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STATE OF CALIFORNIA -DEPARTMENT OF TRANSPORTATION
POSITION DUTY STATEMENT
PM-0924 (REV 812001 e o
CLASSIFICATION TITLE . DISTRICY/DIVISION/OFFICE/BRANCLV/SECTION
Office Teohnician (Typing) | DO2/Maintenance/Region Administtative Office
WORKING HTLE POSITION NUMBER BEPECTIVE DATS
Field Maintetiaice Liaison : 902-610-1139-XXX 701 14

As o valued member of the Calfrans team, you make it possible for the Department to lmprove the mobility across
California by being fnnovative and flexible; reporting to- work regularly and om time; working vooperatively with feam
members and ofliers; and teeating others fairly, Honestly and with réspect. Your eiforts are bmportant to each member of
the team, as well as those we serve,

GENBRAL STATEMENT
Under the divect supervigion of the Mainfehanos Region's Regional Administrative Officer (RAO) the Office
- Technician/Field Maintenance Liaison is responsible for dealing with personnel issues of average to above aveiage
complexity; to include, but not limited to: data retrieval from various internal and external Department data base
systems and programis; préparation, processing and filing of payroil and time-keeping documents; employee benefits,
leave balatice, and [DP/Probation reports; prodess timekeeping, accounts payable, receiving records; and Cal Card
staterrients, The incunibent may also be tasked o ereate general correspondence and veporley wotk with Maititenange
Region, District and/or Departmental personnel as well gs, incoming public questions regarding Region matters, Must
have knowledge of Region, District and Department pelicies and proceduiss; must possess 4 valid California class ‘C’
driver’s Hoense and. & 40 wpint typing certificate.

TYPICAL DUITIE
9% of Time TOB DESCRIFLION
Marinal (M) _ .

0% E Prepare for processing of miscellancous persormel documents; and advises employees regarding personnel
matters (change of address, beneficiaties, pay, benefits, etc.). Process new hire document for permanent
full timé and/or permanent intermittent employess. Receive and process Travel Expense Claims (TEC)
afid/or Travel Advances; and ensure that the documents are aocurate and processed timely. Assist Disirict
Office and Headquarters’ Persontiel Offices with all matters related to personnel issues; to ificfude but not
Himited to, reconciliation of employee time or leave balarices; pay and/or benefits discrepancies.

. _
A% B Prepare and process various Maintenance Employee documents; to include but not limited 103
IDL/NDIFMLA, Separation, Out-oi“Class: documents; Probation/IDP and Expenditure Reports; employee
Safety Glasses, CAL-Card payments and/or feports. Process and issvance of requested office supplies
Required: to type varlous letters; memos, and assist with special projects. Update all logs, employee lists
atid reports. '

5% © Assist with entering daily field data into the Infegrated Maintenance Management System (IMMS) via
‘ faxed daily timeshects for 35+ cost centers. Verifies payroll and compares TOPSS. Tline and Atténdance
reports with TMMS Tinesheets to etisure Softeel hours dre being reported and paid, Process necessary
checks and balances within the TOPSS timekeeping system and reporis exceptions to Headquartors
Personnel Transactions to ensure pdditional pay is erdered when necessary. On a bi-weekly schedule,
reconciles overtime and Permadont Tntormiitient reports including all shift differentials, skill pay and any
othet special pays eathed by fisld employees’ proper FLSA guidelines. Keep track of and make nscessary
changes to empldyee leave balaiives to ehisure the balaices are reported atcurately on the employees pay
wartants.

10% E Partleipate in all scheduled meetings, training, safety classes, etc. when requested. Provide back-up
assistanee durting the absence of other office personnel, including, but not limited to: payroll, timekesping,
acgounts payable and genetal office duities.

5% M Provide assistance as the Region Office Reeeplionist, and provide phone coverage.



SUPERVISKIN EXERCISED OVER OTHERS
Nome,

However, during the absence of the Regional Adwinistrative Officer, may act as a Jeadworker 1o other Office

Technicians (T) and/or Part-Time Intermittent Office Technicians (T) in the Region Office in the completion of vatious

projects; provide functional guidatics in training and assisting new employees, Typically work at this level s rarely

reviewed.

KNOWLEDGE, ABILITIES AND ANALYTICAL RE INT

+  Incumbent must possess 240 wpm typing celificate
Knowlédge of: Modern office methods; Business English and Communications; Record keeping procedures
Requires knowledge of the Department's purfiose, organization, policies and procedutes, and an undérstanding of
the Dapariment's goals and objectives. Must have the abilily to serve as a staff consultant to the Region’s
management on mattets conceining personnel matters

»  Must be able to read and interpret correspondence, set up. inethods for checking and cross checking records and
‘other docoments indicated in “Typieal Tasks”. Also, must be able to interpret and ahalyze various manuals,
procedures memos, ete, 1o prepare teports in a titmely mansier and to-apply the provisions of union contracts, FLSA
guidelines, ete,

»  Knowledge of cumputer system, computer applications such as a database, spreadsheet, work procegsing and other
programs,

¢ Ability to act independently, be open-minded, floxible, and use tact in all interactions with other agency personmel
and district staff,

CONSEOUENCES OF BRROR/RESEONSIRILYTY FOR DECISIONS
Accurate and prompt processing of payeoll documents is essential to avoid paymernit delays. Incorrect data causes over
or underpayment of wages, delays payrol] processing and requires extra effort o corrsct errors, tesulting fn increased
costs to the Departmént. Transmitting and/or recsiving indcourate information when dealing with an emergency could
resulf in hazardous situstions for State personnel, ttavelling public or other public agency personnel, Erroneous
information provided to management, district functions and the public may have a negative impact to the Depariment
and/or State; failure to properly identify issues, resolve dispuites, interpret and apply policies and procedures conld
result in non-complianice to variots administeutive rules, contract requirements, and pose health and safety issues,

NDINTERNAL CONTACT!
Answers phone, e-mail, and visitor inquiries—or refers questions to proper authorily; communicate with all levels of
Digirlet personnel, other State agenafes, Headquariers, Vendors, and the public. Must be sensitive to staff requests-for
personniel and deal with high demand for infortnation relstive to Maintenance Region Functions. Substantial internal
contact involving area Superintendents, Supervisors afid crewmembers regarding questions or problems, Additional
contacts include external ‘agencies such as California Highway Pairol, County Sheriff's Offices, County Road
Departments, City Police Departments, Fire Departments and Public Utilitles,

PIYSICAL, MENLAT, AND BMOTIONAL REOUIREMENTS.
Physical: May be required to sit for long periods of time using a keyboatd and video display terminal and may
ocoasionally require berding, stoopinig, kneeting and moving items 10# or thore. Must have manual dexterity to
opetative computer for preparation of reporis and forms: Must be able to travel to various locations.
Mental: Ability to bis reulti-task; adapt to -changejs in ptigrities and complete tasks or projects with short notice; ability
to organize and prioritize large volumes of varied documents; and the ability to concentrate in order to review and
cveate documents and meet strict deadlines.

Emotional: Must have the ability to work togethier in a cooperative masnner; ability fo resolve emotionally charged issues
reasonably and diplomatically; deal effectively with pressure, maintain focus, and intensity yet remain optimistic and
persistent, even undet adversity; consider and respond appropiiately to the needs, feelings and capabilities of different
people in different situations; must be tactful-and treat others with respect; Open to change and new informatiots; and
adapts behavior and werk methods in response to new iriformation, changing conditions or unexpected obstacles.

WORK ENVIRONMERNT
Employee will work indoors in a climate-controlled office nnder artificial lighting; may be required to visit offisite
locations as ieeded; may be subject to dust;




I have read and understand the duties listed above and can perform them with/without reasonable
accommodation. {(If you believe you may require reasomable accommodation, please discuss this

with the hiving supervisor. If you are unsure whether you reguire reasonable accommodation,

inform the hiring supervisor who will discuss your concerns with the Reasonable Accommodation
Coordinator.)

EMPLOYEE {Please Print)

SIGNATURE ' DATE

Y have discussed the duties with and provided a copy of this duty statement to the employée named above.

SUPERVISOR (Please Print)

SIGNATURE T DATE

ADA NOTICE: Yot Individudis with sensory diszoilitios, T3 doCGiTiant s avabie i alernats To/mats, For Information Gall (916) 654-6310 or THD 518y 6343850
or write Retords and Forims Managerment, [120 N Strset, MS<89, Sacramento, GA 95814,



