	STATE OF CALIFORNIA
DEPARTMENT OF GENERAL SERVICES

DUTY STATEMENT

GS 907T (REV. 08/01)
SHADED AREA TO REFLECT RECLASS POSITION NUMBER ONLY

	INSTRUCTIONS:  Refer to the Essential Functions Duty Statement Manual for instructions on how to complete the Duty Statement.
	RPA-

007190-OHR
	EFFECTIVE DATE:

     

	DGS OFFICE OR CLIENT AGENCY
Office of Human Resources
	POSITION NUMBER (Agency - Unit - Class - Serial)

   -   -    -   

	UNIT NAME AND CITY LOCATED
Customer Resourse Unit – West Sacramento
	CLASS TITLE
Seasonal Clerk 

	WORKING DAYS AND WORKING HOURS

 FORMDROPDOWN 
 through  FORMDROPDOWN 
      8:00  FORMDROPDOWN 
 to 5:00  FORMDROPDOWN 

	SPECIFIC LOCATION ASSIGNED TO

707 3rd Street, West Sacramento


	PROPOSED INCUMBENT (If known)
     
	CURRENT POSITION NUMBER (Agency - Unit - Class - Serial)
306-271-1120-933

	YOU ARE A VALUED MEMBER OF THE DEPARTMENT’S TEAM.  YOU ARE EXPECTED TO WORK COOPERATIVELY WITH TEAM MEMBERS AND OTHERS TO ENABLE THE DEPARTMENT TO PROVIDE THE HIGHEST LEVEL OF SERVICE POSSIBLE.  YOUR CREATIVITY AND PRODUCTIVITY ARE ENCOURAGED.  YOUR EFFORTS TO TREAT OTHERS FAIRLY, HONESTLY AND WITH RESPECT ARE IMPORTANT TO EVERYONE WHO WORKS WITH YOU.


	BRIEFLY (1 or 2 sentences) DESCRIBE THE POSITION’S ORGANIZATIONAL SETTING AND MAJOR FUNCTIONS
Under the close supervision of the Staff Services Manager I, the incumbent will provide clerical support for the Office of Human Resources (OHR).  Duties will include, but are not limited to:




	% of time performing duties
	Indicate the duties and responsibilities assigned to the position and the percentage of time spent on each.  Group related tasks under the same percentage with the highest percentage first.  (Use additional sheet if necessary)


	40%

40%


	The Department of General Services’ (DGS) Core Values and Employee Expectations are key to the success of the Department’s Mission. That mission is to “Deliver results by providing timely, cost-effective services and products that support our customers.”   DGS employees are to adhere to the Core Values and Employee Expectations, and to perform their duties in a way that exhibits and promotes those values and expectations.
ESSENTIAL FUNCTIONS
File incoming OHR material using the Customer Resource Unit Desk manual procedures and guidelines to ensure that OHR personnel documents, file folders, correspondence, reports, and other confidential material and records are maintained in a current and accurate manner.  Files are located in the OHR file room.  Documents include:  absence and additional time worked reports, 634s, leave balance forms, any miscellaneous active and inactive filing, Request for Personnel Action forms, unemployment, wage garnishments, dock, change in established positions, miscellaneous payroll leave and adjustment documents, personal use of state vehicles, time certification, employment eligibility verification, arduous pay, superior accomplishment awards, filling for boards and commissions.  Incumbent will also monitor the in an out folder usage and purge file materials as directed by Staff Services Manager.

Open and distribute mail using established distribution lists to ensure distribution to correct OHR staff.  This includes:

· Scheduled in-house mail pick-up.



	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

     


	STATE OF CALIFORNIA
DEPARTMENT OF GENERAL SERVICES

DUTY STATEMENT

GS 907T (REV. 03/05)
RPA- 007190-OHR

	% of time performing duties
	Indicate the duties and responsibilities assigned to the position and the percentage of time spent on each.  Group related tasks under the same percentage with the highest percentage first.  (Use additional sheet if necessary)

	15%
5%
	· Opening and date stamping mail.

· Giving mail to the appropriate person after mail is time-stamped.
Assist with keying the Job Opportunity Bulletins (JOB) into California Department of Human Resources (CalHR) VPOS system using personal computer in order to update and advertise departmental recruitment opportunities.

Provide courier service to the State Controller’s Office, State Personnel Board, CalHR, Department of Finance, and other agencies/departmentsl as necessary, using taxi cab as directed.
DESIRABLE QUALIFICATIONS

· Good organizational skills.
· High level of accuracy and pays attention to detail.
· Works well both independently and as a team player.
· Punctuality and good attendance.
· Good grammar and vocabulary.
· Ability to communicate on a one-to-one basis for the purpose of obtaining or providing information.
· Understands and carries out directions following a minimum of explanation.
· Good public and staff interaction skills.
· Demonstrates efficiency, conscientiousness, and professionalism.
· Good telephone etiquette; ability to effectively communicate with persons at all levels.
WORK ENVIRONMENT

· Appropriate dress according to office standards. 
· Presents self professionally.
· Effectively handle stress, multiple tasks and tight deadlines calmly and efficiently.
· Communicate confidently and courteously.
· Bend and stoop as needed to file documents or retrieve files.
· File documents above shoulder height.
· File documents in a standing or seated position.



