STATE OF CALIFORNIA DEPARTMENT OF TRANSFORTATION
POSITION DUTY STATEMENT

FM-0924 (REV 7/2014)

CLASSIFICATION TITLE

OFFICE/BRANCH/SECTION

Office Technician (Typing) Admin/Equal Employment Opportunity Program. (EEQP)
WORKING TITLE POSITION NUMBER EFFECTIVE DATE
Office Technician (Typing) 702-040-1139-%XX% February 2015

As a valued member of the Caltrans team, you make it possible for the Department to provide a safe, sustalnable,
integrated, and efficlent transportation system to enhance California’s economy and livability. Caltronsis a
performance-driven, transparent, and accountable organization that values its peopls, resources and parstners, and
meets new challenges through leadership, iInnovation and teamwork,

GENERAL STATEMENT:

Under the direct supsrvision of the Staff Services Manager (88M) |, Equal Employment Opportunity Program (EEQR),
and the functional guidance of the Staff Services Manager (SSMj |, Discrimination Complaint Investigation Unit
(DCIU), the Incumbent will perform a variety of genere! office duties within the Equal Employment Opportunily
Program (EEQP)/Discrimination Complaint Investigation Unit (DCIUY, The QT will be flexible In accommodating
changing workload prioritles as nesded to assist areas within EEQP/DCIU. The OT demonstrates a positive attitude
and a commitment 1o provide quality service that is acourete, timely and exceeds our customers’ expectations. Duties

Include;

TYPICAL DUTIES:

Peroentages L
Essential {B) Marginal (M) Job Deseription

50% (E}

40% (E)

Based on departmental needs, performs dutles eluding, but not limited
to. recalving, screening and directing incoming phone calls for
EEOP/DCIV; responding o a wide variety of confidential Inguirles;
providing typed documentation for verification of interviews, complaints,
findings, etc. The Incumbent will perform general office duties such as
filing, ordering supplles and distributing mall. Assist in the preparation of
DCHJ case files. Provides mssistance scheduling mestings for DCIU
cases, Pulls and prepares confidentlal documents for DCIU cases for
investigators, legal offices, and other internal and external partners,
Ensures docurment fles are maintained aoeording to the department's
retention schedule, Prepare EEQ related correspondence. Ensure propar
case file maintenance and perform data entry.

Asslats EECP Analysts with typing and creating documents. Asslists

EEOQP Analysts with preparing for and conducting trainings. Creates and

updates Excel spreadsheets and Word/PDF documents, Assists EEQOP
Analysts in schedulhg meetings, reserving conference rooms and
audio/visual equipment; electronically and in person, Greets staff from
other offices, agencies and visitors. Escorts guests to appelntments,
interviews, or meetings,

ADA Notice: ror Individuals with sangsry disabilities, this doeument Is avallable in alternate formats. For Infermatien call (916} G54-G410
or TDD [916) 854-3880 or wrlte Racords and Forms Monngement, 1120 N Strest, M5-88, Sacramente, CA 95814,
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10% (M) Provides backup to other staff in EEOP/DCIU as needed

4
ESSENTIAL FUNCTIONS are the core dutlas of the positlon that cannot be reassigned.
MARGINAL FUNCTIONS are the minor tasks of the posltion thet tan be asslgned o others,

SUPERVISION OR GUIDANCE EXERCISED OVER OTHERS

Incumbent does net superviee staff,

KNOWLEDGE, ABILITIES AND ANALYTICAL REQUIREMENTS

The incumbent must ke able 1o use a word processing system such as Word, to writs, review and adit reports, letiers,
memorahdums and policy statements for grammar and formatting. The incumbent must have a basic understanding of a
personal computer and the abllity to learmn and operate new software and database programs including but not limited to Word
Excel, Adobe, Outlock and PowerPoint. Must have the abiiity to type 40 words per minute,

Incumbent must be able to take action independently, managé a varied worklead and set priorities. Must be able to work
closely and effectively with others and be able to communicate effectively, both orally and in writing. Must possess good
organizational skills, knowladge, and practice of telephona revaption technigues,

Incumbent must have a positive attitude and be a team player. The Incumbent must be comfortable aesisting with training
courses, purchasing, and ocoasional travel when necessary for tralning andfor mestings.

RESPONSIBILITY FOR DECISIONS AND CONSEQUENGES OF ERROR

The consequence of an erroneous action or recommendation based on an inaccurate analysie or investigation could
result In an employee being inappropriately accused of a discriminatory activity and subsequent dismissal as well as
possible {itigation. The incumbent will make no Independent recommendations for action to be taken by the Division
Chief, District Directors, or Deputy Directors reguesting consuitation or an investigation, An error in judgment as o
what should be obtained and reported during an Investigation or EEO related analysis could result in adverse legal
aclion against the Stats, Caltrans, and the Discrimination Complaint Investigation Unlt, loss of funding revenus,
lsgislative sanctions, betrayal of public trust, and embarrassment to the Departmant,

Respensible for complying with the Information Practices Act (IPA), Civil Code section 1798, &t seq., by protecting
departmental employees' confidential informaticn, inoluding, but not fimited to, social securlty numbers, medical or
gmployment history, education, financial transactions, or similar information.  Failure to protect departmental
employee's confidential information may damage EEQP's reputaticn as a cenfidential organization and result In
employee grievances or lawsuits. Intentional viclation of this Act  may cause disciplinary action, up to and including
termination of employment,

v

ADA Notice: For Individuals with sensory disabilities, thls depument 1s avallable In altermate formats, For information call [916) 654-6410
or TOD (916} 654-38B0 or write Records and Forms Managament, 1120 N Strogt, M5-89, Satramento, CA 85814,
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PUBLIC AND INTERNAL CONTACTS

The Incumbent has daily contact with EEQP/DCIU staff, the public, vigltors, management, and other perscnnsl
throughout Calirans and other agencies. The Incumbent must mainiain @ good working relationship with all
customers, internal and external. The incumbent must werk with others in & cooperative and professional manner.
The incumbent must be able t¢ treat parsonnel at all levels within the Department with tact and respect,

PHYSICAL, MENTAL, AND EMOTIONAL REQUIREMENTS

Employse may be required to sit for long periods of time using a keybeard and video display terminal. Employee must
respond appropriately to situations, Employea may need f¢ bend, stoop, and kneel. Empioyee must be able to organize
volumes of varied dosuments. Employves must be able fo muin»task and prioritlze work,

Physical requirements may subject incumbent to oocasnonal bending, stooplng, and kneeling. Incumbent must have ability fo
work on a keyboard, with a video display terminal and may be required to sit and/or stand for long periods of ime. Incumbent
may be reguired to rearrange training room furniture to properly set up for training classes.

Requirss the abllity to develop and maintain cooperatlve working ralatlonships. Must have the ability to multi-task, adapt t
changes in pricrities, and complete tasks with short natioe, Must be able to organize and pricritize large volumes of varled
documents. Incumbent must be able to deal effectively under pressure, maintaln focus, and infensity even under adverslty

Must be open te change and new information; edapts behawor and work methods In responge to new information,
changing conditions or unexpected obstacles. Must be able to manage a diverse workload and keep manager
apprised of workload status and any items that may impact timely completion. Required to consider and to
appropriately respond to the needs, feelings, and capabilities of differant people and differsnt sltuations; must use
tact and treat others with respect.

WORK ENVIRONMENT

While at the base of operation, the incumbent will work in a climate-controlted office under artificial light. Thers will
be occasional fluctuations in building lemperature. The work gite may have limited viewing access o the outdoors
and the Incumbent may be assigned cubicle space as a hase of operation. The incumbent will periodically
attend meetings and/or tralning outside the office. Working hours will be set somstime betwaen the hours of 8:00
a.m, o 6:00 p.m. . ‘ '

ADA Notlce: ror individuals with sensory disabllitles, this document 1s avellabla In altarnate formats, For Information call {916) 654-6410
ur TOD {916} 654-3880 or writa Records and Ferms Managament, 1120 N Street, MS-89, Sacramanto, CA 55814,
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I have read, understand and can perform the duties listed above, (If you believe you may require reasonable _
accommodation, please discuss this with your hiring supervisor. If you are unsure whether you require reascnable
accommodation, inform the hiring supervisor who will discuss your concerns with the Reasonable Accommodation

Coordinator,)

EMPLOYEE (Print)

EMPLOYEE (Sighature)

Date

T'have discussed the duties with and provided a copy of this duty statement to the employee named

above,

Supervisor (Print)

Supetvisor (Signature)

Date

ADA Notice: Forindividuals with sensery disabilitias, this document Is available In alternate fortmats, For information call [916) 654-6410
or TDD (916) 654-3880 or wrile Records and Formy Managemant, 1320 N Streot, MS-89, Sacramento, CA 95814,




