
 

 

 
State of California  Department of Resources Recycling & Recovery (CalRecycle) 
 CalRecycle 109A (Rev. 3/12)  

 

DUTY STATEMENT 

 

Classification:   Program Technician   Position Number:  783-9927-922 

Division/Office/Section:   MMLA/FiRM/Financial Resources Section B 

Location:  1001 I Street, Sacramento, CA 95814 Effective Date:   

Employee's Name:  Vacant Supervision Exercised:   Yes   No 

Supervisor's Name:   Calvin Young  

Collective Bargaining Identifier (CBID):   04 

 
 
 

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 close supervision of the Senior Environmental Scientist (Supervisory) I, the Program Technician will provide assistance 
and support to Branch staff with administration of the various grant/payment and loan programs within the Grants & Loans 
and/or Beverage Container Recycling Grants Sections including, but not limited to the following:  Recycling Market 
Development Zone (RMDZ) loans, Used Oil, Household Hazardous Waste, Local Enforcement Agency, Local Conservation 
Corps, Beverage Container Recycling, Tires, and Farm & Ranch.  The incumbent will review and process forms, files, and 
work of a semi-technical nature associated with the Department’s grant and loan programs. 

 
ESSENTIAL FUNCTIONS 
 
45% Gathering, completion, and analysis of data related to grants, contracts, loans, and payment programs: 

Perform statistical analysis of past grant and loan performance.  Assist in analyzing economic and statistical data 
for program tracking and evaluation.  Verify and summarize payment requests for accuracy and completeness.  
Assist the Grant Manager with initial review of grant documents; review progress and final reports for 
completeness and content; and close out of grant projects.  Respond to general loan program and grant cycle-
related questions from applicants.  Process applications and ongoing re-certification, mail out certification 
packages, and maintain the Oil Recycling Claims database and special projects to improve the Used Oil Certified 
Collection Center Program (CCC) and record keeping.  Prepare grant and loan status reports via spreadsheets 
and database queries.  Assist in developing fact sheets for successful/model grant and loan projects.  Assist in 
developing and analyzing stakeholder surveys.  Provide technical maintenance of program files and compliance 
with loan agreements, grant terms and conditions. 
 

30% Data processing and research: 
Input data into various databases (i.e., Grant Management System, Oil Payment Program System, RMDZ loan 
database, and Oil Recycling Claims Automation).  Assist with initial input for web updates.  Review grant and loan files 
to retrieve data and enter the data into programmatic spreadsheets.  Create and update SharePoint sites for each grant 
and loan program, including program workflow timelines identifying tasks and due dates. 

 
20% Maintain and update grant and loan program materials, supplies, and equipment: 

Distribute grant and loan agreements, and related attachments/forms.  Check inventory, sort, count, package, and 
move/mail job-related materials including, but not limited to, Used Oil Certified Collection center signage and 
various grant program outreach materials.  Prepare and organize grant and loan binders, including desk reference 
and administrative binders for staff use.  Assist in the preparation of documents for site visits with grantees and at 
business manufacturing facilities for potential loan applicants or existing borrowers.  Reserve and/or set-up 
Information Technology (IT) equipment (i.e., laptops for travel and/or computers). 
 

MARGINAL FUNCTIONS 
 
05% Provide staff support at meetings, workshops, and conferences (e.g., prepare meeting agenda, 

coordinate/reserve meeting rooms, note-taking, and disseminating meeting materials to participants).  Receive 



 
initial inquiries via e-mail or voicemail and forward to appropriate staff.  Provide phone, mail, and e-mail coverage 
for other staff as needed. 
 

 
 

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:   




Accessibility Report


		Filename: 

		783-9927-922.pdf




		Report created by: 

		

		Organization: 

		




[Enter personal and organization information through the Preferences > Identity dialog.]


Summary


The checker found problems which may prevent the document from being fully accessible.


		Needs manual check: 2

		Passed manually: 0

		Failed manually: 0

		Skipped: 1

		Passed: 26

		Failed: 3




Detailed Report


		Document



		Rule Name		Status		Description

		Accessibility permission flag		Passed		Accessibility permission flag must be set

		Image-only PDF		Passed		Document is not image-only PDF

		Tagged PDF		Passed		Document is tagged PDF

		Logical Reading Order		Needs manual check		Document structure provides a logical reading order

		Primary language		Passed		Text language is specified

		Title		Passed		Document title is showing in title bar

		Bookmarks		Passed		Bookmarks are present in large documents

		Color contrast		Needs manual check		Document has appropriate color contrast

		Page Content



		Rule Name		Status		Description

		Tagged content		Passed		All page content is tagged

		Tagged annotations		Passed		All annotations are tagged

		Tab order		Passed		Tab order is consistent with structure order

		Character encoding		Passed		Reliable character encoding is provided

		Tagged multimedia		Passed		All multimedia objects are tagged

		Screen flicker		Passed		Page will not cause screen flicker

		Scripts		Passed		No inaccessible scripts

		Timed responses		Passed		Page does not require timed responses

		Navigation links		Passed		Navigation links are not repetitive

		Forms



		Rule Name		Status		Description

		Tagged form fields		Passed		All form fields are tagged

		Field descriptions		Passed		All form fields have description

		Alternate Text



		Rule Name		Status		Description

		Figures alternate text		Passed		Figures require alternate text

		Nested alternate text		Passed		Alternate text that will never be read

		Associated with content		Passed		Alternate text must be associated with some content

		Hides annotation		Passed		Alternate text should not hide annotation

		Other elements alternate text		Passed		Other elements that require alternate text

		Tables



		Rule Name		Status		Description

		Rows		Passed		TR must be a child of Table, THead, TBody, or TFoot

		TH and TD		Passed		TH and TD must be children of TR

		Headers		Failed		Tables should have headers

		Regularity		Failed		Tables must contain the same number of columns in each row and rows in each column

		Summary		Skipped		Tables must have a summary

		Lists



		Rule Name		Status		Description

		List items		Passed		LI must be a child of L

		Lbl and LBody		Passed		Lbl and LBody must be children of LI

		Headings



		Rule Name		Status		Description

		Appropriate nesting		Failed		Appropriate nesting






Back to Top


