CALIFORNIA CONSERVATION CORPS
POSITION DUTY STATEMENT
	WORKING TITLE OF POSITION

OFFICE TECHNICIAN (TYPING)
	REPORTING UNIT NUMBER

1706

	DIVISION/BRANCH OR CENTER

Region 1
	LOCATION

Chico Center

	CLASS TITLE

Office Technician (Typing)
	POSITION #

533-709-1139-xxx
	EFFECTIVE DATE




	Supervision Exercised

	NUMBER

0
	DIRECT SUPERVISION CLASSIFICATION
	NUMBER

0
	INDIRECT SUPERVISION CLASSIFICATION 




Effective on the date indicated, the employee performs the following duties and responsibilities assigned to the position above

	(Relative time required )

     Indicate %


	(Brief description of important duties.  Group duties in numbered paragraphs.  Use additional sheets if necessary.)
Under the direct supervision of the Business Services Officer (Supervisor), the incumbent is responsible for the following duties:



	20%

10%

20%

20%

10%

10%

10%


	Distribute and receive completed Daily Rosters for corpsmembers, input information and print out from CADCARS, working with the Business Services Officer (BSO), for timely and completed submissions.

Complete and process all staff and corpsmember payroll including overtime.  Print out, distribute, receive and record signed 634's monthly with payroll.

Process State Compensation for corpsmembers and staff, Input information into CADCARS, copy and file, forward to State Compensation and Headquarters.  Track paperwork to verify they have been processed correctly and timely.

Process hiring packets and termination documents in CADCARS and forward to Headquarters Personnel and file copies in office for corps members and staff.  Receive, input, and forward benefit information to Headquarters Health and Safety Unit for corps members and staff, filing copies in office.  Process charges and six month bonuses for corps members and MSA’s for staff.

Act as lead person over in-camp corpsmembers and Experience Works temporary help. 

Type memos, letters and reports, file and research information for the BSO,Con Sup and Center Director.

Perform receptionist duties: answer phones, greet public, file; assist Conservation Supervisor as needed.
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