DEPARTMENT OF REHABILITATION

Duty Statement

Classification:		Office Technician-Typing
Name:			XXXXXX
Position Number:		813-003-1139-XXX
Reports To: 		Chief/Accounting Administrator III
Division/Section: 		Administrative Services/Accounting Services
Primary Assignment: 	Provide Clerical Support to Accounting Services Team

Job Objectives:
Under the general supervision of the Chief, the Office Technician (Typing) is responsible for performing a variety of clerical duties and is expected to consistently exercise a high degree of initiative, independence, and originality in performing assigned tasks to support the Accounting Service Team.  The position requires responsive public and employee contact, and independent origination of correspondence involving the knowledge and application of regulations, policies, and procedures.   

Essential Job Functions:

40%	Provide clerical support including preparing administrative guidance materials, reports, memos, letters, charts, tables, spreadsheets, and other documents utilizing a wide knowledge of vocabulary, grammar, spelling, computations, proofreading, and formatting.  Assist in compiling, copying, assembling materials. Copying, faxing, scanning, and/or e-routing documents as applicable.  Coordinate and schedule section meetings & trainings, set up virtual meetings using MS Teams, Zoom, or other platforms. Assist with reasonable accommodation requests for meetings and presentations. Note-taking during meetings, typing of meeting minutes. Prepare and maintain a variety of office statistical reports and logs for section management monitoring and planning activities. 

15%	Assist Accounts Payable with preparing invoice schedules for submission to State Controller’s Office. Monitor record retention schedules and records sent to the State Records Center including boxing records, typing inventory lists, sending boxed records, and requesting retrieval of boxed records. Deliver boxes to Business Services as needed including items requiring confidential destruction. Perform other related duties as required.

10% 	Primary contact for section phone line and e-mailboxes. Perform customer service and technical assistance.  Respond to inquiries and redirect as appropriate to appropriate management/staff, information, and related resources using verbal and written communication.  Responsible for processing and distribution of incoming and outgoing mail and maintaining phone and email distribution lists. Responsible for Regional Transit sales for Central Office staff and provide reconciliation to Assistant Chief for review prior to scheduling.

10%	Serve as the Attendance/Training/Travel Coordinator.  Maintains personnel files, attendance records, and processes attendance reports to Personnel.  Coordinate and process personnel, travel, and training documents as applicable and assist section management in vacancy and hiring processes. Maintain confidential and highly sensitive records. Maintain and update organization charts using MS Visio. 

10%	Maintain section office equipment including copiers, printers, FAX machines, and reports issues to applicable departmental staff and customer service.  Perform minor maintenance of office equipment such as changing copier toner, clearing paper jams, adding paper. Act as primary contact for service maintenance requests. Track major and minor equipment and support section management in conducting annual inventories, reconciliations, and survey activities. Act as the Equipment Coordinator for the section. 

10% 	Order, track, and monitor office supplies, reviews supply requests and obtains section management approvals. Orders supplies using Cal-Card and completing Form 5 purchase order or service orders as applicable.  Confirm receipt of items needed for invoice payment approvals. Deliver supplies to appropriate team members. 

Marginal Job Functions:
5%	Perform other job related duties, as assigned, to assist in the overall mission of Accounting Services and DOR.

All Times:	
Communicates regularly with staff; provides excellent customer service to both internal and external customers; interacts with coworkers and internal and external consumers in a professional manner, and with integrity and respect.


______________________________________	_____________________
Employee Signature						Date

____________________________________	 	_________________
Supervisor Signature						Date
