California Department of

DSH3002 (e 01120%0) State Hospitals

Box reserved for Personnel Section

RPA # Position Control Date:

Approval: MH 01/01/2026
Employee Name Division
Executive Services
Position No / Agency-Unit-Class-Serial Unit
455-530-1139-011 Health & Safety
Class Title Location
Office Technician (Typing) — Health & Safety Atascadero State Hospital
Subject to Conflict of Interest CBID Work Week Group | Class Ranges
[OYes XNo R04 2

MAJOR TASKS, DUTIES, AND RESPONSIBILITIES

Responsible for the organization and daily operation of the Health and Safety Office. Performs a
variety of both general office work and complex duties. Is expected to consistently exercise a high
degree of initiative, independence, and originality in performing assigned tasks and to maintain
confidentiality. Required to access secured area independently to complete specific job-related duties.

35%

HEALTH AND SAFETY OFFICE MANAGEMENT

Communication: Handle all incoming communication (in person, telephone, e-mail,)
for the department. Take, and screen messages. Have working knowledge of
department and facility activities, policies and procedures in order to process or refer
items. Maintain knowledge of current office procedures, grammar usage, and
formats for reports, letters, and memos.

Document/Report Preparation: Prepare and route all correspondence, including but
not limited to; memos, letters, EDIT findings, and Environmental Health Survey findings.
Assist in preparing various documents and reports as needed.

Calendar/Schedule: Prepare and maintain a monthly office appointment schedule
and annual calendar to track meetings, appointments, reports, projects and events.
Schedule meetings and distribute schedules. Reserve conference rooms.

Account Manager: Attend monthly Technology Services Division (TSD) Account
Manager meetings and inform Supervisor | (Health and Safety Officer) of current topics.
Carry out functions assigned to Account Managers from TSD.

Cal-OSHA: Assist and prepare necessary documentation for reporting required work-
related incidents to Cal-OSHA. Follow all procedures in the event of a Cal-OSHA site
visit. Maintain proper documentation for files.
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Safety Action Requests: Maintain records of all incoming Safety Action Requests and
the responses/outcomes of each.

Special Assignments: Participate in special assignments and other duties as requested
or assigned by the Supervisor | (Health and Safety Officer).

35%

PAPERWORK MANAGEMENT

Meeting Minutes: Prepare, take, distribute and file meeting schedules, agendas
and complex minutes for the Environment of Care Process Management Team, Area
Specific Health and Safety Coordinators, Injury and lliness Prevention Committee, and
other work groups as necessary. Reserve meeting rooms.

Files: Set up and maintain the filing systems for the Health and Safety Department.
At least annually, purge files from the office and basement and relocate archive files to
the basement.

Mail/Reproduction/Form Preparation: Open, date stamp, route and distribute
incoming/outgoing mail daily. Prepare forms (inspection, travel requests, claims,
training expenditures and work orders). Photocopy items and/or prepare material for
bulk reproduction.

Timekeeping: Perform timekeeping duties for the department including preparation
of the sign-in sheets, tracking time usage, completion of timesheets (Std. 634).

Purchases: Order supplies from the storeroom and other supplies, subscriptions,
materials and equipment from outside sources. Prepare all necessary documents for
office procurement needs. Maintain a tracking log of each purchase order, dollar
amount, and fund (object code) and a subscription log with renewal dates and prices.

30%

PROGRAM COORDINATION

Defensive Driver Training: Coordinate Online Defensive Driver Program. Liaison with
Office of Risk and Assurance Management and Information Technology to assure
continuity of access to Program. Obtain and distribute needs assessment lists to
Programs/Departments. Respond to staff questions and problems. Complete annual
state agency Defensive Driver Training Report for Office of Risk and Insurance
Management (ORIM).

Assist participants in completion of required forms, process certificates and forward to
Training Department. Enter participants in Pull Program, review records for compliance
with AD 908, and prepare and distribute Defensive Driver Permits. Notify supervisors
and employees when criteria for permit are not met.

Monitor certified drivers through the DMV Pull Program and notify employees and
supervisors when a change in driving status affects the employee’s driving privileges.
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DMV Online

Responsible for implementation of program and monitoring current status of qualified
drivers.

Maintain program and system in accordance with DMV confidentiality criteria. Resubmit
application for continuance of program as required by DMV. Reconcile facility list with
DMV list at least annually.

Enroll new staff in the program and notify employees and supervisors of status
changes, which affect driving privileges.

Vector Control Program: Coordinate the Vector Control Program. Receive and log
reports of pest issues. Order and issue pest control products and appropriate Safety
Data Sheets (SDS). Maintain SDS binder and inventory of all products used by the
contractor and update on a quarterly basis. Arrange for technician escort from involved
areas during service calls. Maintain log reports of regularly scheduled and as-needed
services.

Function as the Contract Coordinator for all Vector Services. Prepare and maintain all
aspects of the current contract and work with Contract Personnel as appropriate.
Revise contract on an annual basis and evaluate services annually. Organize and lead
tour for prospective bidders of areas scheduled to be treated. Obtain necessary
background information on all service individuals accessing the facility and forward to
necessary departments for processing. Schedule orientation sessions and regular
service visits. If necessary, carry out the process to cancel the contract in conjunction
with Contract Personnel.

Other
Information

Supervision Received:
Supervisor | (Health and Safety Officer)

Supervision Exercised:
None

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:
Modern office methods, supplies and equipment; business English and
correspondence; principles of effective training.

ABILITY TO:

Perform difficult clerical work, including ability to spell correctly; use good English; make
arithmetical computations; operate various office machines; follow oral and written
directions; evaluate situations accurately and take effective action; read and write
English at a level required for successful job performance; make clear and
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comprehensive reports and keep difficult records; meet and deal tactfully with the
public; apply specific laws, rules, and office policies and procedures; prepare
correspondence independently utilizing a wide knowledge of vocabulary, grammar and
spelling; communicate effectively; provide functional guidance.

REQUIRED COMPENTENCIES

ANNUAL HEALTH REVIEW

All employees are required to have an annual health review and TB test or whatever
necessary to ascertain that they are free from symptoms indicating the presence of
infection and are able to safely perform their essential job functions.

INFECTION CONTROL
Applies knowledge of correct methods for controlling the spread of pathogens
appropriate to job class and assignment.

SAFETY
Actively supports a safe and hazard free workplace through practice of personal safety
vigilance in the identification of safety or security hazards.

CPR
Maintain current certification as indicated by local facility.

THERAPEUTIC STRATEGIES AND INTERVENTIONS
Applies and demonstrates knowledge of correct methods in the management of
assaultive behavior as taught in Therapeutic Strategies and Interventions (TSI).

DIVERSITY, EQUITY, AND INCLUSION
Demonstrates awareness of cultural humility in the workplace to promote fair treatment
among fellow staff and patients.

PRIVACY AND SECURITY OF PROTECTED HEALTH INFORMATION

Maintain and safeguard the privacy and security of patient's protected health
information (PHI) and other individually identifiable health information (lIHI) whether it
is in paper, electronic, or verbal form in compliance with HIPPA and all other applicable
privacy laws.

THERAPEUTIC RELATIONSHIPS / RELATIONSHIP SECURITY

Demonstrate professional interactions with patients and maintains therapeutic
boundaries. Maintains relationship security in the work area; takes effective action and
monitors, per policy, any suspected employee/patient boundary violations.

SITE SPECIFIC COMPETENCIES
Ability to maintain confidential information. Ability to retrieve data from WCCMS and
produce reports.
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TECHNICAL COMPETENCIES

Knowledge of Environment of Care Issues
Fundamentals of Health and Safety

Motor Vehicle Code — specific sections only

LICENSE OR CERTIFICATION
N/A

TRAINING CATEGORY -4
The employee is required to keep current with the completion of all required training.

PHYSICAL DEMANDS — See attached

WORKING CONDITIONS:

Report to work on time and follow procedures for reporting absences. Maintain a
professional appearance. Appropriately maintain cooperative, professional, and
effective interactions with employees, individuals, and the public.

The employee is required to work any shift and schedule in a variety of settings
throughout the hospital and may be required to work overtime and float to other work
locations as determined by the operational needs of the hospital.

| have read and understand the duties listed above and | can perform these duties with
or without reasonable accommodation. (If you believe reasonable accommodation is
necessary, discuss your concerns with the Office of Human Rights).

Employee Signature Date

| have discussed the duties of this position with and have provided a copy of this duty
statement to the employee named above.

Supervisor’'s Signature Date

Reviewing Supervisor's Signature Date
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Office Technician, Typing-Health and Safety (1139)

Physical Requirements of Position

Activity

Never/Rarely
< 5 min.

Infrequently
5-30 min.

Occasionally
31 min.-2.5
hrs.

Frequently
2.5-5.0 hrs.

Constantly
>5 hrs.

Comments

Interacting/communicating: Face-to-

face with public

By phone with public

With inmate, patients, or clients

With co-workers

Supervising staff

Lifting/Carrying

0-10 Ibs.

11 - 25 Ibs.

26 - 50 Ibs.

51 -75 lbs.

76 -100 lbs.

100 + Ibs.

X | XXX

Sitting

Standing

Walking

Running

Crawling

Kneeling

Climbing

Squatting

X|X|X|X]|X

Bending (neck)

Bending (waist)

Twisting (neck)

Twisting (waist)

Reaching (above shoulder)

Reaching (below shoulder)

Pushing & Pulling

Power Grasping

Handling (holding, light grasping)

Fine fingering (pinching, picking)

Computer use (keyboard, mouse)

Walking on uneven ground

Driving

Operating hazardous machinery

Exposure to excessive noise

Exposure to extreme temp.

X|X|X|X]|X

Exposure to dust, gas, fumes, or
chemicals

>

Working at heights

Effective 09/2024
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