	CALIFORNIA COMMISSION ON DISABILITY ACCESS
	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

024-CCDA
ANALYST’S INITIALS

LEW
DATE

5/5/15


	CLASS TITLE

Office Technician (Typing)
	POSITION NUMBER

336-001-1139-001
	TENURE

Permanent
	TIME BASE

Full-time
	CBID

R04

	OFFICE OF

California Commission on Disability Access
	LOCATION OF POSITION (CITY or COUNTY)

Sacramento
	 FORMDROPDOWN 
 SALARY

$2,740
TO

 $3,429

	SEND APPLICATION TO:

CCDA
721 Capitol Mall 

Suite 250

Sacramento CA 95814

ATTN: Brandon Estes

	REPORTING LOCATION OF POSITION

721 Capital Mall, Room 250, Sacramento, CA  95814
	

	
	SHIFT AND WORKING HOURS

 FORMDROPDOWN 
 
	

	
	WORKING DAYS, SCHEDULED DAYS OFF

MONDAY through FRIDAY,  DAYS OFF:  SAT/SUN
	

	
	PUBLIC PHONE NUMBER

(916)319-9974
	PUBLIC PHONE NUMBER


	

	
	SUPERVISED BY AND CLASS TITLE

Angela Jemmott, Executive Director
	FILE BY 
5/18/15


	ESSENTIAL FUNCTIONS 

The Office Technician is responsible for a wide variety of sensitive and the most difficult clerical duties, acts independently and takes appropriate action on matters relating to the overall operation of the commission and performs secretarial duties for the Executive Director.  The incumbent will ensure that proper polices and procedures are being followed and will perform the following duties independently or with general instructions utilizing knowledge of California Commission on Disability Access (CCDA) procedures and policies and in accordance with the guidelines from the Department of General Services (DGS), and State Contracting Manuals.

In order to coordinate activities and assist in the resolution of issues affecting the CCDA by acting independently and/or at the request of the Executive Director and/or under the lead of the AGPA , the incumbent:

· Perform clerical support functions for the Commission’s Executive Office on a wide range of program and administrative issues using various Microsoft Office software applications in accordance with departmental policy;

· Prepare information and correspondence for the Executive Director’s signature in response to a variety of communications and sensitive inquiries received from the public and state and local officials by independently researching issues, compiling data and evaluating this information.

· Collect and disseminate commission meeting notices, meeting agendas, meeting dates and times, agenda books, and establishes a quorum for the commission meeting through written communication and electronic mail.

· Secures, including but not limited to, meeting location, audio and visual aids, translators, sign language interpreters and Paratransit.

· Post agenda notices on the CCDA website and mails meeting notices to CCDA’s mailing list recipients.

· Assist in the development of office workload and staffing requirements; provides administrative and 

secretarial support as required.

· Assist the Executive Director and Commissioners in the development and distribution of press releases and in the development and execution of CCDA public information activities by prioritizing the types of inquiries received, evaluating the sensitivity of the information being released.

· Respond as directed to the Executive Director and Commissioners to requests for information from press representatives or directs them to the appropriate officials.
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ESSENTIAL FUNCTIONS (continued)

In order to provide secretarial support for the Executive Director and Commissioners the incumbent:

· Manage the Executive Director’s work schedule and calendar, scheduling appointments with high level governmental officials, professionals in the private sector, various professional groups, members of the press; 

· Review and screen incoming calls to the Commission by responding independently or redirecting calls to appropriate staff and for sensitivity incoming mail directed to the CCDA; and direct the distribution of appropriate materials in response to requests for information regarding the CCDA

· Coordinate meetings and appointments to ensure the most efficient and effective schedule of activities each day.  Confer with the Executive Director verbally and through Microsoft Outlook electronic mail and scheduling system on a daily basis to keep him informed of the day’s activities. 

· Prepare itineraries, and make travel arrangements for the Executive Director and Commissioners as needed to arrange flight, car rental and hotel reservations according to departmental policy and state contractual obligations. 

· On behalf of Commission employees and the Executive Director, collects and assists with filling out forms for health, dental and vision benefits, Employee Action Requests, and FlexElect, and sends them to the Department of General Services Human Resource Office for processing, also processes monthly time sheets.

In order to provide accounting and business services clerical support to Executive Staff:

· Review and track items to be considered for purchasing such as copiers, printers, fax machines, digital recorders, office supplies.

· Receive invoices mailed to the commission and records them in the office’s Invoice Log for tracking purposes using Microsoft Excel; inputs single purchases over $5,000 in the State Contracts Procurement Registration System.      

· Review and track incoming billings to assure correct payment is being requested, and processes invoices for payment in accordance with the office’s Policy and Procedures Manual CCDA tracking system to record invoices and amounts to be paid, and submits them to DGS’ Payments Unit;

· Review and track DGS’ issuance of checks to ensure payment. 

· Review and track procurements in order to provide CCDA’s administrative analyst with data to complete SB and DVBE and recycle reports.

· Review and track condition, maintenance and repair needs of all office equipment and office space, including assisting in the planning and coordination of moves, additions and alterations.

· Maintain an inventory of necessary supplies for the efficient and effective operation of the Commission office.  

· Create purchase orders in order to buy supplies and equipment for the Commission office, as needed.   

Provide clerical and operational support to the Commission by performing the following duties in accordance with internal office procedures/guidelines, at the direction of the Executive Director:

· Attend Commission and Committee public hearings and business meetings in order to record witness testimony and discussions among Commissioners and Committee Members and in order to be available to provide support to the Commissioners, Committee Members, Executive Director and project managers, take and prepare minutes.   

· Prepare the monthly meeting agenda for the Executive Director’s approval.

· Carry all public hearing materials and the Commission’s tape recorder to the designated meeting/hearing room, and sets up the room in preparation for the public hearing and business meeting. 

· Distribute public notices and press releases

Provides customer service for the Commission by performing the following duties, in accordance with internal office procedures/guidelines and at the direction of the executive director:

· Greet visitors and/or special guest at CCDA meetings and local office.  

· Answer Commission’s telephone system using a high degree of courtesy and tactfulness.  Screens and directs calls to appropriate staff and takes messages, as necessary.

· Receive, date-stamps and distributes mail and other delivered documents to appropriate staff.

· Process outgoing mail via U.S. postal service, UPS or Fed Ex; and distributes documents electronically, by facsimile or in person, as requested by executive director and staff. 

· Copy documents on photocopier for Commissioners, staff or public, as necessary for the public hearing binders, subcommittee
·  and advisory committee meetings.

MARGINAL FUNCTIONS 

Provide clerical support for the operation of the Commission office by performing the following duties, in accordance with internal office procedures/guidelines and at the direction of the executive director:

· Manage the Commission’s calendar with a high-level of accuracy in order for the executive director to be aware of Commission activities, staff appointments and activities, in or away from the Commission office.

· Deliver newly released Commission reports and other documents to members of the Legislature at the State Capitol and other state agency officials and public issue experts in the downtown Sacramento area.

· Create labels for mailings and “tent” nameplates for advisory committee members and Commission staff.

· Assist staff analyst as directed by the Executive Director.

· Other duties as assigned by the Executive Director.

KNOWLEDGE, SKILLS AND ABILITIES

Knowledge of: Modern office methods, supplies and equipment; business English and correspondence; principles of effective training.

Ability to :perform difficult clerical work, including ability to spell correctly; use good English; make arithmetical computations; operate various office machines; follow oral and written directions; evaluate situations accurately and take effective action; read and write English at a level required for successful job performance; make clear and comprehensive reports and keep difficult records; meet and deal tactfully with the public; apply specific laws, rules and office policies and procedures; prepare correspondence independently utilizing a wide knowledge of vocabulary, grammar and spelling; communicate effectively; provide functional guidance.
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MARGINAL FUNCTIONS 

Provide clerical support for the operation of the Commission office by performing the following duties, in accordance with internal office procedures/guidelines and at the direction of the executive director:

· Manage the Commission’s calendar with a high-level of accuracy in order for the executive director to be aware of Commission activities, staff appointments and activities, in or away from the Commission office.

· Deliver newly released Commission reports and other documents to members of the Legislature at the State Capitol and other state agency officials and public issue experts in the downtown Sacramento area.

· Create labels for mailings and “tent” nameplates for advisory committee members and Commission staff.

· Assist staff analyst as directed by the Executive Director.

· Other duties as assigned by the Executive Director.

KNOWLEDGE, SKILLS AND ABILITIES

Knowledge of: Principles, practices, and trends of public and business administration, management, and supportive staff services such as budgeting, personnel, and management analysis; governmental functions and organization.

Ability to: Reason logically and creatively and utilize a variety of analytical techniques to resolve complex governmental and managerial problems; develop and evaluate alternatives; analyze data and present ideas and information effectively both orally and in writing; consult with and advise administrators or other interested parties on a wide variety of subject-matter areas; gain and maintain the confidence and cooperation of those contacted during the course of work. 

SPECIAL PERSONAL CHARACTERISTICS

Willingness as a learner to do routine or detailed work in order to learn the practical application of administrative principles; and demonstrated capacity for development as evidenced by work history; Willingness and ability to accept increasing responsibility.

ADDITIONAL QUALIFICATIONS

Ability to organize, set priorities, and work independently with a minimum of supervision.

INTERPERSONAL SKILLS 

· Interact successfully in a team environment.

· Interact well with Commissioners, the public, and representatives of other state agencies. 

· Ability to receive and follow direction.

· Ability to maintain required job schedule. 

· Ability to focus attention on details and ability to follow work rules.

· Strong organizational skills.

· Ability to adapt easily to changing priorities and multiple deadlines.

· Ability to handle sensitive and confidential assignments with diplomacy.

WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES 

· Being in an indoor office environment.

· Frequent daily use of typing on a personal computer and using related software applications at a workstation.

· May require overseeing the transporting of a luggage cart meeting materials that weigh up to 25 lbs.

· May require traveling locally and out-of-town.

· May require overtime.
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CALIFORNIA STATE GOVERNMENT ( EQUAL OPPORTUNITY TO ALL REGARDLESS OF RACE, COLOR, CREED, NATIONAL ORIGIN, ANCESTRY, SEX, MARITAL STATUS, DISABILITY, RELIGIOUS OR POLITICAL AFFILIATION, AGE OR SEXUAL ORIENTATION.   IT IS THE OBJECTIVE OF THE STATE OF CALIFORNIA TO ACHIEVE 

A DRUG FREE WORK PLACE.  ANY APPLICANT FOR STATE EMPLOYMENT WILL BE EXPECTED TO BEHAVE IN ACCORDANCE WITH THIS OBJECTIVE BECAUSE 

THE USE OF ILLEGAL DRUGS IS INCONSISTENT WITH THE LAW OF THE STATE, CIVIL SERVICE RULES, AND A SPECIAL TRUST PLACED IN PUBLIC SERVANTS.



DGS JOB HOTLINE PHONE (916) 322-5990 CALIFORNIA RELAY SERVICE FROM TDD PHONES 1-800-735-2929


