Department of Consumer Affairs

CALIFORNIA BUREAU OF REAL ESTATE
Equal Opportunity Employer

Job Opportunity

Seasonal Clerk

Sacramento
Limited Term — Full-time

The Bureau of Real Estate has an opening in its Subdivisions Section for a Seasonal Clerk. The office is located at 1651
Exposition Blvd. Sacramento 95815. This position is limited Term Full-time and is limited to 1500 hours in a calendar
year.

Duties of the position include:

e Perform record management functions on a continuous basis for the Unit which includes but is not limited to filing,
creating, organizing and maintaining the Unit’s files including case folders (in numerical order); maintain and purge
files according to the Office’s Records Retention Schedule; retrieve files from the file room, label, box, and seal;
prepare an accurate written log of the files being shipped. This requires the use of a personal computer and various
Microsoft Software, such as Word, Excel, Outlook, etcNavigate through and make applicable updates and/or changes to
the Department’s Enterprise Information System database; and locate various documents in the Bureau’s eConnect for
staff as directed.

e Operate the office copy machine, scanner, printer, facsimiles and other basic office equipment. Duplicate (Xerox) and
Fax various documents as requested such as forms and case material. Receive, review, date stamp and distribute
incoming mail, which may be of a sensitive and confidential nature, to the appropriate staff in accordance with Office
procedures and guidelines.

o Distribute afternoon outgoing intra-departmental and US Postal mail. Check fax machine for incoming material, collate,
and distribute as appropriate.

e Answer, screen and redirect, or respond appropriately to telephone calls from public officials and their staff, industry
representatives, and other public or private agency executives and the general public providing general information or
referring calls to appropriate Unit staff member.

Required Qualifications:

Ability to process large amounts of work with speed and accuracy.

Must be dependable, reliable and maintain good attendance.

Ability to shift priorities to meet deadlines.

Good interpersonal skills with the ability to work well with staff at all levels.
Ability to follow specific oral and written directions.

A self-starter who can work independently or as part of a team.

Desirable qualifications:

o Experience working in an office setting.

e Ability to communicate effectively, using good interpersonal and customer service skills.

o Knowledge of and experience working with PCs and software such as Microsoft Excel, Microsoft Word and Outlook and
ability to type using a computer keyboard. Ability to file accurately using numerical and alphabetical filing systems.
Ability to spell and copy numbers and letters accurately. Ability to multi-task, i.e., respond to multiple tasks for multiple
people with ease. Ability to work as a team player to meet common goals. Experience working with confidential material.

Salary $1591-1794

Who _may apply:Priority consideration will be given to any person receiving state public assistance under_the

CalWORKSs program. Applicants who receive state public assistance need to identify their status as a CalWORKS

recipient in the comments area on the application. Applicants must submit a verification of their CalWORKSs

eligibility status, which may include the most recent Notice of Action showing TANF eligibility or a copy of your last
aid check stub. If verification is not submitted with the application, the application will not be processed. (Applicants
may obtain verification from the CalWORKSs program).All appointments are subject to approval of the Office of Human

Resources. CalBRE is an Equal Opportunity Employer and does not discriminate on the basis of race, religion, color, sex,

age, national origin, or disability. Please indicate RPA # 623-069 on your application in order for it to be considered. Title 11,

section 703(d) of the California Code of Regulations requires criminal record checks of all personnel who have access to

Criminal Offender Record Information (CORI). Pursuant to this requirement, incumbents for this position will be required to

submit fingerprints to the Department of Justice and be cleared before hiring.

Submit Applications to:

Bureau of Real Estate - Human Resources
1651 Exposition Blvd.

Sacramento, CA 95815

(916) 263-7361

California Relay Service: 1-800-735-2922 (Voice); 1-800-735-2929 (TDD)

Applications may be obtained from the CalHR website at http://www.jobs.ca.gov.

FINAL FILING DATE: March 12, 2015

Applications, whether filed in person or by mail, must be received in the Personnel Office no
later than 5:00 p.m. on the above date.

(2127/15) 623-069




