STATE OF CALIFORNIA CALIFORNIA CORRECTIONAL HEALTH CARE SERVICES

DUTY STATEMENT
CDCR INSTITUTION OR DEPARTMENT POSITION NUMBER (Agency — Unit — Class — Serial)
California Correctional Health Care Services
UNIT NAME AND CITY LOCATED CLASSIFICATION TITLE
Stock Clerk

WORKING TITLE

COl WORK WEEK GROUP | CBID TENURE TIME BASE
Yes []
No [

SCHEDULE (Telework may be available): AM to PM. SPECIFIC LOCATION ASSIGNED TO

(Approximate only for FLSA exempt classifications)

INCUMBENT (If known) EFFECTIVE DATE

California Department of Corrections and Rehabilitation (CDCR)/ California Correctional Health Care Services (CCHCS) values
all team members. We work cooperatively to provide the highest level of health care possible to a diverse correctional
population, which includes medical, dental, nursing, mental health, and pharmacy. We encourage creativity and ingenuity while
treating others fairly, honestly, and with respect, all of which are critical to the success of the CDCR/CCHCS mission.

PRIMARY DOMAIN:

Under the general direction of the CHSA Il or designee, the Stock Clerk will be responsible to sterilize,
process, and distribute medical equipment and supplies for California Health Care Facility (CHCF); and to
maintain acceptable standards of cleanliness and asepsis; and to do other related work. Duties include the

following:
% 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 | same percentage with the highest percentage first. (Use addition sheet if necessary)
duties
ESSENTIAL FUNCTIONS
40% Receives medical supplies delivered by warehouse. Maintain sufficient shelf level for dispensing,
which includes ordering of supplies in timely manner, keeping supplies in a neat and clean
environment; ensure proper stock rotation; performs ongoing inventory of all supplies, on shelf and
dispensed; performs ongoing computer tracking required in Material Services Center (MSC).
30% Ensures that all supply orders are filled and delivered. Maintains adequate supply of sterile items;
° ensures all equipment is clean and in working condition; reports to the HPM 1 for malfunctions,
performs initial inspections prior to usage, which includes examination and testing and preventive
maintenance. Ensures all supplies are not outdated through proper stock rotation; distributes
supplies to units and maintains supplies in stock room. Unloads supplies being delivered to housing
units and validates supply orders.
259 Order adequate back up supply of Oxygen cylinders /Oxygen concentrators. Maintains organization
° of medical supply areas. Keeps floors and storage areas clean and orderly.
59 Attend meetings and trainings required by the department. Other duties as required to fulfill the
(1)

operational needs of the Facility.
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STATE OF CALIFORNIA CALIFORNIA CORRECTIONAL HEALTH CARE SERVICES

KNOWLEDGE AND ABILITIES

Knowledge of: Principles, practices, and trends of public and business administration, management,
and supportive staff services, such as budgeting, personnel, and management analysis;
government functions and organization; and methods and techniques of effective conference
leadership.

Ability to: Reason logically and creatively utilize a variety of analytical techniques to resolve complex
governmental and managerial problems; develop and evaluate alternatives; analyze data and
present ideas and information effectively; consult with and advise administrators or other interested
parties on a wide variety of subject-matter areas; gain and maintain the confidence and cooperation
of those contacted during the course of work; coordinate the work of others, act as a team or
conference leader; and appear before legislative and other committees.

DESIRABLE QUALIFICATIONS
OTHER DOMAINS

SPECIAL REQUIREMENTS OR CONTINUING EDUCATION REQUIREMENT

e CCHCS does not recognize hostages for bargaining purposes. CCHCS and CDCR have a “NO
HOSTAGE” policy and all incarcerated patients, visitors, nonemployees, and employees shall be
made aware of this.

SPECIAL PHYSICAL CHARACTERISTICS

Incumbents must possess and maintain sufficient strength, agility, and endurance to perform during
physically, mentally, and emotionally stressful and emergency situations encountered on the job
without endangering their own health and well-being or that of their fellow employees, inmates, or
the public.

SPECIAL PERSONAL CHARACTERISTICS

¢ Influence change and strengthen the community. Set an example each day through positive and
pro-social role modeling, utilizing dynamic security concepts.

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.

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

SUPERVISOR’S NAME (Print)

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

The statements contained in this duty statement reflect general details as necessary to describe the principal functions of this job. It should
not be considered an all-inclusive listing of work requirements. Individuals may perform other duties as assigned, including work in other
functional areas to cover absence of relief, to equalize peak work periods or otherwise balance the workload.

EMPLOYEE’S NAME (Print)

EMPLOYEE’S SIGNATURE

DATE
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