STATE OF CALIFORNIA » DEPARTMENT OF TRANSPORTATION

POSITION DUTY ST‘ATEMENT

PM-0924 (REV 8/2013) _ - _

CLASSIFICATION TITLE ' T OFI'iGEfBRﬁNCH!SECTIDN ] ' < o
“Office Techniclan{Typlig) ~ ~~— ~——— — —— —iDistrict 5iMaintenance/Maintananie. Support- - - - .o -
WORKKING TITLE POSTTION RUMBER EFFECTIVE DATE

Office “Teac:hmclan o ' Q05800+ 139-XXX

As & valued member of the Caltrans feam, you Make it possible for the Department to impmve the mobility across
Califomia by being Innovative and flexible; reporting to work as scheduled; working cooperativély with team members and
others; and treating others’ falriy, honestly and with respeot Your‘ efforts arg impartant to each mermber of the team as

well as those we serve,
- S ] .

Under the supervision nf fhe Slaff Services Manager, the Ofﬁce Techniclan parforms a wide vatiety of complex cler}x:ai
duties for the Matntenance ‘Support Ofﬂne ncumbant wark haurs will be 7:00 AM to 4:00 PM, Monday through Friday

%

TYPICAL DUTIES: C : : !
Parcentage Job Descrlptlon o o - : L T

Gasontial (E)idarginat (M) .
60% E - Qperate a personal computer with the programs IMMS TOPSS and Staff Central with Wmdews*

maintaing MM-85's for audit purposes; run time correction reports i in TOPSS to ensure correct and
timely pay to personnel. Collaborate with fleld supervisors and crews to validate hours worled.
-Assist Superintaindents with preparation end approval of personnel reports. Review employes time
sheels (M33s) and ledgers to audit on a monthly basis and make needed corrections. Update
employee license and certification requirements. Prepare payroll-related documents. Maintain
backup documents for payroll, leave balances, attendanca, report of exceptions, and requestsrfor
coordination with the HG Personnel Specialist, Respond 1o issues regarding personal leave, -
annual leave, direct deposit, flex elect, holiday credits, military leave, jury duty, time.off without
pay, and the drug-free workplace program. Run bonus pay reports in Staff Central and subrait
requests to Superintendents for approval. Audit Staff Central raports to daiermme accuracy :
invelving employee timekeeping and payroll discrepancies.

0% E On a daily basus, puil Supervisors crews” time out of IMMS Software, ldentafy any BITOrS, run- hard
' _ copies, post dalfy time on the employee ledger sheet, and maintain yearly files.
10% M Answer telephoné calls fom Region employses, Distict Office personnel, personnel from ethe_r_

sgencies, and the general public. Direct calls as appropriate. Responsible for delivering and
dispersing Mairitenance Support incoming and outgelng mall, May be asked to make purchases for -
office supplies with CalCard, Maiftain records and reconcile CalCard account T

1ESSENTIAL PUNCTION!:‘» are'the core dutles of the position that cannot be reassignad. _
MARGINAL FUNCTIONS #re this minor {asks of the postﬂon ihat can be assignet to-others,

suwmws;m OR GUIIDANCE EXERCISED QVER OTHQRS B S
This posmon has no supamsary mspbnsibi!ﬁie& o s

~KNOWLEDGE, AB!LITIE’;o AND ANALYTEGAL RQQUIF{EMENTS

Must have knowledge of bagie grammar, spalling, punctuation, and math; must have knawledga of modem off ice

methods and equipment, and know how to use them; must have knowledge of a wide variely of manuals and have the

ability to implérent Instrictions. Must be proficient in Gsing verious computer software programs such as Microsoft Word,

Exesl, and Outlook. Must have kriowledge of personnel procedures and policies; general off' G& procedures, phone

atiquette; and proper fling proceduras,

Must have the ability 16 maintain detailed and scwrate rogords; perform diffi cuilt olerical work; foltow directions; set

priotities; meet deadlines; communicate effeciively, both verbally antl in writing; apply laws and rules; Mustbe ableto -~
producs documents that ere clear, conaise, ahd understandable. Must possess the ability io aceess, understand and use

i

) AD A Natit’:a For 1nﬂividua!a wlfh sanany disabllllies ihis document is avaliable iv slfernate foninats, For infarmation, all (91&) 656-64%0
_ ) TTY T, or era 10 Recmds and Farms Mﬁnagamanl, 120N Streah MS»&Q Saummamn. GA 95814,



POSITION DUTY STATEMENT
PIM-0024 (REV 09/2018)

information from tlmekeepmg antl inventory systems, the intemet and infranst. Must possess the abiﬁty o affecf’ vely wOrK
alone-or-with others.- Must-have the-ability to-use geod-judgement and make sound declsions, - ;

Abllity to ty;)e at least 40 wpm 1s highly desirable.

RESPONSIBILITY FOR DECISIONS AND CONSEQUENCES OF EERROR :
inability fo complete assignments In & timely manner oould result in impreper payment to Mamtenanoe smployees
reduced procmctwfty, and increased workload, :

PUBLIC AND INTERNAL CONTACTS

Incurmbent will be required to deal sffectively with many different agencies, such as but not Iirrﬁted to CHP, Insuranue -
Claims Adjusters, as well as all levels of Caltrans Managemant Be able to deal effectively and professmnally wuth
employees that need he[p and guidance . _ . .

PHYSICAL, MEN TAL AND EMOTIONAL REQUIREMENTS -

Ireumisent ey beraguired-tosit-forprofonged- parlodg—oﬁime—l\ﬂa;rberreqwrad -to- bend—amﬂ -stoop— May - requlre&ts

work for prolonged pefiods on personal camputer, Must Have the abllity to develop and maintain cooperative working
relationships, respond appropriately to difficult shtuations, recognize emotionally oharged |S$ue$ or probfems, wcr%( weli
with 2 wrde varlety of personalitios, acknowiedge the various responses. :

WORK ENVIRONMENT

Incurmibent reay/will be working with a personal vompuier, 10 key calcukaior. andg other office aquapmant, Whle at their _
base of operation, employee will work in a climate controlled office under artificlal light. However, due to periodic | |
problems with the heating and air conditioning, the building temperature may fluctuate. Incumbent may be regulred to |
work in emergencies causad by acoldents, storms, and other hazardous conditions, and catasirophic events.

I have read, understand and can perform the duties listed ahove. (If you believe you may require rea'zfsonable'
accommodation, please discuss this with your hiring supervisor. If you are unsure whether you require reasonable

accommotlation, inform the hiring - supervisor who will discuss your concems with the Reascﬁable Accommodation
Coordinztor.) o

EMPLOVEE (Print)

EMPLOYEE (Signature) ' S T ' S . " DATE

I have discussed the duties with and provided a copy of this duty statement to the employee named above,

SURERVISOR [Print) -

SUPERVISOR (Signature) -~ ' T DATE




