
 
 

 
 

 

State of California 
Department of Resources Recycling & Recovery (CalRecycle) 
CalRecycle 109A (Rev. 7/14) 

DUTY STATEMENT 
Classification:  Seasonal Clerk Position Number:  835-422-1120-9XX 

Division/Office/Section:  DOR/Certification, Assistance & Review Section/Certification Unit 

Location:  801 K Street, Sacramento, CA 95814 Effective Date:   

Employee's Name:   Supervision Exercised:   Yes   No 

Supervisor's Name:  Jennifer Akins 

Collective Bargaining Identifier (CBID):  R04 

 
 
 

 

This position requires the incumbent to maintain consistent and regular attendance; communicate effectively (orally and in 
writing if both appropriate) in dealing with the public and/or other employees; develop and maintain knowledge and skill 
related to specific tasks, methodologies, materials, tools and equipment; complete assignments in a timely and efficient 
manner; and, adhere to department policies and procedures regarding attendance, leave, and conduct. 
 

POSITION DESCRIPTION: 

Under supervision of the Staff Services Manager I, the Seasonal Clerk prepares and scans documents on the imaging 
system and either attaches the scans into a database or otherwise disseminates as applicable.  The incumbent 
prepares an inventory indexing scanned documents and assures the documents attached in the Division of Recycling’s 
Integrated Information System (DORIIS) are scanned, named, and attached accurately with established conventions.  
The incumbent must have the ability to learn about software, hardware equipment, and terminology related to 
scanning.  Work is performed in accordance with prescribed state records management procedures and departmental 
policies.  Due to the sensitive and confidential nature of information processed, the incumbent must exercise 
considerable caution with document handling concerning duties performed. 

 

Tasks are performed in an office environment, with some unassisted lifting, carrying, pushing, and/or pulling of 
moderately heavy objects up to 50 pounds.  Tasks may require prolonged periods of standing, visual concentration, or 
use of keyboard/mouse and other standard office equipment. 

 
ESSENTIAL FUNCTIONS 

 
45% Utilize written procedures, review, prepare, and scan documents using standard office equipment.  

Disseminate resultant files as needed. 
 
30% Attach documents to appropriate records in DORIIS as directed. 
 
10% File hard copy documents and files in the Certification file room.  Maintain an inventory of electronic files. 
 
10% Answer phones and reply to e-mails; respond to voice mail messages regarding the basic certification 

application processes in accordance to prepared guidelines. 
 

MARGINAL FUNCTIONS 
 
05% Receive, open, time stamp, sort, and distribute incoming assignments to the unit.  Label, pull, and refile 

participant files as needed.  Run weekly or monthly reports.  Photocopy documents for Certification 
Interview packets. 

 
 
 
 
 
 
 
 
 
 



 

 

I have read and understood the duties and essential functions of the position and can perform these 
duties with or without reasonable accommodation: 
 
Employee Signature: 

Date: 

I certify that the above accurately represent the duties of the position: 
 
Supervisor Signature: 

Date: 

PERSONNEL USE ONLY:  This personnel transaction has been reviewed and approved by:  

C&P Analyst: Date Approved: 




