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FINAL TASK LISTING

                                                      CLASS:  PROGRAM TECHNICIAN II
     NOTE:  Each position within this classification may perform some or all of these tasks.

	Task #
	Task



	1. 
	Reviews detailed and technical forms, files, and projects for accuracy and completeness of information associated with multiple departmental programs or program areas in accordance with the specific departmental guidelines.

	2. 
	Reviews detailed and technical forms, files, and projects associated with a departmental program which requires especially detailed knowledge of the program so that difficult calculations can be made and/or processing can be done in cases where guidelines are not clear under the directions of California Building Code (CBC), Administrative Code, Title 24 regulations and Division of State Architect (DSA) Headquarters.

	3. 
	Provides sensitive and detailed program information and/or direction to the public, employees, other public jurisdictions, or clients using project file, ninety day letter, tracker system, Field Engineer and/or Supervising Engineer reports under the California Building Code, Title 24 regulations and DSA regulations and guidelines.

	4. 
	Maintains K through 12 schools and/or community colleges project files by verifying the accuracy and completeness of information contained therein using the ETRACKER database system and Reference Manual in order to ensure that projects are correctly prepared for closing procedures upon approval from the District Structural Engineer (DSE) and under the DSA guidelines. 

	5. 
	Files project-related documents in the project files in order to comply with the requirements of the individual project designated on the Documents Required List for Project Certification under the DSA guidelines.

	6. 
	Enters project data information into ETRACKER database system or history cards in order to maintain an accurate electronic record of projects using personal computer (PC) according to the ETRACKER Reference Manual and the Division of State Architect guidelines.

	7. 
	Compares contract(s) amount and application in project file in order to verify correctness of fees collected using ETRACKER database system and calculator in order to ensure proper payments for services provided by Title 24 and DSA in accordance with state regulations.

	8. 
	Provides monthly status report of pre-Tracker projects in the closing phase to the supervisor and DSA headquarters in order to track progress of pre-Tracker project closeouts using personal computer following DSA established format.

	9. 
	Provides detailed DSA program information, including initial project submittal requirements, fees, documents, project tracking number from the Office of School Construction (OPSC) and/or direction to the public, other public jurisdictions, and clients over the telephone and in person using knowledge of the DSA program ETRACKER database system, Title 24 regulations and DSA guidelines.

	10. 
	Prepares a wide variety of correspondence including letters, memos, technical documents and reports in response to routine correspondence and non-technical inquires in order to ensure correspondence is in correct format, correct grammatical construction is used, and documents are complete and free from clerical errors in accordance with DGS guidelines for all correspondence.

	11. 
	Assists in the office by answering telephones, greeting and directing visitors, and referring inquiries to the appropriate staff in order to provide coverage at the public counter according to DSA Regional office policy.

	12. 
	Responds to client inquiries verbally and in writing in order to provide status information and acknowledge receipt of documents pertaining to specific project(s) using ETRACKER database system, files, and project field engineer comments/approval under the CBC, Title 24 regulations.  

	13. 
	Communicates in a professional and effective manner with co-workers, the public, employees, other public jurisdictions, or clients utilizing tact and interpersonal skills to establish and maintain effective working relationships in all situations in accordance with office policies and under DGS guidelines.

	14. 
	Scans all files pertaining to the projects at cashiering and closeout phase using individual desk scanners according to the directions of the Regional Office and DSA headquarters guidelines.

	15. 
	Works independently in various phase(s) of the project(s) to maintain accurate documentation, fees, tracking data, respond to client inquiries, and summary of project status using ETRACKER database system and project file in accordance to DSA policies and regulations and CBC, Title 24 regulations.

	16. 
	Researches files for missing documents (i.e., change orders, addendum, deferred approvals, DSA 102 form, etc…) required for project closeout using the ETRACKER database system and administrative/technical file in accordance with CBC, Title 24 regulations and DSA guidelines.

	17. 
	Requests closed files without certification from State Record Center per Architect or School District request in order to re-open file for DSA review as required fees and/or documents have been submitted to meet final certification in accordance with CBC, Title 24 and DSA guidelines.

	18. 
	Obtains yellow worksheet package (i.e., application, material worksheets, testing and inspection sheet, project scope, plan checker name, Fire Life Safety Officer name, and access compliance sheet) from Supervisor Program Technician II which have been submitted by the Senior Structural Engineering/plan checker to enter applications which generates a Field Trip Note for use by the District Structural Engineer in accordance with CBC, Title 24 and DSA guidelines. 

	19. 
	Arranges travel reservations for all Regional Office staff for attendance of training, meetings, and/or conferences, as needed in accordance with State Administrative Manual, Regional Office policies, and DGS guidelines.

	20. 
	Orders basic office supplies needed for use in conducting daily office business requirements in accordance with DSA regulations.

	21. 
	Organizes closed files in preparation for shipment to State Record Center to ensure history of project and space for incoming project files in accordance with Regional Office policies and procedures.

	22. 
	Voids school projects per four year, fourteen days or six-month rule with or without refund via ETRACKER database system in accordance with CBC, Title 24 and DSA guidelines.

	23. 
	Cancels school project per instructions from Architect or School District request due to lack of funding or change of project scope prior to beginning of construction via written request to DSA as required.
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