STATE OF CALIFORNIA + DEPARTMENT OF TRANSPORTATION

POSITION DUTY STATEMENT

PM-0924 (REV 7/2014)

CLASBIFICATION TITLE OFFIGE/BRANCHISECTION

Office Technician (Typing) - Office of Business and Economic Opportunity {OBEQ)
WSRKING TITLE POSITION NUMBER [EFFECTIVE DATE
Office Services Support Staff 088-1139-003 December 1, 2014

As a valued membet of the Cailrans team, you make it possible for the Department to provide a safe, sustainable,
integrated, and efficient transportation system to enhance Californla’s economy and livability. Caltrans is a performance-
driven, fransparent, and accountable organization that values its people, resources and pariners, and megts new
challenges through leadership, innovation gnd teamwork.

GENERAL STATEMENT:

Under the guidance and general direction of the Chief of the Certification and Compliance Branches, Staff Services
Manager (SSM) i, the Office Technician (OT) receives routine assignments from the SSM It and provides a full range of
office support services to the Cerlification and Compliance Branches. The incumbent in this position will on oecasion
receive direction from the Staff Services Manager (SSM) | or designee. Specific duties include but are not limitad to:

TYPICAL DUTIES:

Percertage Job Desarigtion
Essental (E/Marginat ()1 ‘

50% E The incumbant will provide office/clerical support services to the Certification and Compliance
Branches. Log in dsily mail recelved in the Certification Branch from applicants seeking
certification in the California Unified Gerification Program (CUCP) and the State Minority and
Women Business Enterprise (SMBE/SWBE) programs. The incumbent is responsible for data
entry, retrieval and viewing of information regarding the business profile of applicants with
reference to new and renewal applications, and updating the firm information in response 1o written
request for changes to appiicant documented information. The Incumbent also prepares general
corraspondence, such as leliers o contractors, applicants, and other certifying agencies,
confirmation letters, and request for additional documents lefters. In addition, the incumbent
prepares monthly reports, such as monthly cluster reports and statistical reports for the Office
Chief. The incumbent |s responsible for preparing the CUCP monthly mesting sgenda, meeting
notes, and bi=menthly office mesting notes. _

25% E The incumbent responds to and provides appropriate information to a high volume of telephone
inguirias from the public, including Disadvantaged Business Enterprise (DBE) applicants. The
incumbent is expectad to be able to explain the certification process to applicants requesting
information. The incumbert accesses information from the CUCP dafaliase, written procedures,
manuals, and the Code of Faderal Regulations. n addition, the incumbent, on occasion, will field
calls for the Executive Office,

i0% B The incumbent processes a high volume of certification certificates and approval letters for DBE/
SMBE/SWBE on a dally basis. Responsible for copying DBE files in response to United States
Department of Transportation requests,

10% E The incumbent functions in a records management capacity for the Gertffication and Compliance
branches by maintaining appropriste logs, reporis, and databases.
5% M The incumbent prepares mass mailings, and documents for reproduction, deliver and retrieve

reprographic orders and process and assemble documents used in cerfification informatien
packets, The incumbent files and maintains the Certification and Compliance Branches' filing
systems. The incumbent is also responsible for archiving the Cettiffeation and Compliance
branches files on a monthily basis and maintains supplies and equipment.

TESSENTIAL FUNCTIONS are the core duties of the position that cannot bs reassigned,
MARGINAL FUNCTIONS are the minor tasks of the position that zan be assigned fo others,

SUPERVISION OR G-U!:DANCE EXERCISED OVER OTHERS
None

ADA Notice For Individuats with sensory disabilities, this dooument is aveilabie in aternate farmats. For information, call (918) 445-1233,
¥ TYY 741, or write to Records and Porms Managemend; 1120 N Biedt, M5-89, Bacramento, GA 95814,
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KNOWLEDGE, ABILITIES, AND ANALYTICAL REQUIREMENTS

The Certification and Compliance branches, are highly sensitive to the scrutiny of government agencles and require
sophisticated communication skifls in dealing with these agencles and all segments of the private sector. This position
requires krowledge of the DBE certification nrocess and Compliance processes, as well as knowledge of the rules and
regulations governing the DBE process. The Incumbent must have the abliity to work under pressure. The incumbent
must be able to perforin complex clerical support to the branches, Tollow oral and written directions, make clear and
comprehensive reports and keep and maintain complex records, meet and deal tactfully with the staff and public. The
incumbeént is expected to adhere to and apply specific rules, office polices, and procedures to all tasks.
RESPONSIBILITY FOR DECISIONS AND CONSEQUENCES CF ERROR

The incumnbent coordinates and executes the office’s procedures and process as they relate to the Certification and ,
Compliance branches functions. Extreme confidentiality must be exercised In providing information to various agencies
and applicants, In addition, completes assignments correctly and In a timely manner. Inabllity to complete assignments
in & timely manner could resul in monetary loss to the Department, reduced productivity, and increased workload., Poor
judgment in providing information can result in legal action against the Depariment.

PUBLIC AND INTERNAL CONTACTS

The incumbent will have frequent contact with all levels of OBEO staff, various internal and external entities including
contractors, sub contraciors, as well as various Calirans staff. There may be conslderable contact with the public and
other state and local agencies. These contacts may be verbal or written, as needed, to perform asgignments.

PHYSICAL, MENTAL, AND EMOTIONAL REOQUIREMENTS

The incumberit may be required to sit for long periods of time using a keyboard and a video display terminal. Engage in
susfained mental activity to produce reports. Develop and maintain cooperative working relationships; respond
appropristely to difficult situations; recognize emdtionally charged individuals, fesues or problems, and provide
appropriate responses. The incumbent must be gble 1o deal effectively with pressure and intensity and remain oplimistic,
Must have the ability to multidask, and adapt to changes in priorities and complete tasks or projects with short notice,
WORK ENVIRONMENT

" Fhe incumbent will work in a climate-controlled enviranment under artificial lighting in an office that is secured to protect

the release of any information that may reasonable be construed as confidential business information, including the
identity of complaint(s), to any third party without written congent of the firm submitting the information. However, due to
periodic problems with heating and air conditioning, the building temperature may fiuctuate.

| have read, understand and can perform thée duties isted above. (If you believe you may require reasonable
accommodation, please discuss this with your hiring supervisor, If you are unsure whether you require reasonable
sccommodation, inform the hiring supervisor who will discuss your concermns with the Reasonable Accommodation
Coordinator.) :

EMPLOYEE (Print)

EMPLOYEE (Signature) _ T DATE

| have discussed the dutfes with, and provided a copy of this duty statement to the employees named above,

SUPERWVIBOR (Print)

SUPERVISOR (Signature) o DATE




