
SPECIAL REQUIREMENTS OF POSITION (CHECK ALL THAT APPLY):

■■ Designated under Conflict of Interest Code.

■■ Duties require participation in the DMV Pull Notice Program.

■■ Requires repetitive movement of heavy objects.

■■ Performs other duties requiring high physical demand.  (Explain below)

■■ None

■■ Other (Explain below)

STATE OF CALIFORNIA - HEALTH AND HUMAN SERVICES AGENCY CALIFORNIA DEPARTMENT OF SOCIAL SERVICES

State of California - Department of Social Services
DUTY STATEMENT
EMPLOYEE NAME:

CLASSIFICATION:

DIVISION/BRANCH/REGION:  (UNDERLINE ALL THAT APPLY) BUREAU/SECTION/UNIT:  (UNDERLINE ALL THAT APPLY)

SUPERVISOR’S NAME: SUPERVISOR’S CLASS:

POSITION NUMBER:

I certify that this duty statement  represents an accurate
description of the essential functions of this position.

I have read this duty statement and agree that it represents the
duties I am assigned.

SUPERVISOR’S SIGNATURE DATE EMPLOYEE’S SIGNATURE DATE

SUPERVISION EXERCISED (Check one):

■■     None ■■     Supervisor ■■     Lead Person ■■     Team Leader
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FOR SUPERVISORY POSITIONS ONLY:  Indicate the number of positions by classification that this position DIRECTLY supervises.

Total number of positions for which this position is responsible:

FOR LEADPERSONS OR TEAM LEADERS ONLY:  Indicate the number of positions by classification that this position LEADS.

MISSION OF ORGANIZATIONAL UNIT:



CONCEPT OF POSITION:

A.  RESPONSIBILITIES OF POSITION:
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B.  SUPERVISION RECEIVED:

C.  ADMINISTRATIVE RESPONSIBILITY:

D.  PERSONAL CONTACTS:

E.  ACTIONS AND CONSEQUENCES:

F.  OTHER INFORMATION:
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	mission24PS373PG1: It is the mission of the Community Care Licensing Division to promote the health, safety, and quality of life of each person in community care through the administration of an effective collaborative regulatory enforcement system.
	concept25PS373PG2: Under the direct supervision of the Staff Services Manager III (SSMIII), the Office Technician (OT) performs a variety of clerical support tasks for the Bureau Chief, Assistant Bureau Chief, and eight Section Staff Services Managers (SSM I), typing complex and sensitive correspondence, originating correspondence, controlling and logging Bureau information, filing and recalling a wide range of material, coordinating meetings, and maintaining equipment inventories and back up to including coordinating and originating all Personnel related documents .
	responsibilities26PS373PG2: 40%     Provides general clerical support which includes typing correspondence and reports, preparing             correspondence from drafts for controlled letters, preparing acknowledgement letters to exemption             request, responding to routine inquiries, preparing summaries of district activities and other assorted             typing.20%    Maintains inventory of Bureau supplies and equipment.  Prepares orders for supplies and equipment as           necessary.  Operates various types of office equipment (e.g., office automation, calculator, photocopy           machine).  Acts as Equipment Coordinator.10%    Back up to clerical staff responsible for coordinating all Personnel activities for the Bureau, including               anticipating hiring needs, preparing recruitment and hiring paperwork, arranging interviews, maintaining            organization chart, developing advertisements, updating duty statements, acting as Bureau liaison at monthly            division-wide Personnel meeting.10%     Maintains a variety of Bureau controls and logs which include personnel information, staffing information,            Attendance, legal action logs and other assort controls.10%     Maintains a variety of Bureau files which include administrative memos, legal action files, problem facilities             files, and a wide variety of subject area files.  Filing includes manuals such as administrative            manuals, circular letters and procedure handbooks.5%      Arrange/coordinates meetings, make conference room reservations and travel arrangements for the Bureau            staff (and district office staff when necessary), and maintains travel records for the Division office.5%      Other duties as required.
	supervision27PS373PG3: Reports to and is under the direct supervision of the SSM III.
	administrative28PS373PG3: None.
	personal29PS373PG3: The Office Technician has daily contacts with staff in other units of the Division and the Department of Social Services.  There may be telephone contacts with community care providers, community care clients, legislators and their staff, general public, private agencies and member of the press and electronic media.  Calls must be handled tactfully to ensure that good working relations and public relations are maintained.
	actions30PS373PG3: Inadequate services could result in;• A failure to meet the program’s state and Federal mandates• An unfavorable image of the Department• An unfavorable image of the Caregiver Background Check Bureau.
	other31PS373PG3: The OT is subject to fingerprinting and a criminal records check by Department of Justice.


