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	State of California

Department of Corrections and Rehabilitation

Correctional Policy Research and Internal Oversight

Peace Officer Selection and Employee Development

Office of Training and Professional Development

	Duty Statement
Rev. 08/2021

	Incumbent:  
	Location:  Advanced Learning Institute, Sacramento


	Position Title: Office Technician 
	Classification: Office Technician 


	Position Number (s):  048-109-1139-003, 004
	Supervised By:  Staff Services Manager I



Under the general direction of the Staff Services Manager I, the Office Technician (OT) regularly performs a variety of the most difficult duties and is expected to consistently exercise a high degree of initiative, independence, and originality in performing assigned functions for the Advanced Learning Institute (ALI). The OT will operate congruently with organizational culture, values, and vision.  The OT will support and promote a positive work environment and productive relationships with all staff and stakeholders of the California Department of Corrections and Rehabilitation (CDCR) in an ethical and professional manner.  Clerical and organizational duties for this position include, but are not limited to:
	35%


	Using Microsoft Excel, Outlook, and Word programs, type letters and memorandums; maintain and track ALI calendar of training offered by the Department.  Ensure training room availability by scheduling room accommodations in advance via telephone or email communication.  Answer inquiries by telephone, email, or in person and maintain a contact log.  Follow up and provide information to training coordinators, contracted trainers, participants, and the public regarding trainings offered.  Complete inventory of all training classrooms and prepare classroom-set-up.  Conduct inventory checks of trainers travel cases, daily inventory checks, vehicle log verifications, and gun safes. Compose, send, and receive correspondence and email; review documents for grammar and punctuation editing as necessary. Handle confidential correspondence on staff i.e. workplace and contact information.
 

	30%
	Prepare new employee computer set-up, SOMS Request Forms, Access Card Requests, and space preparation.  Maintain tracking documents of equipment inventory lists, telephone rosters, and route slips to include new staff and removal of transferred staff from ALI.  Create and track remedy tickets and inquiries that require EIS assistance.  Troubleshoot, track, and monitor all audio and visual problems that may occur during training classes and contact appropriate units for assistance.  Responsible as the primary contact with the front reception desk/window, Property Management, and FPCM.  Maintain and track all work orders, office supplies, and purchases.


	25%


	Using CDCR business systems and MS Outlook compile attendance records and manage record keeping of the Training Class Books, Training Participation Sign In Sheets (CDCR 844), and certificates of completion for Basic and Advanced Supervision, Managerial Training, Sergeant and Lieutenant Academies, Advanced Trainer for Trainer (T4T) and T4T classes, and other trainings offered by the Department.  Responsible to track class book closure, scan 844s, and certificates to IST coordinators to include confirmation email. Maintain the ALI calendar to schedule for meetings, training sessions, and conferences. Prepare and distribute classroom schedules to appropriate staff for upcoming events every Friday. Assist with distribution and collection of evaluations of scheduled trainings.  Propose and provide questionnaires to instructors, presenters, participants, and departmental staff.



	10%


	Other job related duties as assigned. Minimal travel to the Office of Training and Professional Development, Headquarters, or other locations may be required. 


	SUPERVISOR’S STATEMENT:  I 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 or relief, to equalize peak work periods or otherwise balance the workload.

	EMPLOYEE’S NAME (Print)



	EMPLOYEE’S SIGNATURE


	DATE





