CALIFORNIA DEPARTMENT OF CORRECTIONS AND REHABILITATION D PROPOSED
POSITION DUTY STATEMENT - General

CDCR INSTITUTION OR HEADQUARTERS PROGRAM POSITION NUMBER (Agency-Unit-Class-Serial) MCR / HCR
California Health Care Facility 190-231-1139-801 1
DIVISION / UNIT CLASSIFICATION TITLE

Office Technician (Typing)

WORKING TITLE

Division of Adult Institutions Office Technician (Typing)
Education TIME BASE / CBID WWG col

TENURE

P/FT RO4 2 Yes[] No X
LOCATION INCUMBENT EFFECTIVE DATE

Stockton, CA

CDCR’S MISSION and VISION

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.

COMMITMENT TO DIVERSITY, EQUITY, AND INCLUSION

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

DIVISION OVERVIEW

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
INGENUITY ARE ENCOURAGED. YOUR EFFORTS TO TREAT OTHERS FAIRLY, HONESTLY, AND WITH RESPECT ARE CRITICAL TO THE
SUCCESS OF THE DEPARTMENT’S MISSION.
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GENERAL STATEMENT

Under the supervision and general direction of the Principal, the incumbent will regularly perform a variety of the most difficult
duties and is expected to consistently exercise a high degree of initiative, independence and originality in performing assigned tasks.
This position requires detailed and sensitive public contact and/or independent origination of correspondence involving the
knowledge and application of detailed regulations, policies and procedures. Incumbent must have good judgment and the ability
to communicate effectively. In addition, incumbent may have responsibility for functional guidance in training and assisting
employees assigned under Education.

% of time Indicate the duties and responsibilities assigned to the position and the percentage of time spent on each. Group related tasks under the
performing duties | same percentage with the highest percentage first.

20% Responsible for initiating and completing procurement documents and entering into BIS, tracking CDC 954’s
(Form 5’s) received from Education Staff. Ensure each procurement package is date stamped and entered in the
Budget tracking system. Track orders by working with vendors and the warehouse. Inventory items received
from the warehouse and coordinate with the MSS Il on outstanding Purchase orders.

20% Perform the duties of the Unit Timekeeper; responsible for keeping track of attendance for all Education Staff and
the Leave Usage Report. Maintain Staff Accountability Log and calendar of time off utilized to compare against
monthly 998 prior to submitting to the Principal for signature and prior to submission to Personnel Office by the
3" business day of the month. Maintain copy of each 998 in supervisory files.

20% Maintain office filing systems including Outlook Calendar, Class Usage Calendar, Supervisory Files, Budget Tracking
System, Education Files, etc.; responsible for receiving, sorting, logging and routing of mail. Receive, screen and
refer calls and/or visitors to appropriate staff; respond to telephonic and personnel inquiries as appropriate
regarding operational procedures, policies and standards for the institution.

10% Responsible for scheduling meetings for the Principal or designee. This includes securing a conference room and
inviting attendees via Microsoft Outlook Calendar. Responsible for preparing and distributing a sign in sheet and
for taking minutes during the meetings, to be typed and distributed prior to next month’s meeting.

10% Maintain a copy of the Inmate Request CDCR Form 22s. Distribute to appropriate CHCF Staff. Responsible for
tracking CDCR 602’s assigned to Education. This includes utilizing a tracking system and assigning to respective
staff; review first level response for accuracy, grammar, spelling and format, making changes if necessary. Ensures
the CDCR 602 is completed and returned to Grievance Office prior to date due.

10% Maintain Database of dates that Annual Performance Reports are due (by birth month). Provide Job Descriptions,
a copy of the CCTC Teaching Credentials (if applicable), Job Expectations, and Obtain Professional Goals and
Objectives from employees. Update Supervisory Files to ensure the above documents are on file and Training
documents are present and up to date. Return previous year documents to employee upon receipt of the Annual
Performance Report. Initiate new employee forms.

5% Prepare a variety of highly sensitive correspondence involved in planning and operation of the institution such as
Gate Clearance and visitor’'s memos. Maintain appointment calendar for the Principal. Maintain tracking system
for access cards and assigned key numbers of staff. Provide forms to new employees including but not limited to:
Access Card, Computer Access Request Form, Duty Statements, Employee Expectation Memos, Policy Binder
Training, etc. Type and review DOM Supplements and Operational Procedures for accuracy, grammar, spelling
and format, making changes if necessary. Track all incoming and outgoing assignments; place in ED Admin Share
Folder.
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5% 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. Other duties as may be deemed necessary in support of the
Education Department.

SPECIAL PERSONAL CHARACTERISTICS

e 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.

e Willingness to play a significant role in the collaborative efforts toward rehabilitation and public safety enhancement.

e Ability to facilitate conversations as a coach and mentor, engaging in a respectful and understanding manner.

e  Ability to build trust, improve communication, and assist with the transformation of correctional culture.

SPECIAL REQUIREMENTS

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

CONSEQUENCE OF ERROR

e 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:

® | 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:
® | CERTIFY THIS DUTY STATEMENT REFLECTS CURRENT AND AN ACCURATE DESCRIPTION OF THE ESSENTIAL FUNCTIONS OF THIS POSITION

® | 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
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