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CLASHFICATION THLE T T GERICE/BRANCHISEETION

Gtfice Technician {Typing) [RES / Struchure Canstruction

WORKING TITLE 7 : POSITION HUMBER " BFFECTIVE DATE
Offica Technician (Typing) 558-511-1139-003 Dof2 12015

As B valued member of the Caltrang fsam, you make i yassgble for the Deparfment to provide a safe, sustainable, .
integrated, and efficient transporiation system to enhance California’s economy and livability. Caltrans is a performance- - o
driven, transparent, and gccountable organization that values s people, resgurces and partners and meets new
challenges threugh leadership. innovation and teamwork. . ; ;

GENERAL STATEMENT:

Under the general supervision of a Principal Bridye Enginger, this is the advanced journey level, which regularly parforms
a variety of the mest dificult duties and is expected fo consistently exercise a high degres of initlative, indepentatice and
originality in paerforming assigned tasks. ‘This position also acts as the first line contact for departmental managers, local
government agencies, other State dapartments, privale industry, general public and FHWA staff. The tuly statement for -
the Office Technician (Typing) inthe Division of Engineering Services, Siructure Construction is as follows:

NCAL DUTIES:

Pereentage Job Désoriplion
Essantial (E)iMarginal a7 )
309, E Using a personat computer prepares repopris, technical manual revisions, memos.and general

correspendence, including ediing and procireading docurments for grammar, spelling, and clarity
for-gignature, Copies and distributes metsrials and documents. Maintaing & tracking system to
ensure appropriate briefing documends, vortespondence, related materdals and work asstgnmants
are acted upon ih & timely manner,

30% B Answer, screen, and direct 2 wide variety of {elephone calls, emails and mail for the Strutture
Construction Headguarters unit. Provids information to caliers based on knowledge of
departmental poiicies. Develop and maintain an prganized confidential and adminisiration filing
system and determing the record retention for various documents. Scan documents, meke coples,
send faxes, and attend stafl meetings as required

0%, E Prepare and edit travel reimbursement forms and reparts forthe Office Chief, Branch Chisfs, and
other Structure Congtruction staff. Make ravel arrangements, including flight, hiotel, and rerital tar
reservations for Strusture Construclion management and Headquarters staff, Serves as
subdivisicn expert ortravel. Resarve conference rooms for and coordinate meetings on bahaff of
the Offi ce Cihlef Branch Chiefs, and ‘Structure Construction si:aff Serve as itaiscm for SC HCI with

e i =110 r:je.iwer {opged trave! docume_nts t{:a}-\ccount;ng lndependenﬂy refrieven s‘:h@ckﬁ payrczll and
' overtime chacks frem Accounting, log checks into the database, and mail them fo the appropriate
employes(s). Resaarch and resclve any sensitive andfor confidential pay disgrapancies and
Inquirtes regarding the stetus of ravel expense compensation,

10% E Provide assistancs to the support staff in the Structure Gonstruction when iarge mailings to field,
personnel are being sentout including payroll for approximatety 500 employees, overtime and
travet expense claim checks, weekly maflings and special mallings. Provides clerical support to
subdivision training and rofation activities. Assistin preparing for lerge mestings. Assist in
processing fraining requiests, which includss registering employees inte classes, tfraining form
preparation, date enfry, and follow-up 6n attendance and evaluations.

TESSENTIAL FUMCTIONS arethe core dutles of the posific that cannot be remssigned;
MARGINAL FUNCTIONS arethe minortasks of the position that can be assigned ie others,

SUPERVISION OR GUIDANGE EXERCISED OVER OTHERS
MNone.

KNOWLEDGE, ABILITIES, AND ANALYTICAL REGUIREMENTS
Ivhust bave comprehensive knowledge:of motiarh office methods, supplies and equipment, business Engﬁ&h ar}c‘i

ADA Nofi For Incividuals with sonsery disabiilies, ihis dénumeni ia avatetie in alte-rnaie formats.  For infurmation, call {(916) 445-1233,
GER gy 711, of witle jo Recerds and Fonns Managemast, 1120'N Streel, MB-20, Sacramento, CA 95314,
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gorrespondence, and principles of effective training. Tncumbent mist be alie 1o péffort difficult cierical work incliding
ability to read and write English at-a leve! required o prepere correspondence independently; possess & wide knowledge
- ofvocabulary, grammar, ard speling: make arlthmetical computations; operate varkus office machines, follow oral ang
written direction; compose clear and comprehensive reports, maintein complex records; meet.and deal tactfully with the
public; evaluate situations accurately and take effective action; appiy specific rules and depanmental policies and
- procedures; communicate effectively, provide functional glidance; and type at a speed of not iess than 40 words per

minuie as demonstraied by certification issued by the California State Personngl Board. Must have the ability to establish N

and maintain friendly and cooperative relations with those contacted in the cotirse of the work and to communicate
-effattivaly.

RESPONSIBILITY FOR DECISIONS AND CONMSEQUENCES OF ERROR
This position is highly sensitive due fo the level of contacts. ‘Consequence of error in decisions will affest the smooth
operation of Structure Construstion. Inaccurate reports, memos and correspondance can cause delayed mail delivery of
criticad job-specific mall to field offices and can affect Travel Expense Claim checks if Accourting does not receive the
docurnents i a timely manner.

PUBLIC AND INTERNAL CONTACTS

Contact with bridge engineers,- other Caltrans staff, local and state agencles, and private vendors are necessary irthe
parformarice of the job.

PHYSICAL, MENTAL, AND EMOTIONAL REGUIREMENTS

The position requires the liffing and sorting of mail, sitting at a desk and typing on & computer, answering telephone calls,

copying and distributing torrespendence. This position reyuires developing and mairitaining cooperative working
relationships, responding apprepriately-to difficult situstions, and recognizing the appropriate personnel to respond to
meuiries.

“WORK ENVIRONMENT
Employes will work in.a dimate-controlled offfce under aitificlal fghting,

| have read, .understand end can perform the duiies listed aoove. (if you belleve you may require reasonable
accommodation, please discuss this with your hiring supervisor. I you are unsure whethar you reguire reasonzble
accemmodation, inform the hiring supervisor 'who will ¢isouss your concermns with the Reasonable Accommodation

-~ Goordirator:) e R

EMPLOYEE (Prind)

EMPLOYEE {Signature} DATE

t ave discussed the dutles with, and provided a copy of this duty-staterment 1o the employes named above,

SUPERVISOR (Printy

BUPERVISOR (Signature) DATE




