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	       STATE OF CALIFORNIA

    DEPARTMENT OF FINANCE

          915 L STREET, SACRAMENTO, CA  95814
          www.dof.ca.gov

	• AN EQUAL OPPORTUNITY EMPLOYER • COMMITTED TO A DRUG-FREE STATE WORKPLACE •



Are you looking for a position in a fast-paced, prestigious organization with great potential for personal development and career advancement? Would you find working with the top management in State Government and with the State Legislature exciting and rewarding? If so, the Department of Finance offers a broad range of professional career paths in such areas as budgeting, accounting and auditing, information technology, economic and population research, and general administration. 
Look no further, apply today!
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Office Technician (Typing)
                                     (Permanent/Full-time) (Designated E97) (Up to 4 positions available)
	SALARY RANGE:
$2,893 -  $3,620
FINAL FILING DATE:
December 1, 2016
QUESTIONS ABOUT THE JOB:
Jeanna Wimberly

(916) 445-8918 
(916) 324-6547 *TDD
E-mail: jeanna.wimberly@dof.ca.gov
SEND APPLICATION TO:
Department of Finance

Attn: Tina Crosby
Human Resources Office

915 L Street, Suite 1235

Sacramento, CA  95814
WHO MAY APPLY:
Current state employees at the Office Technician (Typing) level, those within transfer range, or individuals who have list eligibility. Please indicate the basis of your eligibility (i.e. SROA, surplus, reemployment, reinstatement, transfer, or list eligible) in the explanation section of the application.

Applications will be screened and only the most qualified will be scheduled for interviews. All appointments are subject to applicable personnel rules.
	POSITION DESCRIPTION:
Working under general supervision, the incumbent provides a variety of clerical support duties.  Specific duties include, but are not limited to, answering incoming telephone calls and directing to appropriate staff; providing word processing services including reviewing and editing correspondence for consistency and administrative policies, as well as format and grammar; sorting and distributing mail; duplicating and faxing materials; filing documents; ordering supplies; maintaining/creating unit files; scheduling meetings; preparing meeting agendas and materials; taking meeting minutes; delivering items to various locations; and providing back up for the Executive Assistants as needed.

DESIRABLE QUALIFICATIONS:
· Service oriented with strong interpersonal skills,                   including the ability to gain confidence and cooperation of others in order to establish and maintain good working relationships.

· Proven time management, including the demonstrated ability to plan, organize, and prioritize sensitive/complex workload.

· Ability to work with strict deadlines, under pressure, and easily adapt to changing priorities.
· Experience in reviewing, evaluating, and editing documents to produce quality, error-free work products.
· Dependable, flexible, patient, poised, and tactful.
· Ability to communicate effectively to exchange information and/or provide direction to staff and others.
· Good independent judgment, initiative, and creativity. 



	“The State of California is an equal opportunity employer to all, regardless of age, ancestry, color, disability (mental and physical), exercising the right to family care and medical leave, gender, gender expression, gender identity, genetic information, marital status, medical condition, military or veteran status, national origin, political affiliation, race, religious creed, sex (includes pregnancy, childbirth, breastfeeding and related medical conditions), and sexual orientation.” 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.
Issue Date: November 16, 2016      



