including shredder and postage meter; contact appropriate service personnel for equipment troubleshooting and repair. Follow safety guidelines set forth in the Department’s policy manuals and ensure knowledge of the Department’s Injury, Illness and Prevention Program and Emergency Action Plan. Responsible for ensuring the safety of all coworkers and public by being aware of safety concerns, reporting immediately to the SPT I. Interact professionally at all times with coworkers and general public.

Complete electronic timesheet accurately in TEMPO each month. Special projects as assigned by the SPT I, including but not limited to bi-annual language surveys, and recycle and waste tonnage reports.

NON-ESSENTIAL FUNCTIONS:
Assist in the removal of recyclable items (cardboard, shredded paper, etc.) from the mailroom as needed. Restock office supplies and copy paper. Conduct big game validations. 

WORKING CONDITIONS:
This position is designated as office based and is not eligible for telework. The work takes place in an office setting under artificial light. The work involves prolonged periods of sitting or standing at a computer, standing and walking for brief periods of time. Daily, frequent use of a keyboard, mouse, computer, scanners and phone. There is at times the presence of weapons, carcasses, and undesirable smells in the office, particularly during hunting season.


	SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.

	PRINT SUPERVISOR’S NAME

	SUPERVISOR’S SIGNATURE

	DATE

	EMPLOYEE’S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE RECEIVED A COPY OF THE DUTY STATEMENT.
I HAVE READ AND UNDERSTAND THE DUTIES AND ESSENTIAL FUNCTIONS OF THE POSITION AND CAN PERFORM THESE DUTIES WITH OR WITHOUT REASONABLE ACCOMMODATION. 

	PRINT EMPLOYEE’S NAME

	EMPLOYEE’S SIGNATURE

	DATE





