
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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	Text1PS373APG1: Vacant (Proposed)
	Text2PS373APG1: Office Technician (T)
	Text3PS373APG1: 800-517-1139-001
	Text4PS373APG1: CFSD/Adoption Services Branch
	Text5PS373APG1: Adoption Services Branch
	Text6PS373APG1: Ann Mizoguchi
	Text7PS373APG1: SSM II
	box8PS373APG1: Off
	box9PS373APG1: Off
	box10PS373APG1: Off
	box11PS373APG1: Off
	box12PS373APG1: Off
	box13PS373APG1: Yes
	other14PS373APG1: Fingerprint clearance required.
	date15PS373APG1: 
	date16PS373APG1: 
	box17PS373APG1: Yes
	box18PS373APG1: Off
	box19PS373APG1: Off
	box20PS373APG1: Off
	ssup21PS373APG1: 
	number22PS373APG1: 
	lead23PS373APG1: 
	mission24PS373APG1: Ensure that every child deserves to grow up in a permanent, loving family that will give him or her the best chance of becoming a happy, fulfilled and productive adult.
	concept25PS373APG2: Under the direction of the Staff Services Manager II, the Office Technician (OT) provides clerical support for the Adoptions Services Branch. The duties performed and responsibilities associated with this position require a high level of clerical skills, initiative, independence of action and good judgment.
	responsibilities26PS373APG2: 30% Independently, or with minimal direction, screen, prioritize and refer incoming correspondence from the public, log Governor's requests and submit to the appropriate staff for reply, compose correspondence regarding meeting notices, using Word software and/or other departmentally approved software programs. Proofread and format letters and memorandums, as assigned adhering to the departments policies and guidelines. Provide branch staff with accessibility support as an Accessibility Representative by converting and ensuring documents are in an accessible format to comply with the Americans with Disabilities Act (ADA). Review, amend and finalize outgoing correspondence prepared by staff and check for consistency with administrative policy, as well as format, grammatical construction, adherence to the CDSS Correspondence Manual and ADA Standards, and return for corrections as needed. Maintain a chronological file of incoming and outgoing correspondence. Distribute outgoing correspondence. Communicate information to staff regarding Departmental changes when necessary. Log, route and track documents requiring signature approval. Track and follow-up on documents in the approval process to ensure that established due dates are met. Maintain and organize Branch files and file retention schedule. 

30% Perform the most difficult duties for clerical support and perform other clerical duties as required, such as answering telephones, taking telephone messages and direct calls to staff as appropriate, faxing, scanning, photocopying, general word processing, sort and route incoming mail and other documents, prepare and send outgoing mail, and providing direction to other clerical staff from the regional offices when necessary. Coordinate monthly schedules for Branch Officer of the Day. Prepare agendas for virtual and in person meetings; reserve conference rooms, schedule meetings using departmentally approved software programs such as conference call telephone lines, Webex, and Microsoft Teams and take detailed notes during meetings to provide to responsible management. Maintain Branch Chiefs calendar by scheduling meetings on their behalf. Ensure appropriate documents, supplies, and equipment are available for meetings. Prepare and book travel reservations, complete and submit necessary documentation and process travel reimbursement claims on behalf of the Branch Chief. Provide branch staff with IT support and software support as needed. 

10% Act as Personnel liaison for Branch staff regarding leave requests, personnel matters, and benefits related matters by working directly with the Human Resource Personnel Specialists and maintain confidentiality in submission of forms, documents and personnel actions. Submit quarterly time reports. Oversee the completion of employee onboarding and employee separation documents.  Assists with scheduling interviews, creating interview packets, lead onboarding efforts.

10% Order and maintain office supplies by acting as the Branch P-Card Holder or use the Purchase Order process. Orders and maintains equipment related to technology (computers, cell phones, monitors, etc.) and office supplies for the branch staff. Process requests for staff to gain access to systems and databases and terminate access upon separation. Process service orders for approval and submission to Contracts and Purchasing Bureau. Process invoices for payment.

10% Provide direction, coordination, and support to the Regional Office OT's.

10% Process and input data from guardianship petitions by accessing MAI to determine whether an adoption petition has been filed. 



	supervision27PS373APG3: The OT (T) is directly supervised by the SSM II.
	administrative28PS373APG3: None
	personal29PS373APG3: The OT (T) has daily contact with other departmental and state staff as well as the general public.
	actions30PS373APG3: Failure to use good judgment in handling sensitive and confidential material could result in information being released to unauthorized persons.
	other31PS373APG3: The OT (T) must have good communication skills and be able to work well under pressure as well as providing coverage for Children and Family Services Division Executive Assistant desk when needed. Position is subject to Fingerprint clearance.


