California Department of Education
4 Human Resources Division XICURRENT
HRD-002 (REV 04/2023) [JPROPOSED
DUTY STATEMENT PRLOG #

CIVIL SERVICE CLASSIFICATION WORKING TITLE
Office Technician (Typing) Office Technician (Typing)
BRANCH DIVISION OFFICE
State Special Schools Services Div California School for the Deaf, River Human Resources
CBID WWG | PCN POSITION NUMBER | SPECIFIC LOCATION (CITY)
R04 2 205-010-1139-802 Riverside
PROBATIONARY PERIOD | TENURE TIME BASE BILINGUAL POSITION
|12 Months | Permament Full-Time |No ‘
TELEWORK OPTION SAFETY SENSITIVE POSITION CONFLICT OF INTEREST CLASSIFICATION
INot eligible for Telework | |No ‘ |No ‘

DIRECTION STATEMENT AND GENERAL DESCRIPTION OF DUTIES

Under the general supervision of the Staff Services Manager | (Human Resources Director), in the Human Resources
Department at the California School for the Deaf — Riverside, the Office Technician, Typing duties as the Human
Resources Department receptionist is to assist and direct staff to the appropriate HR team member while exercising a
high degree of customer service. The Office Technician, Typing, is responsible for work associated with personnel
transactions, benefits, clerical procedures and independently performing duties assigned by the Human Resources
Director. This position provides clerical services in support of the Human Resources Unit, which serves approximately
385 employees.

CONDUCT, ATTENDANCE, AND PERFORMANCE EXPECTATIONS

All employees are expected to work cooperatively with others, maintain regular, consistent, predictable attendance, and
possess integrity, initiative, dependability and good judgment.

SUPERVISION BY

The Office Technician (Typing) reports directly to the Staff Services Manager | in the Human Resources Department.

SUPERVISORY RESPONSIBILITIES

The Office Technician (Typing) does not supervise any staff.

WORKING CONDITIONS AND PHYSICAL REQUIREMENTS

Works in a temperature-controlled office with artificial light. Position is primarily sedentary for extended periods of time.
Requires use of a personal computer and other standard office equipment. Occasional reaching above shoulder level,
occasional bending/stooping, and occasional lifting up to five (5) pounds. Ability to communicate effectively with internal/
external customers.
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|[ESSENTIAL/NON-ESSENTIAL FUNCTIONS

Relative % of Time Required: |40% [X]Essential Function

Duties Performed

[ ]Non-Essential Function

Use a desktop computer to edit and format written documents, including memos, letters, update manuals for human
resources, prepare agendas, create flyer's and memos, review documents for format, grammar, spelling, and content
consistent with basic policy. Assist Human Resources Director with typing and clerical duties as needed, including

sensitive employee pay issues. Compose and maintain logs to verify completion of various mandatory trainings and
required documents.

Relative % of Time Required: |40% [X]Essential Function

Duties Performed

[ ]JNon-Essential Function

Assist with daily mail processing for Human Resources, update exam/job bulletins, clear expired job announcements,
schedule fingerprint appointments, fingerprinting and updating staff, volunteer and intern fingerprint logs, preparing new
employee files, operate general office equipment, such as a fax, copier, scanner, etc., maintain and order general office
supplies for Human Resources, print all Staff ID Cards, print and distribute Leave Activity Balances to all departments,
collect and review timesheets for completeness, print and distribute Staff Data Verification Sheets annually, distribute all

HR mail, file forms and documents into staff Official Personnel Files, purge files and old documents as needed, update
all HR forms and manuals.

Relative % of Time Required: |15% [X]Essential Function

Duties Performed

[ ]Non-Essential Function

Assist with health, dental, vision and COBRA letters, coordinate benefit fair, responsible for SSSB (EDD UI Claims)
documents, distribute employees ID cards and maintain school wide ID log. Communicate with SSSB/EDD for claimant

audits, respond to all Human Resources calls and emails, provide information and various HR forms as needed, provide
coverage for front administration receptionist.
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Relative % of Time Required: |5%

[ JEssential Function

Duties Performed

[ JNon-Essential Function

Other duties and special projects as assigned.

Relative % of Time Required:

[ JEssential Function

Duties Performed

[ JNon-Essential Function

Relative % of Time Required:

Duties Performed

[ JEssential Function

[ JNon-Essential Function
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SPECIAL/ADDITIONAL REQUIREMENTS AND DESIRABLE QUALIFICATIONS

Must work independently exercising good judgment.

By signing this duty statement, the employee understands and adheres to all policies and
procedures related to Mandated Reporting of Suspected Child Abuse and Dependent Adult Abuse.

PERSONAL CONTACTS

The incumbent will have contact with all levels of staff, students, parents, and external agencies.

EMPLOYEE ACKNOWLEDGEMENT

| have read and understand the duties and requirements listed above, and | am able to perform these duties with or
without an accommodation. (If you believe an accommodation may be necessary, or if unsure of a need for an
accommodation, inform the hiring supervisor or the Accommodations Coordinator at Accommodations@cde.ca.gov.)

EMPLOYEE NAME

EMPLOYEE SIGNATURE

DATE

MANAGER/SUPERVISOR ACKNOWLEDGEMENT

| certify this duty statement represents a current and accurate description of the essential functions of the position. | have
discussed the duties of this position with the employee and provided the employee a copy of this duty statement.

MANAGER/SUPERVISOR NAME

MANAGER/SUPERVISOR SIGNATURE

DATE

HRD C&P ANALYST

HRD APPROVAL DATE | EFFECTIVE DATE DATE UPLOADED

This form will be kept in the employee's Official Personnel File.

Original - Classifications & Pay Office

Copies - Employee and Supervisor




California Department of Education Human Resources Division HRD-002 (REV 04/2023)
DUTY STATEMENT
HRD-002 Page 2 of 4
ESSENTIAL/NON-ESSENTIAL FUNCTIONS
Essential/Non-Essential Functions 1
Essential/Non-Essential Functions 2
Essential/Non-Essential Functions 3
HRD-002 Page 3 of 4
Essential/Non-Essential Functions 4
Essential/Non-Essential Functions 5
Essential/Non-Essential Functions 6
HRD-002 Page 4 of 4
EMPLOYEE ACKNOWLEDGEMENT
I have read and understand the duties and requirements listed above, and I am able to perform these duties with or without an accommodation. (If you believe an accommodation may be necessary, or if unsure of a need for an accommodation, inform the hiring supervisor or the Accommodations Coordinator at Accommodations@cde.ca.gov.) 
MANAGER/SUPERVISOR ACKNOWLEDGEMENT
I certify this duty statement represents a current and accurate description of the essential functions of the position. I have discussed the duties of this position with the employee and provided the employee a copy of this duty statement.
This form will be kept in the employee's Official Personnel File.
Original - Classifications & Pay Office
Copies - Employee and Supervisor
11.0.0.20130303.1.892433.887364
1
1
1
1
	CDESeal: 
	: 
	PRLogNum: 
	Classifications: Office Technician (Typing)
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	Branch: State Special Schools Services Div
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	Office: Human Resources
	CBID: R04
	WWG: 2
	PCN: 
	PositionNumber: 205-010-1139-802
	City: Riverside
	Probation: 12 Months
	Tenure: Permament
	TimeBase: Full-Time
	Bilingual: No
	Telework: Not eligible for Telework
	SafetySensitive: No
	ConflictofInterest: No
	GeneralDuties: Under the general supervision of the Staff Services Manager I (Human Resources Director), in the Human Resources Department at the California School for the Deaf – Riverside, the Office Technician, Typing duties as the Human Resources Department receptionist is to assist and direct staff to the appropriate HR team member while exercising a high degree of customer service.  The Office Technician, Typing, is responsible for work associated with personnel transactions, benefits, clerical procedures and independently performing duties assigned by the Human Resources Director. This position provides clerical services in support of the Human Resources Unit, which serves approximately 385 employees.
	ConductExp: All employees are expected to work cooperatively with others, maintain regular, consistent, predictable attendance, and possess integrity, initiative, dependability and good judgment.
	SupervisorRec: The Office Technician (Typing) reports directly to the Staff Services Manager I in the Human Resources Department.
	SupervisorEx: The Office Technician (Typing) does not supervise any staff.
	WorkingConditions: Works in a temperature-controlled office with artificial light. Position is primarily sedentary for extended periods of time.  Requires use of a personal computer and other standard office equipment. Occasional reaching above shoulder level, occasional bending/stooping, and occasional lifting up to five (5) pounds. Ability to communicate effectively with internal/external customers.
	TimeRequired1: 40%
	Duties1: Use a desktop computer to edit and format written documents, including memos, letters, update manuals for human resources, prepare agendas, create flyer's and memos, review documents for format, grammar, spelling, and content consistent with basic policy. Assist Human Resources Director with typing and clerical duties as needed, including sensitive employee pay issues.  Compose and maintain logs to verify completion of various mandatory trainings and required documents.  
	TimeRequired2: 40%
	Duties2: Assist with daily mail processing for Human Resources, update exam/job bulletins, clear expired job announcements, schedule fingerprint appointments, fingerprinting and updating staff, volunteer and intern fingerprint logs, preparing new employee files, operate general office equipment, such as a fax, copier, scanner, etc., maintain and order general office supplies for Human Resources, print all Staff ID Cards, print and distribute Leave Activity Balances to all departments, collect and review timesheets for completeness, print and distribute Staff Data Verification Sheets annually, distribute all HR mail, file forms and documents into staff Official Personnel Files, purge files and old documents as needed, update all HR forms and manuals.
	TimeRequired3: 15%
	Duties3: Assist with health, dental, vision and COBRA letters, coordinate benefit fair, responsible for SSSB (EDD UI Claims) documents, distribute employees ID cards and maintain school wide ID log.  Communicate with SSSB/EDD for claimant audits, respond to all Human Resources calls and emails, provide information and various HR forms as needed, provide coverage for front administration receptionist.
	TimeRequired4: 5%
	Duties4: Other duties and special projects as assigned.
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	AdditionalReq: Must work independently exercising good judgment.
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