917-190-1139-011	VACANT	12/23/2021
Board of State and Community Corrections (BSCC)
Duty Statement


	Classification:
	Office Technician (Typing)

	Position Number:
	917-190-1139-011

	Division:
	Administrative Services Section

	Incumbent:
	VACANT



Section A:  General Description

Under the supervision of the Office Services Supervisor II, the Office Technician (OT) performs a variety of the more difficult and technical general office work.  The OT works independently or in a group setting to perform a variety of the most difficult duties and is expected to consistently exercise a high degree of initiative and independence in performing assigned tasks.  The OT is required to have a willingness to independently check his or her own work for completeness and accuracy.  The incumbent should have good customer service and ability to communicate effectively.

The incumbent will need to acquire an understanding of BSCC programs and policies as this is necessary for routing questions from the public to field representatives and analysts.  The employee should have a working knowledge of Microsoft Programs including Word and Excel, and must be able to type at a speed of at least 40 words per minute.

Section B: Essential Functions

The incumbent must have the ability to perform the following essential functions with or without reasonable accommodations:

	30%
	
	Responsible for supporting Deputy Directors and Field Representatives by typing, proofreading, and sending out correspondence, formatting documents, mailing, and filing inspection reports, making travel arrangements, preparing pre-inspection packets and other materials as requested.


	25%
	
	Responsible for monitoring the inventory of office supplies and printer toners; submits purchases requests to Procurement Division; restocks supply room as goods are received. Incumbent also verifies and enters statistics into various databases. Processes various BSCC reports, maintains updated regulations, assists with preparation for board and committee meetings, prints and assembles information for training sessions.


	20%
	
	Following written procedures, independently processes and distributes incoming mail, receives and directs incoming calls, and greets and assists visitors.  Using the state assigned vehicle, acts as a messenger for delivery and pickup of materials on a daily basis, and passengers as the need arises.


	20%
	
	Performs general clerical work such as filing, copying, scanning, and printing.   Performs routine maintenance of copy machines, including changing toner cartridges, clearing jams in machines, and requesting service as needed. Attends training and meetings necessary to perform job duties.


	5%
	
	Assists with special projects or other requests such as meeting preparation, organizing mail and supply rooms, and coordinating service and maintenance for the state vehicles.



SECTION C: NON-ESSENTIAL FUNCTIONS
None 
SECTION D:  ADA REQUIREMENT
Alternative will be provided for incumbents who are unable to perform the non-essential functions of the job because of a disability as defined by the Americans with Disabilities Act (ADA).
SECTION E:  KNOWLEDGE, SKILLS AND ABILITIES
Ability to: Work well independently or in a group setting; perform clerical work; communicate effectively; operate various office machines; follow directions; evaluate situations accurately and take effective action; type at a speed of at least 40 words per minute.
SECTION F:  RESPONSIBILITY FOR DECISIONS (CONSEQUENCE OF ERROR)
The incumbent is responsible for exercising a wide degree of initiative and good judgement in carrying out duties as assigned, and in doing so must ensure accuracy and compliance with BSCC policy as well as State laws, rules, regulations and guidelines.  The use of poor judgment or inaccuracies could negatively impact staff trying to perform their jobs in a productive and efficient manner, as well as jeopardize BSCC’s ability to achieve its goals.
SECTION G:  PERSONAL CONTACT
The incumbent will be required to coordinate efforts with various BSCC staff. The incumbent will have contact with the BSCC, other state departments, local governmental agencies, and various vendors.
SECTION H:  WORK ENVIRONMENT
Work is performed in an open-spaced partitioned, climate-controlled office environment under artificial lighting. Job requires sitting for extended periods of time while using a personal computer or reviewing documents and working papers. 


SECTION I:  PHYSICAL REQUIREMENTS
	Check the frequency of activity required of the employee to perform the job

	Activity
(Hours per day)
	Never
(0 Hours)
	Occasionally
(up to 3 hours)
	Frequently
(3 to 6 hours)
	Constantly
(6 to 8 hours)

	Sitting
	
	
	
	X

	Walking
	
	X
	
	

	Standing
	
	X
	
	

	Bending (neck/waist)
	
	
	X
	

	Squatting
	
	X
	
	

	Climbing
	
	X
	
	

	Kneeling
	
	X
	
	

	Crawling
	X
	
	
	

	Twisting (neck/waist)
	
	X
	
	

	Is repetitive use of hand(s) required?
	
	
	
	X

	Simple Grasping (R or L)
	
	
	X
	

	Power Grasping (R or L)
	
	X
	
	

	Fine Manipulation (R or L)
	
	
	X
	

	Pushing/Pulling (R or L)
	
	X
	
	

	Reaching (above/below shoulder level)
	
	
	X
	

	Lifting/Carrying
	
Boxes of supplies will need to be carried to the supply room (or can be loaded onto a dolly)




SECTION J: SIGNATURE
By signing this document, I acknowledge I understand all requirements and information stated above and understand the duties may be modified in accordance with the established job specifications for the class and in conjunction with office needs and have received a copy of this duty statement.

_____________________________________________________	_____________________
Employee’s Signature								Date

I have discussed a provided a copy of this duty statement to the employee named above.

_____________________________________________________	_____________________
Supervisor’s Signature							Date
Rev 8/13
Rev 10/2026
