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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

OAH - 8514
ANALYST’S INITIALS

KJM
DATE

08/22/14


	YOU MUST BE A PERMANENT OR PROBATIONARY STATE EMPLOYEE, A FORMER PERMANENT OR PROBATIONARY EMPLOYEE OR ON AN EMPLOYMENT LIST FOR THIS CLASSIFICATION IN ORDER TO APPLY FOR THIS POSITION.

	CLASS TITLE

Office Technician (Typing) 
	POSITION NUMBER

306-657-1139-916
	TENURE

 FORMDROPDOWN 
      
	TIME BASE

 FORMDROPDOWN 
      
	CBID

R04

	OFFICE OF

Administrative Hearings
	LOCATION OF POSITION (CITY or COUNTY)

Sacramento
	 FORMDROPDOWN 
 SALARY

$2,740
To
$3,429


	SEND APPLICATION TO:

Office of Administrative Hearings
2349 Gateway Oaks Drive, Suite 200
Sacramento, CA 95833
Attn:  Lucia Brambila
	REPORTING LOCATION OF POSITION

2349 Gateway Oaks Drive, Suite 200
	

	
	SHIFT AND WORKING HOURS

 FORMDROPDOWN 
 - 8:00am – 5:00pm
	

	
	WORKING DAYS, SCHEDULED DAYS OFF

MONDAY through FRIDAY,  DAYS OFF:  SAT/SUN
	

	
	PUBLIC PHONE NUMBER

(916)  263-0880
	
	

	
	SUPERVISED BY AND CLASS TITLE

Cheryl Hill, Staff Services Manager I
	FILE BY

09/03/14


	This is a job announcement for the Administration Division, Office of Administrative Hearings located in Sacramento.  If interested in this position, please submit a completed employment application, STD. 678, and résumé to the above address.  Specify RPA #8514 on the State application as well as your basis for eligibility (i.e., SROA, surplus, reemployment, reinstatement, transfer, or list eligible) in the explanations box on the application.  If eligibility based on employment list, please submit a copy of exam results.  Surplus candidates must attach a copy of their letter.  Applications received without the above information MAY NOT be considered for review.<br>
<br>
SELECTION CRITERIA<br>
· SROA/Surplus employees are encouraged to apply. <br>
· Transfers, reinstatements, or recruitment from the employment list may be considered.  Consideration may be given to applicants on another Department’s employment list, provided the criteria are met to transfer the eligibility from the employment list to DGS’ employment list. <br>
· Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled. <br>
<br>
ESSENTIAL FUNCTIONS<br>
In accordance with the policies and procedures of DGS and OAH, employee performs the full range of Office Technician duties. <br>
<br>
In order to assist the administrative section with general office needs, the employee acts as a team with the other administrative section’s Office Technician in Sacramento by performing the following duties: <br>
· Greets and directs visitors, provides information and assistance to the public. <br>
· Answers and screens telephone calls, takes messages and refers callers to the appropriate Administrative Law Judge (ALJ) or support staff person.  Exercises discretion in directing calls and determines whether calls should be directed to an ALJ, Presiding ALJ or another support staff member. <br>
· Answers questions from attorneys, agencies, parties and the general public on many topics including case status, calendar issues, subpoenas and general procedures by telephone, in writing or at the public counter. <br>
· By reviewing incoming matters, prioritizes urgent situations/projects and ensures that the appropriate person is notified for prompt handling. <br>
· Opens, sorts, date stamps and distributes incoming mail; and prepares outgoing mail for pick up.  Determines whether outgoing mail is to be sent via overnight service.  Completes forms for overnight mail service. <br>



	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

GS1T (REV. 1/98) - BPM 03/00


	 CLASS TITLE

Office Technician (Typing) 
	POSITION NUMBER

306-657-1139-916
	RPA NUMBER

OAH - 8514 
	FILE BY


09/03/14

	· Sends subpoenas, OAH forms and other documents in response to requests for public information by fax or mail. <br>
· Undertakes tasks related to office opening and closing such as unlocking/locking doors to the office and hearing rooms, turning on lights and assuring the hearing rooms have adequate supplies for the day. <br>
· Follows the front desk procedures to perform all necessary receptionist duties. <br>
· Provides courier service by driving a vehicle to or from the Ziggurat or to or from other State departments and locations within the Sacramento area. <br>
· Initiates conference calls as required by ALJs and Presiding ALJs to assist with the facilitation of hearing and mediation needs. <br>
<br>
Ensures continuation of business processes by performing the following duties as they relate to the Sacramento office: <br>
· Initiates contact with property management staff when building issues arise, i.e. heating and cooling issues, lighting needs, janitorial issues and building, suite or office repairs and ensure issues are resolved. <br>
· Forwards communication from property management to office staff and management as appropriate. <br>
· Informs property management of OAH’s needs in relation to security, alarms, fire drills and other services as needed. <br>
· Delivers cash and checks received to OAH’s bank for deposit.  Prepares and processes the associated reports of deposit and reports of collection for final review and delivery to DGS. <br>
· Maintain adequate inventory of postage stamps to provide for required mailings that have missed the daily pick up.  Keeps a complete record of postage costs expended and makes purchase requests for additional postage stamps when required. <br>
<br>
Assists all OAH offices statewide by performing the following duties: <br>
· Contacts information technology department (IT) or appropriate vendors for equipment repairs as needed. Communicates with local office staff when equipment is unavailable and when it is working again. <br>
· Performs administrator duties for Westlaw legal research account.  Establishes individual accounts and provides passwords to OAH staff to access the Westlaw database as needed.  <br>
· Acts as AT&T voicemail coordinator and establishes voice mail services for new staff.  Also, will troubleshoot and rectify voice mail problems. <br>
· Liaison to confidential shredding company for the Sacramento office and approves shredding invoices for all offices statewide. <br>
· Monitors California Highway Patrol (CHP) invoices and charges that are received for hearing security services.  Ensures that charges adhere to hourly rates as set forth in OAH’s executed contract with CHP and confirms that services were actually provided as billed. <br>
· Processes electronic customer Visa and MasterCard charges at the request of the transcript clerk.  May include pre-authorizations, actual sales, and finalization of pre-authorized charges when orders are complete. <br>
<br>
Assists the Special Education (SE) division by performing the following tasks: <br>
· Processes SE orders of dismissal and ensures that cases are closed appropriately by the calendar clerks. <br>
· Sends out mediation survey information to parties who attended mediation within 30 days of mediation date. <br>
<br>
MARGINAL FUNCTIONS<br>

To ensure the continuation of OAH’s processes and practices the incumbent acts as backup to other staff on an as needed basis: <br>
· Assist with SE faxination backup as needed when a backlog exists and program support staff are unable to provide adequate coverage by receiving new complaints and case related documents.  Forwards documents and emails to the assigned clerk, the Legal Support Supervisor, or ALJ. <br>
· Assists calendar clerks and transcript clerks with scanning documents when needed. <br>
· Backs up the other administrative section Office Technician by assisting with office supply inventories.  Also assists with reviewing and approving overnight delivery charges. <br>
· Works closely with accounting staff to verify receipt and distribution of monthly payroll. <br>
· Acts as back up to OAH’s travel coordinator by making routine travel arrangements using online web-based tools such as SWABIZ, Concur, and Enterprise Rent-A-Car.  Follows up with lodging establishments to ensure that reservations are in place and acceptance of the American Express ghost card is approved.  Assists traveling staff with required changes or cancellations to travel reservations.  Maintains appropriate documentation as required for prompt payment of American Express invoices and staff travel expense claims (TECs).  Maintains records and logs of unused travel to ensure that unused funds are either applied to another OAH traveler or refunded by the travel company.  Collects TECs
and reviews them for accuracy and compliance using the department’s guidelines, the Office of Fiscal Services (OFS) directive and the California Department of Human Resources (CalHR) policies.  Submits the TECs to the OFS for processing and payment. <br>
· Perform other special projects and tasks as needed for the administrative section, the SE division, and the General Jurisdiction (GJ) division. <br>
<br>
KNOWLEDGE AND ABILITIES<br>
Knowledge of:  Modern office methods, supplies and equipment; business English and correspondence; principles of effective training. <br>
<br>
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. <br>
<br>
Special Requirements:  Type at a speed of not less than 40 words per minute from ordinary manuscript or printed or typewritten material. <br>
<br>
DESIRABLE QUALIFICATIONS<br>
·  Excellent organizational skills and work habits including initiative, good judgment, dependability, punctuality and attendance. <br>
· Excellent oral and written communication skills.  Excellent interpersonal skills. <br>
· Valid California Driver’s License. <br>
· Ability to work independently and in a team environment. <br>
· Excellent personal computer skills with emphasis on Microsoft Word. <br>
· A demonstrated interest in assuming increasing responsibility; mature judgment, tact and discretion. <br>
· Ability to multitask effectively and efficiently, meet deadlines, and quickly evaluate and prioritize work. <br>
· Flexibility and ability to re-prioritize assignments. <br>
<br>
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES <br>
· Office environment, business dress according to office policy. <br>
· Legal work environment that is fast-paced with many deadlines. <br>
· Daily use of a personal computer and related software applications at a workstation. <br>



