
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:

Vacant

PROPOSED



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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	box18PS373PG1: Off
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	ssup21PS373PG1: 
	number22PS373PG1: 
	lead23PS373PG1: 
	mission24PS373PG1: The purpose of the Human Resource Services Branch (HRSB) is to enhance organizational performance, including productivity and quality, to meet the California Department of Social Services (CDSS) Mission.  The Branch is aligned with and supports the objectives and mission of CDSS by providing a centralized umbrella and consistent approach for professional staff development processes and hires.  This team of professionals aspires to provide development activities and processes that not only enhance performance but quality of life as well.  All of this is achieved while striving for continuous improvement, customer satisfaction and significant contributions for organizational success.
	concept25PS373PG2: 
Under the supervision of the Staff Services Manager II, Risk Management Section Chief, the Office Technician (T) provides administrative support to the Risk Management Section as required.  Typical duties includes documenting incoming confidential cases/requests and providing them to the assigned analyst; processing incoming mail; maintaining three shared email in-boxes; monitoring and tracking document logs; database input; maintaining calendars; and other time sensitive support services.  This position requires excellent attendance and the ability to work with multiple priorities, consistently meet deadlines, and provides excellent customer service.
	responsibilities26PS373PG2: 40%  Provides administrative support services to the Risk Management Section which is responsible for three    
         Department-wide programs including: Workers' Compensation, Reasonable Accommodation, and Family    
         Medical Leave. The employee processes all incoming cases and requests for the Workers' Compensation Unit 
         (WCU) and Reasonable Accommodation Unit (RAU) by reviewing the documents,scanning them, inputting them 
         into the database or tracking log, request missing information or forms and providing the case/request to the 
         assigned analyst. Responsible for formatting and processing memos, and other official 
         correspondence. 

30%  Schedules appointments, maintains calendars, processes sensitive and confidential material, 
         including processing subpoenas. Responsible for all mail related duties including: processing and distributing 
         incoming mail and all certified mail for the section.  Responsible for reviewing and maintaining the section 
         email in-boxes, databases, and tracking logs. Serves as the RAU representative for accommodation installations 
         conducted at headquarters. Responsible for transferring cases between WCU and RAU as assigned. 

20% Provides administrative support for all purchasing processes for the RMS, including obtaining quotes and 
        drafting requisitions forms, processing service orders, processing/reconciling invoices and serving as the
        FiSCAL administrator for the section. Responsible for ensuring the Records Retention Policy is maintained 
        including: accurate and complete documentation, appropriate on-site and off-site storage, and confidential 
        destruction in compliance with the the retention policy. Responsible for ordering supplies as requested for the 
        section.

5%   Serves as the HR liaison and on-boarding coordinator for the section. Responsible for processing all HR required 
        forms, including but not limited to RPA packages, training forms, and benefit forms. Ensure all new employee 
        workstations are properly equipped, telephone and computer service orders are processed prior to first day; and 
        all new employee and separating employee forms, policies and checklists are completed correctly and timely. 
        Maintain inventory of surplus equipment items and physical storage space.

5%   Other duties as assigned.





	supervision27PS373PG3: The incumbent is required to utilize his/her initiative and resourcefulness in completing assignments.  The incumbent must also exercise considerable independent judgment and sensitivity in all areas of work responsibilities.
	administrative28PS373PG3: None.
	personal29PS373PG3: The Office Technician will have daily contact with all levels of Departmental employees and management; including executives; as well as representatives from other state or control agencies.
	actions30PS373PG3: Failure to use good judgment in handling sensitive and confidential materials could result in information being released to unauthorized persons in violation of the Government Code.  This can cause risk to the Department and delays in the processing of branch documents. 
	other31PS373PG3: The Office Technician must have excellent interpersonal communication skills and organizational skills; must be flexible and work well under pressure, and must be dependable and maintain regular attendance in the office.  The work schedule for this position is Monday through Friday, 8:00 a.m. to 5:00 p.m. 



