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	[bookmark: bkmPosition_ltr]POSITION:  Office Technician (Typing) (Permanent/Full Time, Designated E-97)

	[bookmark: bkmSalary_ltr]SALARY RANGE:  $2,686 – 3,264

	[bookmark: bkmDuties_ltr]DUTIES:  
Serves as one of two training coordinators for the CALSTARS training classes, including maintaining records in an online database; securing and scheduling training dates; determining if the training participants are taking the appropriate courses based on their duties; reproducing training materials; preparing billing statements for “late cancellations” and “no shows”; and preparing various materials.  Also, serves as a part of a two-member team that is responsible for office management for CALSTARS and the Fiscal Systems and Consulting unit, including answering, screening, and directing telephone calls; examining monthly attendance reports; determining the validity of time usage; maintaining the managers’ vacation schedule; securing laptops; providing for the upkeep of the unit printers and reproduction machines; and filing documents.


	[bookmark: bkmQualifications_ltr]DESIRABLE QUALIFICATIONS:  
· Ability to follow written and verbal instructions.
· Strong Microsoft Word skills and experience using Microsoft Excel and Access.
· Effective verbal and written communication skills.
· Ability to establish and maintain good working relationships with a variety of people at all levels.
· Ability to exercise good judgment, initiative, and creativity.
· Ability to adapt to changing priorities, work effectively under pressure, and meet deadlines.

	[bookmark: bkmOvertime_ltr]

	[bookmark: bkm_FinalDate_ltr]FINAL FILING DATE:	Until filled

	[bookmark: bkmSevenDays_ltr]

	WHO MAY APPLY:	

	[bookmark: bkmPosition2_ltr]Current State employees at the Office Technician (Typing) level, those within transfer range, or individuals who have list eligibility.  Training and Development assignments may also be considered.

	

	SEND APPLICATION/RESUME TO:  
	

	
	
	

	Cindy Chastain
	Telephone:
	[bookmark: bkmPhones_ltr](916) 445-0211 Ext. 2812

	[bookmark: bkmSendto_ltr]Department of Finance
915 L Street, 7th Floor
Sacramento, CA  95814
	TDD*:
	(916) 324-6547 

	
	
	

	
	
	

	


[bookmark: bkmTyping_ltr]
Candidates must be able to type at least 40 words per minute.  A typing test may be administered.
APPLICATIONS WILL BE SCREENED AND ONLY THE MOST QUALIFIED WILL BE SCHEDULED FOR INTERVIEWS.  ALL APPOINTMENTS ARE SUBJECT TO APPLICABLE PERSONNEL RULES.

Pursuant to Government Code 11019.9 and Management Memo 00-14, the Department of Finance maintains a permanent privacy policy in adherence with the Information Practices Act of 1977.  The Finance Privacy Policy is posted on the Department’s website at www.dof.ca.gov

California relay (telephone) service for the deaf and hearing impaired
From TDD* phones:  (800) 735-2929 From Voice phones:  (800) 735-2922
*TDD is a telecommunication device for the deaf and is accessible only through phones equipped with a TDD device.
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