
STATE OF CALIFORNIA- DEPARTMENT OF GENERAL SERVICES 

DUTY STATEMENT-ADMINISTRATION 

DGS OHR 907A (Rev. 08/2021) 

RPA NUMBER 

21099 
UNIT NAME 

Junipero Serra Management Unit 
SCHEDULE (DAYS/ HOURS) 

Monday - Friday; 8:00am - 5:00pm 
CLASS TITLE 

Office Technician (Typing) 
PROPOSED INCUMBENT (IF KNOWN) 

DGS OFFICE or CLIENT AGENCY 

Facilities Management Division (FMD) 
REPORTING LOCATION 

320 W 4th Street, Los Angeles, CA 90013 
POSITION NUMBER 

308-560-1139-002
WORKING TITLE 

EFFECTIVE DATE 

I
CBID 

R04 

D Current

[Z] Proposed

CORE VALUES / MISSION [Z] Rank and File D Supervisor D Specialist D Office of Administrative Hearings D Client Agency

The Department of General Services (DGS) Core Values and Employee Expectations are key to the success of the 
Department's Mission. That mission is to "Deliver results by providing timely, cost-effective services and products 
that support our customers." DGS employees are to adhere to the Core Values and Employee Expectations, and to 
perform their duties in a way that exhibits and promotes those values and expectations. 

POSITION CONCEPT 

Under the general direction of the Office Building Manager Ill (OBM Ill), the Office Technician (Typing) 
independently performs as the clerical support staff for the Junipero Serra Management Unit in accordance with 
the Department of General Services (DGS) internal policies and procedures. 

SPECIAL REQUIREMENTS [Z] Conflict of Interest D Medical Evaluation D Background Evaluation D Background Evaluation FTB [Z] Office Technician (Typing) 

Conflict of Interest 
This position is designated under the Conflict of Interest Code. The position is responsible for making or 
participating in the making of governmental decisions that may potentially have a material effect on personal 
financial interests. The appointee is required to complete Form 700 within 30 days of appointment.  

 

Office Technician (Typing) 
Ability to type at a speed of not less than 40 words per minute from ordinary manuscript or printed or typewritten 
material. 

ESSENTIAL FUNCTIONS 

PERCENTAGE 

30% 

25% 

DESCRIPTION 

Attendance Clerk 

Serves as the Attendance Clerk for FMD/LA Metro, in coordination with the Office of Human 
Resources (OHR) by assisting staff with the completion and submission of timesheets, Statement of 
Economic Interests (Form 700), benefit enrollment and changes pertaining to appointments, 
separations, transfers and retirements, entering personnel related information into the Activity 
Based Management System, resolving timesheet issues, and distributing pay warrants, utilizing in 
the Project Accounting & Leave system, the DGS Attendance Clerk Manual, applicable Bargaining 
Unit Agreements, and in accordance with California Department of Human Resources and State 
Personnel Board rules and regulations, in order to report accurate time accounting and submit 
correct benefit packages to OHR, to ensure accurate and timely submittal of payroll and benefit 
information is conveyed to the Personnel Specialist in OHR in compliance with state requirements. 

Clerical Support 

Independently provides a variety of the most difficult clerical support duties for FMD/LA Metro by 
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