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	State of California

Department of Corrections and Rehabilitation

Administrative Services

Peace Officer Selections and Employee Development
Office of Training and Professional Development

	Duty Statement
Rev. 06/18

	Incumbent:  VACANT
	Location:  OPOS Southern Selection Center

	Position Title: Office Technician (Typing)
	Classification: Office Technician (Typing)

	Position Number (s):  048-204-1139-XXX
	Supervised By:  Staff Services Manager I


Under the supervision of the Staff Services Manager I (SSMI), the Office Technician (OT) will perform the more complex and technical duties relating to the Testing Unit processes for the Office of Peace Officer Selection (OPOS) and provide administrative support to the SSMI relative to the daily operation of the Testing Center.  The OT will operate congruently with organizational culture, values and vision.  The OT will support and promote a positive work environment and productive relationships with all staff and stakeholders of CDCR in an ethical and professional manner. Duties include, but are not limited to:
	30%
	Perform the daily processing of peace officer candidates in the testing center.  Field incoming inquiries via phone and email and respond to candidate inquiries using the OPOS database.  Compile and forward completed packages to the Peace Officer Appointment Section; reschedule candidates, according to operational guidelines. Prepare incoming and outgoing mail and process GSO packages. Assists with greeting and check-in process of candidates at the front counter.  Provide customer service to candidates.


	25%
	Assist with proctoring the various tests for peace officer candidate’s – written exam, physical fitness test and the written psychological exam.  Maintain the security of testing materials; review testing materials for completeness and accuracy; scan testing sheets; perform check-in and check-out during applicant examinations; assist with the administration of physical fitness testing at an outside venue.  May include traveling to offsite testing venues and the loading, unloading, and setup of various materials and equipment.


	20%
	Perform program support duties; maintain equipment and supply inventories as needed for the administration of testing functions; maintain and update the filing system for candidate testing materials and files; assist in the training of current and new staff in various examination and selection processes; research various examination issues; refer sensitive and/or complex issues to the SSMI.



	10%
	Assists with reviewing information on Live Scan and DMV forms to ensure accuracy and completeness. Assists with entering peace officer candidates’ personal information into secured database and scanning peace officer candidates’ fingerprints into secured database by handling and placing candidates’ fingers and/or hands onto the Live Scan machine.


	10%
	Utilize a personal computer for the preparation and maintenance of spreadsheets and databases, develop forms, tracking sheets, reports, and other documents relative to the processing of candidates; use email systems to correspond with staff and candidates.  Perform data entry including researching information, testing results, contact information and communication notes.  


	 5%
	Other job related duties as assigned throughout the Testing Unit. 


	SUPERVISOR’S STATEMENT:  I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE

	SUPERVISOR’S NAME (Print)

	SUPERVISOR’S SIGNATURE

	DATE


	EMPLOYEE’S STATEMENT:  I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE RECEIVED A COPY OF THE DUTY STATEMENT

	The statements contained in this duty statement reflect general details as necessary to describe the principal functions of this job.  It should not be considered an all-inclusive listing of work requirements.  Individuals may perform other duties as assigned, including work in other functional areas to cover absence of relief, to equalize peak work periods or otherwise balance the workload.

	EMPLOYEE’S NAME (Print)


	EMPLOYEE’S SIGNATURE

	DATE




HQ App’d (approver’s initials) mm/yyyy


