CALIFORNIA DEPARTMENT OF CORRECTIONS AND REHABILITATION E PROPQSED

POSITION DUTY STATEMENT - General
[ X | CURRENT
t mrad

COCR INSTITUTION OR HEADGUARTERS PROGRAM POSITION NUMBER {Agency-bini-Class-Serial) WICE f HOR
California Institution for Men 080-261-1139-XXX 17D
DIASION./ uNIT CLASSIFICATION TITLE

Office Technician (Typing)

WORKING TITLE

Office Technician {Typing) =
Custody Support Chief Deputy Warden’s Secretary

TISME BASE / CBID WWG | o

TENURE i

P/ET RO4 2 Yes [T o 9
LOCATION INCLUMBENT EFEECTIVE DATE

Mission

To facilitate the successful reintegration of the individuals in our care back to-their communities equipped with the tools to be drug-
free, health_y, and employablé members of society by providing education, treatment, rehabilitative, and restorative justice
programs, all in a safe and humane environment.

Vision
‘We enhance pubfic safety and promote successful community reintegration through education, treatment, and active participation
inrehabilitative and restorative justice programs.

Commitment

CDCR and CCHCS are committed to transforming the correctional fandscape to create safer, more prafessional, 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 instifuttons, parole, and community partnerships. Our shared
mission is to promote safety, wellness, and human dignity while fostering positive change for all those whd live and work within our
institutions and communities,

CBCR and CCHCS are committed to building an inclusive respectful workplace. We are determined to attract and hire candidates
from all communities and émpower employees from a varjety -of backgrounds, perspectives, and personal experiences. We are
proud to foster in¢lusion and drive collaborative efforts at all levals of the Department.

Provides clerical and organizational support t6 California Institution for Men in énhancing public safety and promoting successfu
community reintegration through comprehensive crime prevention programs, education, treatment, and active participation 'in
rehabilitative and restorative justice programs.

Under the general supervision of the Chief Deputy Warden, performs. clerical duties’ and responsibilities. for the.Chief Deputy
Warden and occasionally other executive staff including the Warden in the absence of the Executivé. Assistant Secretary.
Assignments are often deémed cohfidential and will include access to serisitive information; including but not limited to, iabor
relations negotiations. and adverse personnel actions. Must ¢xercise a high ‘degree of sensitivity and be cognizant of the
consequerice of errors related to-bath oral and written communication. '
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POSITION MUMBER {Agency — Unit— Class ~ Sefial}
080-261-1138-X¥X

40% i Receive and screen all incoming correspondence; checking for completed staff work, format, grammar, etc,,
returning for correction as necessary. This also includes internal and Qutgoing corres’pondehce the Chief Beputy
Warden's signature. Follow-up to ensure deadfines are met, arranging correspondence for p_'ersonal' reply in
order of priority, with appropriate background material attached for reference. Compose routine
correspondence. Type/distribute material assignments from direct and indirect supervisors. Ensure follow-up
when necessary. Screen-all telephone calls and visiters, independently reférring to the appropriate staff when
necessary,

35 % ; Handle routine office details involving independent decisions to relieve the Chief Deputy Warden as
appropriate. As needed, take notes for meetings, summarizing into minutes and making distribiition. Arrange
the Chief Deputy Warden’s meetings and appaintment calendar; maintain the scheduling of the Warden’s
conference room, Persannel Kitchen and the Multi-Purpose Room, Make necessary travel arrangements and
prepare expense claims. |nitiate supply requests.. Timekeeper for designated staff, Maintain vacation calendar
on all. administrators.

20% Work closely in conjunction with the Warden's Office for purposes as it relates to the Warden's Secretary,
rélieving her during meetings; vacations, sick {zave and informal time off.

5% Maintain confidential and administrative files, reports and reference manugls. Maintain sensitive labor relations
materials such as grievances: and adverse act:ons. Submit timesheets by the due date. Must miset the 40 hours
required for [ST/OJT annual training. Performs otheér duties as assigned.

» 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,

o Willingness to piay a significant role in the collaborativia efforts toward rehabilitation and public safety enhancement.

o Ability to facilitate conversations as a coach and mentar, engaging in a respectful and understanding manner.

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

¢  CDCR does not recognize hostages for bargaining purpases. CDCR has a "NO HOSTAGE" policy, and all incarcerated people,
visitars, non-employees, and empioyees shall be made aware of this.

e Consequences of errar miay 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.

EMPLOYEE'S NAME {P‘ﬁn"t}_ EMPLOVEE'S SIGNATURE DATE

SURPEAVISOR'S NAME {Print) SUPERVISOR' SIGNATURE DATE"
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CALIFORNIA DEPARTMENT OF CORRECTIONS AND REHABILITATION PROPOSED
POSITION DUTY STATEMENT - General

X | CURRENT
CRCR INSTITUTION QR HEADQUARTERS PROGRANM POSMITION NUMBER. {Agency-Unit-Class-Serial} WIDR 7 HOR
California Institution for Men 080-261-1139-XXX 1/D

BEVISION / UmNIT CLASSIFICATION TITLE

Office Technician [Typing)

VWORRING TILE

Business Services / Personnel Office Technician _(Typmg] Custody Timekeeper

TIAIE BASE § CBiD WG E ool

TENURE ;

P/FT RO4 2 i ves(J mo
I.QC&TEOE\E NCHIMBENT | EFFECTIVE DATE
Personnéel Timekeepers Office 10/20/2026

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 employahle- 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 fandscapeto create safer, more professional, and morz fulfilfing.
environments for our employees, the incarcerated population, and those supervised in our communities. Through systemwide
'lmprnvement_s_grounded in proven and emerging practices, we dim to stfengthen rehabilitation, enhance workplace satisfaction,
and support successful reentry inte the community thréugh our institutions, parole, and community partnetships. Our shared
‘mission is to promote safety, wellnéss, and hitman dignity while fostering positive change for all those who live and work within aur
inistitutions and communities.

CDCR and.CCHCS are committed to building an inclusive respecsful workplace. We are determined to attract-and hivé candidates
from all communities and empower employees from a variety of backgrounds, perspectives, and pefsonal experiences. We are
proud to:-foster inclusion-and drive collaborative efforts at all levels of the Departmient.

Personnel certifies and processes payrolf transactions, benefits, hiring and recruitment and coordinates the institution’s position

controi processes as well as develops; recommends, and implements policy and procedure for management:

Under the general direction of the Personnel Supervisor il this is the advanced journey level which regularly performs a variety of
the most difficult duties -and is expected to consistently exercise a high degree of initiative, lndependence and originality in
performing assigned tasks: Positions at this level reguiarly require detailed and sensitive public contact and{ur independent
origination of correspondence involving the knowledge and application of deta:led regulations, policies and procedures. Good
judgment and the ability to communicate effectively are of primary importance at this fevel. Duties include work within the
Workforce Telestaff and BIS Time & Shift Programs. Acts as a back-up 1o the Personnel Receptionist as needed.
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FQSH!_ON NUMBER {#gency.— Unit - Ciass - Sarial) Pape 2ot 3
080-261-1139-XXX

40% ¢ Review, audit, input in the Workforce Telestaff and BIS Time & Shift Program, file and maintain daily custody
FLSA sign-infout-personnel time records utifizing Workforce Teiestaff. Retrieve data and compile various reports
for Personnel and Management. Respond to staff inquiries. Post daily, attendance usage such as: sick,
overtime, vacation; annual leave, holiday, swaps, and etc. for custody staff into Workforce Telestaff accurately.
Audit FLSA sign-in/out sheets for signatures, and appropriate useof pay codes. Return.copies of incorrect FLSA
sheets to ATM Sergeant for corrections. Provide a FLSA Tracking List to P$ 1l and Management indicating missing
FLSA sheets Run, review, and audit Time Entry Error reports code usage reports, tlmesheet summaries, PP
overtime reports and make corrections as nécessary. Wark very clasely with Personnel Specialists preparing
accurate leave usage and overtime pay for custody employees. Prepare billing report and Time Expenditure
Management System (TEMS) report for the Budget Analyst.

20% Print 998-As and route to Accounting for paycays. Mail out to employees 998-As wha are out on workers-
comp}srck/[eave of absence. Clear. markers in BIS, Print and give delinquency letters to Personne} Specialists
along with absent all cades fisting. Type and route Delinguent 998-A memo to-all Management,

15% Research and respond to. inquiries by Personnel staff, custody staff, and management. Make correciions if
necessary and then give to Personniel Specialists. Assist.employees over the phone or at the counter with regards
ta their timekeeping issues.

15% Complete FLSA correction form, correct in Warkforce Telestaff and give ta Personnel Specialists incoming FLSA
corrections on a flow basis.

5% Back up Persannel Receptionist during absences, lunches, breaks, and asnheeded throughout the day, or during
any periods of staff vacancies.

5% Responsible for the confidentiality of employee infarmation. Performs other duties as assigned.

¢ Influence, change, and strengthen the comimunity. Set an: exampie gach day through positive and pro-social role modeding,
-utilizing dynamic-security concepts through abservation and building rapport.

¢«  Willingness-to play a significant role in the_col!aboratwe.effo_rts toward rehabilitation and public safety enhancement.

s Ability to facilitate conversations as a coach and menitor, engaging in a respactful and understanding manser.

*  Ability to build trust, improve.communication, and assist with the transformation of carrectional culture.

o CDCRdoes not recognize hostages for bargaining purposies. CDCR has & "NO HOSTAGE" policy, and all incarcerated people,
visitors, noh-employees, and employees shail be made aware of this.

» Consequences of errer may result in loss of time and could cause significant delays in program production, Such delays
an result ininefficient use or misdiraction of department rescurces resulting in the inability to meet efficiancy and
timeline goals, and varying degrees of negative financia! impacts to the department.
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FOSITION NUMBER {Agency - Unit — Class ~ Sarlal)
080-261-1133-XXX
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EMPLOYEE'S NAME {Print EMBPRLOYEE'S SISNATURE DATE

SUPERVISOR'S NAME {Print) SUPERVISOR'S SIGNATURE OATE
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CALIFORNIA DEPARTMENT OF CORRECTIONS AND REHABILITATION U PROPGSED

POSITION DUTY STATEMENT - General
E(] CURRENT

CRCR IMSTITUTION SR HEADQUARTERS PROSHAM POSITION NUMBER {8gency-Unit-Class-Serial) wmenf HER
California Institution for Men 080-261-1139-XXX 1/D
DIVISHON fUNT CLASSIEICATION TITLE

Office Technician (Typing)

WORKING TITLE

. . _ . Office Technician - Procuremen
Business Services / Procurement il - Procy ¢

THE BASE / CBiD WING ; £0i
TENURE :
i
P/FT RO4 2 ! Yes [ %o
LOCATION INCUMBENT EFFECTIVE DATE

Mission

Tofacilitate the successtul reintegration of the' individuals in our care back to their communities eguipped with the toois to be drug:
free, healthy, and emplovable 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, treatrent, and active participation
in rehabilitative and restorative justice programs.

Commitment

CDCR and CCHCS are committed to transforming the correctional iandscape 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 cemmunities.

CDCR and, CCHCS are commiitted to bu’iiclin‘_g an inclusive respectiul workplace. We are determined to attract and hire candidates
frem all communities and empoweér employees from a variety of backgrounds, perspectives, and personat experiences. We are.
proud 1o foster inclusion and drive collaborative efforts at all levels of the Department.

Office Of Business Services {OBS) administers the California Departrment of Corrections and Rehabilitation’s {CDCR) non-
information technology contract services and procurément activities; assets, records and fleet management programs; mail
center, reproduction and correspondence control operations; material master data; and Small Busingss {SB) and Disabled
Veterans Business Enterprise (DVBE) activities, '

The California Department of Carrections and Rehabilitation’s {CDCR) purchasing policies and procedures for non-information
technology goods are adopted to compl?-;with-a'variety of statutory and policy provisions found in the State of California statutory
cades (i.e., Public Contract Code, Government Code, Mititary and Veterans Code, Department of Finance policy, State Contracting
Manual (SCM), Volume ), Department of General Services [DGS} policy, Title 15 of the California Code of Regulations, and the CDCR
Operations Manual). The Office of Business Services, Procurement Section is committed to- maintaining high standards of
performiance based upen fair, ethical-and professional business practices.
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POSTHON NUMBER {Aganty —Unit - Class — Setial) Page I ot 3
-080-261-1139-XXX

Under the direction of the Procurement and Services Officer |, the mcumbent is: respons:b!e for performing difficult clericat task:
review and follow written and verbal procurement procedures; initiate and review purchase documents; evaluate situations
accurately and take effective action; operate various office equipment including but not limited fo a computer and printer; prepare,
review and type various reports and correspondence tndependenﬂy, handie phone calls and problems with vendors and staff.
Exercise with.a high degree of initiative, independence, and originality in performing assigned tasks.

10

40% Initiate, review, amend and process purchaae dccuments Enter all purchase orders and amendments. utilizing

25% Maintain the Purchasing Document Log accurately updated with all purchases, log purchase order numbers into-

10% Answer, screen-and direct phone calls. Provide information; take messages for staff and/or radirect calis to

5%

5%

5%

% Type correspondence ond memorandums, Create forms and spread sheets as needed. Responsible for reports

SAP/BIS in order to generate a Purchase Order {Std. 65}, in accordance with laws, ‘guidelines, pD|ICiES
procedures, rules and regulations set forth in State Administrative Manual {SAM), Department Operations
Manual (DOM)}; Management Memos, and manthly directives. through OBS. Submlt to appropriate approving
autharity. input and maintain purchiase information into the General Services State Contract & Procurement
Registering System {SCPRS) to obtain purchasing registration number, Complete purchasing regulation training
courses; obtain and maintain passing certifications to be eligible to process STD. 65.

the Excel database, Maintain the purchasing records in aceordance with current puschasing policy. Organize,
track, monitor and file all. purchase orders and service contracts.

appropriate office. Interpret and-explain purchasing pelicies and procedures to staff, vendors, and représentatives
of outside agencies. Research and resolve inguiries regarding status of purchase orders or payment to vendors.

needed by management. Prepare reports und statisticol summaries gothering pertinent information, enter and
retrieve from.computer {Annual Menitoring Report of DVBE Participation in Contractirig (CDC 1428) and
Contracting Report Small Business Participation (5td. 810, Quarterly Non-Competitive Bid [NCB) Contract
Report). Maintdin records and: DOM supplements,

Collect and maintain the monthly Employee Attendance Record and Pals Worksheets (CDC 998A] for the
Procurement employees and submit to the Personnel Office each month: Collect and maintain the weekly
employee safety trainings for the Procurement employees and submit o the In-Service Training (IST) Office each
week. Ensure that sensitive information is maintained in a secure manner and that incarcerated permns do not
abtain-access to such informatian.

Maintain general housekeeping practices. Maintain the daily office supply tool inventory log for staples, staple
removers, clipboards, etc. Operate various types of office equipment

Other duties as assigned. May be redirected ot any time within the Business Serifices-departménf. Perform
administrative duties including, but not kmited to: adhering to Department policies, rules and procedures; submit
administrative requests including feave, travel, and. training-ina t:me.’y and appropriate manner; aecurately
report time and submit timesheets by the due dute. Must meet the 40 hours required for IST/OST annuai Eraining.

Influence, change, and strengthen the communlty Set an example each day through positive and pro-social rofe modeling,
atilizing dynamic security concepts through observation and building rapport. _ _
Willingress to-play a-significant role inthe collaberative efforts toward r_ehabllltation and. public safety enhancement.
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POSITION NUMBER {Agency — Unit~ Class —~ Serial)

Paga 3 i3
080-261-1139-XXX

. A_biiit\,r to facilitate conversations as a coach.and mentaor, engaging in a respectful and understanding manner.
= Ability to build trust, improve communication, and assist with the transformation of correctional culture.

*  CDCR does not recognize hostages for- bargaining purposes. CDCR has a "NO HOSTAGE" pollcv, and all incarcerated people,
visitors, non-employees, and employees sha![ he made aware of this.

o Censequences of ercar may result in [gss of time and cculd cause significant delays in program praduction. Such delays:
can result in inefficierit use or mmd:rectmn of department rescurces resultingin the mabllltv 1o meet efficiency and
timeline goals, and varying: degrees of negatwe financial mpacts ta the department.

EMPLDYEE’S NAME {P_ﬂnt} EMPLOYES'S SIGNATURE DATE

SUP:R\!!SUR'S NAME {Print) SUPERVISOIR'S SIGNATURE DATE
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CALIFORNIA DEPARTMENT OF CORRECTIONS AND REMABILITATION -I PROPOSED
POSITION DUTY STATEMENT - General’

X | CURRENT
. LOCR INSTITUTION OR HEADQUARTERS #ROGRAM POSTION NUMBER {&génq‘r-llnit*-CIé?_.S-SEfi&I} PALE f BeR
California Institution for Men 080-218-1139-XXX 1/D

DIVISION / ONIT CLASSIFICATION TITLE

Office Technician (Typing)

WOEKING TITLE
H
o | Office Technician {Typing) - Mailroom
Mailroom ' (Typing) - Ma : -
TIMAE BASE / CBID WG oo
TENURE
PIFT RO4 2 ves 3 Mo B
LOCATION INCUMBENT EFFECTIVE DATE

Mission
“To facilitate the sticcessful 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:-enviconment.

Vision
We enhance-public safety and promote successful community. reintegration through education, treatment, and active. particination
in rehabilitative and restorative justice programs.

Cormmitment

{CBCR and CCHCS are committed to transforming the correctional iandscape to create safer, mare professional, and more fulfilting
‘environments for our employees, the incarcerated population, and those super\nsed in our communities. Through systemwide
improvements; grounded in proven and emerging practices, we aim to strengthen rehabiiitation, enhance workplace satisfaction,
and support successful reentry into the community through our mstrtuttuns, parole, and community partnerships. Qur shared
‘mission is-to promote safety, wellness, and human dignity while fostering positive-change for alt those who live and waork within our
institutions and communities,

COCR and CCHCS are committed to bm!dlng an inclusive respectful workplace. We are determined to attract and hire candidates
from all communities and empower empioyees from a variety of backgrounds, perspectives; and pefsonal experiences. We are
proud to foster inclusion and drive collaborative éfforts at alf levels of the Department.

Provides clerical and organizational support to-California Institution for Menin enhancing publi¢ safety and promdting successful
community reintegration through comprehensive crime prevention programs, education, treatment, and active participation in
rehabll:tatlve and restorative justice programs.

Under the d[rect supervision of the Maiiroom Ofﬁce Services Supervisor and the direction of the Central Operations Captain, the
Office Technician (T) is responsible for providing clerical support te the Mailroom.
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POSITION NUMBER {Agency ~ Unit - Class - Serial} Fage Joid
080-218-1139-XXX:

45% The Office Technician {OT) {T) shall identify, log, ar< maintain the filing system in the Mail Tracking Program for-
allincoming and ouitgoing Legal and Confidential mail. The OT (T} shall log priority mail, and certified mail along
with Proof of Service By Mail forms into the Certified Priority Tacking Log: Log and track all CLN and PLN legal
magazines and submit logs oncea month. Conserve cenfidentiality regarding business, staff, and incarcerated
Persons (IP) mail. Reportinoperable office equipment and/or submit Remedy, Work Crder, and remedial
request forms. Submit the office supply order o a monthly basis, or as needed, Department Operations
Manual {(DOM) 54610.1 1P Mail, Sections 54040.8 inspection and Reading of Incoming and Outgoing Mail; 3nd
54010:12.3 Processing Incoming Confidential/Legal Mail, California Code of Regulations (CCR}, Title 15, Sections
3133 Definitions and Disposition of Mail; 3141 Confidential Correspondence; 3142 Processing of Outgoing
Confidential Mail; 3143 Processing Incoming Confidential Mail; 3144 Inspection of Confidential Mail; 3145
Enclosures.in Confidential Mail: and 3147 Definition and Disposition of Mail.

30% Assist with answering telephone and forward to the appropriate staff. Assist in answering legaf and locater calls
(locating IPs'housed at CIM via SOMS for the staff and public). Identify IP location and forward to institution
where the IP'is currently housed, or unit assighed to. The OT (T) may attend staff meetings to take nates,
transcribe and type minutes on behaif of the 0S5 I for review and signature within a timely manner

15% : Receive and distribute'mail, Instant Buletins. Cipen, sort, and thoroughly search incoming mail far escape material
and/or contraband. Receive and sort incoming mait for distribution to personnél staff by Jocation: Separate CIM
housed IP mail by housing facility. Farniliarization with State forms; policy and procedure; Gafifornia Code. of
Regulations, Title 15,

10% Other duties as assigned. May be redirected at any time. Perform administrative duties including, but not
limited to: adhere to Department policies, rules and procedures; submit administrative requests including feave,
travel, and training in a timely and appropriate manner; accurately report time and subrit timesheets by the
due date. Must meet the 40 hours reguired for1ST/01T annual trairing.

ERIST!

e Influence, change, and strengthen the community. Set an examgple each day through positive and pra-social fole modeling,:
utilizing-dynamic security concepts through observation and building rapport.

. W'illihgness to play a significant role in the collaborative efforts toward rehabititation and public safety enhancement.

*  Ability to facilitate conversations.as 4 coach and mentor, engaging in a respectfut. and understanding manner.

Ability to build trust, improve communication, and-assist with the transformation of correctional cuiture.

¢ CDCR does not recognize hostages for bargaining purpeses, CDCR has a"NO HOSTAGE" policy, and all incarcerated prople;
visitors, non-emiployees, and employees shall be made aware of th

* Consequences of error may result in lass of time arid could cause significant delays in program production. Such delays
can result In inefficient use.or misdirection of department rescurces resulting in the inability to meet efficiancy and
timeline goals, and varying degrees. of regative financizi impacts to the department.

EMPLOYEE'S NAME {Print) EMPLOYEE"S SIGMATURE DATE
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SUPERVISOR'S NAME {Print)

SUPERMISOR'S SIGNATURE

DATE
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CALIFORNIA DEPARTMENT OF CORRECTIONS AND REHABILITATION D PROPOSED.
POSITION DUTY STATEMENT - General |
| X | CURRENT
I
COCR INSTITUTION OR HEADQUARTERS PROGRAM POSTTION NUMBER (Agency-Unit-Class-Serial) MORIHCR
California Institution. for Men 080-210-1139-XXX i/
DIVISION / UNIT CLASSIEICATION TITLE
Office Technician (Typing)
WIRKING TITIE
Custody Support Office Technician
FIME BASE B WWG o
TENURE
P/ET RO4 2 ves [7] wo
LOCATION NCUMBENT EFFECTIVE DATE

Mission

To facilitate the successful reintegration of the individuals in our care back to their commurities equipped with the toals 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 environiment.

Vision
We enhance public safety and promote successful community reintegration through education, treatment, and active participation
in rebabilitative and restorative justice programs.

Commitment

CDCR and CCHCS are committed to transferming the corfectional landscape to create safer, more professional, and more fulfiliing
enviranments for our employees, the incarcerated popuiation, and those supervised in our communities. Through systemwide
improvements grounded in proven and emerging practices, we dim to strengthen rehabilitation; enhance workpiace satisfaction,
and support successful réentry into the community through our institutions, parole, and communlty partnerships. Qur shared
mission is to promote safety, weilness, and human dignity while fostering positive thange for ail those who live and wofk within our
institutions and.communities.

CDCR and CCHCS are committed to building an inclusive respecsful 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.

Provides clerical and organizational support to California institution for Men in enhancing public safety and promoting successful
community feintegration thraugh comprehensive crime prevention programs, education, tréatment, and active participation in
rehabilitative and restorative justice programs.

Under the direct supervision of the Manager or Designeg, the Office Technician {T) is responsible to provide clerical suppaort to the
‘Manager or Designee. Knowledge of: Modern office methods, supplies and equipment; business English and corresponidence;
principles of effective training are required.
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POSITION NUMBER [Aganty — Unit ~ Class — Serial} Fagpe dofl
080-2310-1139-XXX

30% The Office Technician {OT) assists the Manager or Designee with the clerical responsibilities of the Division or
Facility. Coordinates.and coilaborates with institution clerical staff, managers and supervisors as directed by the
‘Manager. Maintains a tracking log of ali assignments to the Divisicn or Facility and assists with timely
completion, by communicating with the assigned staff. Keeps a calendar of meetings that the Manager or
Desigriee needs to attend. Answer phones, takes messages, and redirects phone calls as needed. The OT may
attend meetings, tasked to take meeting minutes, transcribes them and types them for the Manager or
Designee for review and_éignatu_re. Process all assignments received as-well as the onesissued from this office
to other staff members, such as Tics, Incident Reports, Appeals etc.

20% Serve as timekeeper for executive staff. Types a variety of documents to include but not limited to;
performance reports, memorandum, grievance responses, DOM Supplements, Local Operating Procedures ete.
The OT will be tasked with reviewing documents for typographical and formatting issues.

20% ‘Receive and distribute mail, Instant Bulletins, Type updates to DOM and Operational Procedures as requested
by the Manager or Pesignee.

20% May supervise 2-4 incarcerated persons clerks, which includes timekeeping and preparation of Work
supervisor’s reports. Make randem and unscheduled inspections of incarcerated persons work areas for
potential escape Material and contraband.

10% Other duties as assigned. May be redirected at any time. Perform administrative duties including, but not
limited to: adhere to Department policies, rulzs and procedures; submit-administrative reguests including leave,
travel, and training in a timely and appropriate manner; accurately report time and submit timesheets by the
due date. Must meet the 40 hours required for 15T/0IT annual training..

o Influence, change, and strengthen the community. Set an example-each day through positive and pra-social rale modeling,
utilizing dynamic security concepts through observation and building rapport.

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

s Ability to facilitate conversations.as a coach and mentor, Enga‘ging in a respectful and understanding manner.

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

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

° Consequences of error may reslt in-loss of time and could csuse significant delays in program prodiction. Such delays
can result in inefficiént 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.

EMPLOVEE'S NAME {Print} EMPLOYER'S SIGNATURE DRYE

Revised: 11/26
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SUPERVISOR'S NAME {frint)

SUPERVISOR'S SIGNATURE

DAYE
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CALIFORNIA DEPARTMEENT OF CORRECTIONS AND REHABILITATION PROPQOSED
POSITION DUTY STATEMENT - General

X | CURRENT

CDLR INSTRRUTION OR HEADQUARTERS PROGRAM PUSITION NUMBER {Agency-Unit-Class-Serial) FALR J HOR
California Institution for Men 080-261-1139-XXX 1/0D
REVISION / UNIT CLASSIFICATION TIFLE -

Office Technician {Typing)

WORIGNG TITLE

. . Off. " a4 —E .

Food Services ice Tgchmc:an Food Services

TIME BASE S e 1hd WWG oo

TENLRE

P/FT RO4 2z ves [ no B
LOUATION INCUMBENT EFFECTIVE DATE

Mission

To facilitate the successful reintegration of the individuals in cur careback to their communities equipped with the tools to be drug-
free, healthy, and employabie membefs of society by providing educaticn, 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 rehabllltatwe and restorative justice programs.

Commitment

COCR and CCHCS are committed to transforming the correctional landscape to create safer, more professional, and mare 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 suppaort successful reentry into the, community through our institytions, parole, and-community parinerships. Our shared
mission is to promote safety, wellness, and human dignity while fostering positive change for all those who five and werk within our
institutions and cammunities.

CDCR and CCHCS are tommitted to building an inclusive respectful workplace. We are determined to-attract and hire candidates
from all communities and empower employees from a variety of hackgrounds, perspectives, and personal experiences. We are
proud to foster inclusion and drive collaborative efforts at ail levals of the Departrment.

Under the:general supérvision of the Cofrectional Food Manager il and Assistant Correctional Food Manager, establishes and
provides office organization and record keeping for the Food Service Qperation.

Responsible for duties which include but aré not limited to typing, computer in/output, independent preparation of
correspondence, reviewing and editing docurnents; prepares arid ciréulates reports and memorandums; establishes, organizes, and
maintains office files-and manuals; responds to telephane requests fof information, prepares and submits work orders, key and iack
requests. Update staff supervisory files; gather and compile data, tracks staff timekeeping, various food item requests, religious diet
pickups and various. assignments. Receive, screen, and refer calls to appropriate individuals. Attend Incarcerated Persons Advisory
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Counsil meetings on various facilities. Provide gate clearances for delfivery from outside vendors. Establish office filing systen for
projects files, manuals, orders, etc. Records detailed meetirig minutes; review food orders-and submit in SAP/BIS; shall suparvise
up to two incarcerated persons {IP) clerks and two 1P porters, submit IWSP paperwork, and incarcerated persans {19} pay monthly,
-conduct weekly ItPP for assigned incarcerated workers; and other refated duties.

309 Prepare correspondence for the Correctional Food Manager I, two Assistant Correctional Food Managers, and
six Supervising Correctional Caok’s. Reviews and edits Performance Reports, staff meeting minutes,
memorandums, gate clearances, (P grievancés and monthly reports, collect and distribute mail and interofice
documents. ‘Records-employees léave time, update and purge supervisory files; maintain appointment
calendar.

30% Assigns work, tools and gives specific instructions and training to IP clerks and porters (janitors) and monitaes
their performance. Maintains accurate records of 12 wark hoirs-and evafuates their performance of clerica! and
Janitorial duties. Provide IPs with OJT and weelkly [{PP training.

75% Maintain and update supervisory files. Requiest {ST print-cut for perfarmance reports. Submit manthly office
supply request. Keep updated gate clearances, maintain charts; arrange for replacement or repair of office
eqguipmient. Submit key and lock requests, phone requests, order forms from printing, keep recards of taol
control and fire safety. Review and submit IP pay at the end of each-month, submit FLSA sheets daily to
personnel; type memos; checks calculations on focd orders, submits purchase requisitions in BIS, update budget
tracker spreadsheet. '

15%: Answer telephone and screen calls, take messages.for all-food service facilities, scan and forward of pertinent
informat'io'n'_and-dor:uments,_-_such.as-_jbb_inju_r\,' reports, workers comp ciaims, and purchase orders to apprepriate
staff and departments. Type and submit work orders for all facilities; update tracking logs. Accompany
management team an facility walkthroughs to document area/equipment deficiéncies.

s Influence, change, and strengthen the-.community. Set an example each day through pdsitive and pro-social role modeling,
utilizing dynami'c_ security concepts through observation.and buiiding rapport..

o  Willingness to play a significant role in the collaborative efforts toward rehabilitation and public safaty enhancement,

 Ability to facilitate conversatians as-a coach and menter, engaging in a respectful and understanding manner,

¢ Ability 1o build trust, improve communication, and assist with the transformation of correctional culture,

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

* Consequinces of efror may resultin loss of time and could cause significant delays in program production, Such delays
can result-in inefficient use or misdirection of department resources resufting in the inability to meet efficiency and
timeline goals, and varying degrees of negative financial impacts to the department.

EMPLOYEE'S NAME {Frint) EMPLOYEE'S SIGNATURE DATE
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CALIFORNIA DEPARTMENT OF CORRECTIONS AND REHABILITATION | PROPOSED
POSITION DUTY STATEMENT - General

X { CURRENT

CDCH iNSTITUTION GR HEADQUARTERS PROGRAM POSITION NUMBER {Agency-Unit-Class-Serial) BACE § BER
California Institution for Men 080-261-1139-XXX 1/D
DIVISION / UNIT CLASSIFICATION THTLE.

Otfice Technician (Typing)

WORKING TITLE

Office Technician {Typing)
Personnel Personnel Receptionist.

TIME BASE f £aip wwe L0t

TENURE

P/FT RO4 2 ves (] ta [
LOTATION INCUMBENY EEFECTIVE DATE

Mission

To facilitate the successful reintegration of the:individuals in our care back to their cammunities equipped with the tools to b drug-
free, healthy, and employatile members of society hy 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 r'ehabilitative and restorative justice programs.

Commitment

CDCR and CCHCS are tcommitted to transforming the correctional fandscape to create s_afer, more professional, and more fulfilling
‘environments for ocur employees, the iricarcerated populatior, and those supervised in our communities. Through systemwide
impravements grounded in proven-and emerging practices, we aim to strengthen rehabilitation, enhance workpiace satisfaction,
and-support successful reentry into the community through our institutions, parole, and tommuinity partnerships. Dur shared
mission i_s.t'q-promote'5afetv,_weli'nes_s, and human dignity while fostering positive change for all those who live and wark within our
institutions and communities.

CDCR and CCHCS are committed to buildirig 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 Depariment.

I3

's position

‘Personnel certifies and processes. payroll transactions, benefits, hiring and recruitment and coordinates the institution
controfl pracesses-as well as develops, recomimerids, and implements policy and procedure formanagement.

Under the direct supervision of the Personnel Supervisor fi, the Office Technician (T} acts as the Receptionist for the Personnel
Department and provides. clerical support for the Personne! Office staff. Performs all refated clerical tasks and other duties as
required. Duties include work within the BIS Tinte & Shift Program. The Custody Timekeepers provide break and Lunch coverage,
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£0% Answer all incoming calls from the public, other State departments, Agencies and CiM Staff. Refers or redirects
incoming't_'elephone_.ca_lls_._and takes messages as nacessary. ‘Attends.to staff at the front counter by answering
general personnel questions, providing infarmation sbout Heaith, Dental, Vision, FLEX-Elect and other employee
Benefits, Assists staffin the general. completion of the necessary forms for-enroliment and/ar cancellation,
Hands out written information, booklets and pamphlets; Directs technical)'complex employee inguiries to
appropriate Personnel Staff. Provide Official Personnal File (OPF) to employee, or authorized representative,
ensure disclosure log is completed and remain Fresent during the OPF review.

259 Maintains the security and confidentiality of sensitive information in the Receptionist area is not compromised,
Maintain and update the personnel office employee roster-on fine with evéry employee’s emergency contatt
information. Process State issued Identificaticn Cards for emplayees, retirees’, volunteers and contractors

15% Respansible for duplicating and mai_n_ta'i'ning an adequate supply of employee information packages for new
hires, intermittent employees {PIES), transferand new supervisory empioyees. Coordinates new hire
tnformation with Specialist-to ensure all required documentation is completed.

5% Responsible for ordering, restocking.and maintaining inventory control of forms, office supplies and special
equipment for the Personnel Office. Aiso prepares the monthly warehouse supply requests and/or process
order requests from outside vendors for supplies not carried in the CIM warehouse in accordance with
purchasing guidelines. Picks up 598s from designated areas in Facilitics as necessary.

5%_ Assists in contacting other agencies to request necessary documents,

5% Assist in the maintenance of the OPF. Filirig of documenits and forms into OPF, as directed. Creates copies of
OPF as directed. Pick-up mail from the CiM Maiiroom, opens, date stamps, sorts and distributes all incoming
mail for the Personnel Office. Process all putgoing mail and create GLS fabels and Certified Mail. Makes special
deliveries as required..

5% Participates in In-Service Training (IST) and afl required mandated training. Performs other duties as assigned.

e Influence, change, and strengthen the commiunity.. Set an example each day through positive and pra-social role raodeling,
utilizing dynamic security concepts thraugh observation and building rapport.

= Willingness to play a significant roie in _the coilaborative efforts-toward rehabilitation-and public safety enhancement.

o Ahility to-faciIita’te:conversations as a-coach and mentor, engaging in a respectiul and understanding manner.

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

. C_DCR does not recognize hostages for bargaining purposes. COCR has a "NO HOSTAGE" policy, and all incarcerated peopie,
visitors, non-employees, and employeeas shall be made aware of this.

» Consequences of error may resultin loss of time and could cause significarit delays in program production. Such delays
can fesult 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.
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