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 CONFLICT OF INTEREST CLASSIFICATION?
CONFLICT OF INTEREST CLASSIFICATION
CONFLICT OF INTEREST CLASSIFICATION
Provide an overview of the department and its roles and responsibilities. 
 
[Sample verbiage: The California Department of Human Resources (CalHR) is responsible for all issues related to employee salaries and benefits, job classifications, civil rights, training, exams, recruitment and retention. For most employees, many of these matters are determined through the collective bargaining process managed by CalHR.]
Provide an overview of the department and its roles and responsibilities.  [Sample verbiage: The California Department of Human Resources (CalHR) is responsible for all issues related to employee salaries and benefits, job classifications, civil rights, training, exams, recruitment and retention. For most employees, many of these matters are determined through the collective bargaining process managed by CalHR.]
Provide an overview of the department and its roles and responsibilities.  [Sample verbiage: The California Department of Human Resources (CalHR) is responsible for all issues related to employee salaries and benefits, job classifications, civil rights, training, exams, recruitment and retention. For most employees, many of these matters are determined through the collective bargaining process managed by CalHR.]
OUR VISION:
OUR VISION:
OUR VISION:
OUR MISSION:
OUR MISSION:
OUR MISSION:
Include the department's vision.
 
[Sample verbiage: To be the premier leader and trusted partner in innovative human resources management.]
Include the department's vision. [Sample verbiage: To be the premier leader and trusted partner in innovative human resources management.]
Include the department's vision. [Sample verbiage: To be the premier leader and trusted partner in innovative human resources management.]
Include the department's mission.
 
[Sample verbiage: To provide exceptional human resources leadership and services with integrity, respect and accountability to state departments and all current and prospective employees.]
Include the department's mission. [Sample verbiage: To provide exceptional human resources leadership and services with integrity, respect and accountability to state departments and all current and prospective employees.]
Include the department's mission. [Sample verbiage: To provide exceptional human resources leadership and services with integrity, respect and accountability to state departments and all current and prospective employees.]
SAMPLE DUTY STATEMENT TEMPLATE
SAMPLE DUTY STATEMENT TEMPLATE
SAMPLE DUTY STATEMENT TEMPLATE
EMPLOYEE INFORMATION:
EMPLOYEE INFORMATION:
EMPLOYEE INFORMATION:
DEPARTMENT OVERVIEW:
DEPARTMENT OVERVIEW:
DEPARTMENT OVERVIEW:
CONFLICT OF INTEREST CLASSIFICATION (Gov. Code 87300, et seq.):
EMPLOYEE INFORMATION:
EMPLOYEE INFORMATION:
This position is designated under the Conflict of Interest Code. This  position is responsible for making or participating in the making of governmental decisions that may potentially have a material effect on personal financial interests.  The appointee is required to complete Form 700 within 30 days of appointment.  Failure to comply with the Conflict of Interest Code requirements may void the appointment.
SUPERVISION RECEIVED:
SUPERVISION RECEIVED:
SUPERVISION RECEIVED:
SUPERVISION EXERCISED:
SUPERVISION EXERCISED:
SUPERVISION EXERCISED:
GENERAL STATEMENT
GENERAL STATEMENT
GENERAL STATEMENT
Describe the degree of the supervision received and the classification of the supervisor.
 
[Sample verbiage: The (class title) reports directly to and receives the majority of assignments from the (immediate supervisor class title); however, direction and assignments may also come from (identify other sources).]
Describe the degree of the supervision received and the classification of the supervisor. [Sample verbiage: The (class title) reports directly to and receives the majority of assignments from the (immediate supervisor class title); however, direction and assignments may also come from (identify other sources).]
Describe the degree of the supervision received and the classification of the supervisor. [Sample verbiage: The (class title) reports directly to and receives the majority of assignments from the (immediate supervisor class title); however, direction and assignments may also come from (identify other sources).]
Describe the nature of the supervision exercised (close supervision, general direction, etc.) and a general statement of employees supervised (i.e., professional staff or multi-disciplinary staff). If non- supervisory position, supervision exercised is NONE.
 
[Sample verbiage: Under (supervision exercised) the (class title) supervises (general statement of employees supervised).]
Describe the nature of the supervision exercised (close supervision, general direction, etc.) and a general statement of employees supervised (i.e., professional staff or multi-disciplinary staff). If non- supervisory position, supervision exercised is NONE. [Sample verbiage: Under (supervision exercised) the (class title) supervises (general statement of employees supervised).]
Describe the nature of the supervision exercised (close supervision, general direction, etc.) and a general statement of employees supervised (i.e., professional staff or multi-disciplinary staff). If non- supervisory position, supervision exercised is NONE. [Sample verbiage: Under (supervision exercised) the (class title) supervises (general statement of employees supervised).]
Describe the essential functions of the position. Task statements should clearly and concisely describe the work that is assigned and performed by the employee as part of their duties. 
 
[Sample verbiage: The statements contained in this job description reflect general details as necessary to describe the principal functions of this job. It should not be considered an all-inclusive listing of the work requirements. The incumbent of this position may perform other duties (commensurate with this classification) as assigned, including work in other functional areas to cover during absences, to equalize peak work periods or to otherwise balance the workload.
 
Under the oversight requirements (close supervision, general direction, etc.) of the (supervisor/ manager title or
classification), the (classification title) is responsible for (general scope of responsibility).]
Describe the essential functions of the position. Task statements should clearly and concisely describe the work that is assigned and performed by the employee as part of their duties.  [Sample verbiage: The statements contained in this job description reflect general details as necessary to describe the principal functions of this job. It should not be considered an all-inclusive listing of the work requirements. The incumbent of this position may perform other duties (commensurate with this classification) as assigned, including work in other functional areas to cover during absences, to equalize peak work periods or to otherwise balance the workload. Under the oversight requirements (close supervision, general direction, etc.) of the (supervisor/ manager title orclassification), the (classification title) is responsible for (general scope of responsibility).]
Describe the essential functions of the position. Task statements should clearly and concisely describe the work that is assigned and performed by the employee as part of their duties.  [Sample verbiage: The statements contained in this job description reflect general details as necessary to describe the principal functions of this job. It should not be considered an all-inclusive listing of the work requirements. The incumbent of this position may perform other duties (commensurate with this classification) as assigned, including work in other functional areas to cover during absences, to equalize peak work periods or to otherwise balance the workload. Under the oversight requirements (close supervision, general direction, etc.) of the (supervisor/ manager title orclassification), the (classification title) is responsible for (general scope of responsibility).]
% OF TIME PERFORMING DUTIES
% OF TIME PERFORMING DUTIES
% OF TIME PERFORMING DUTIES
An itemized listing of the specific job duties and the percentage of time spent on each separate and distinct task, with essential and marginal functions identified.  Percentages must be listed in descending order and must equal 100%. (No duties less than 5%.)
An itemized listing of the specific job duties and the percentage of time spent on each separate and distinct task, with essential and marginal functions identified.  Percentages must be listed in descending order and must equal 100%.
An itemized listing of the specific job duties and the percentage of time spent on each separate and distinct task, with essential and marginal functions identified.  Percentages must be listed in descending order and must equal 100%.
Link work expectations to the duty statement, so they are documented and addressed up front. The employee will understand what is expected of them on the job, and could also help if reasonable accommodation is requested. There will be a clear understanding of what the job entails and does not entail.  
 
[Sample verbiage: This position requires the incumbent to maintain acceptable, consistent and regular attendance at such level as is determined at the Department’s sole discretion; 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 departmental policies and procedures regarding attendance, leave, and conduct. Must maintain regular and acceptable attendance at such level as is determined at the Department’s sole discretion. Must be regularly available and willing to work the hours the Department determines are necessary or desirable to meet its business needs.]
Link work expectations to the duty statement, so they are documented and addressed up front. The employee will understand what is expected of them on the job, and could also help if reasonable accommodation is requested. There will be a clear understanding of what the job entails and does not entail.   [Sample verbiage: This position requires the incumbent to maintain acceptable, consistent and regular attendance at such level as is determined at the Department’s sole discretion; 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 departmental policies and procedures regarding attendance, leave, and conduct. Must maintain regular and acceptable attendance at such level as is determined at the Department’s sole discretion. Must be regularly available and willing to work the hours the Department determines are necessary or desirable to meet its business needs.]
Link work expectations to the duty statement, so they are documented and addressed up front. The employee will understand what is expected of them on the job, and could also help if reasonable accommodation is requested. There will be a clear understanding of what the job entails and does not entail.   [Sample verbiage: This position requires the incumbent to maintain acceptable, consistent and regular attendance at such level as is determined at the Department’s sole discretion; 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 departmental policies and procedures regarding attendance, leave, and conduct. Must maintain regular and acceptable attendance at such level as is determined at the Department’s sole discretion. Must be regularly available and willing to work the hours the Department determines are necessary or desirable to meet its business needs.]
CONDUCT, ATTENDANCE AND PERFORMANCE EXPECTATIONS:
CONDUCT, ATTENDANCE AND PERFORMANCE EXPECTATIONS:
CONDUCT, ATTENDANCE AND PERFORMANCE EXPECTATIONS:
         %                  Duties
         %                  Duties
         %                  Duties
         %                  Duties
         %                  Duties
Describe the essential functions of the position. Task statements should clearly and concisely describe the work that is assigned and performed by the employee as part of their duties.  [Sample verbiage: The statements contained in this job description reflect general details as necessary to describe the principal functions of this job. It should not be considered an all-inclusive listing of the work requirements. The incumbent of this position may perform other duties (commensurate with this classification) as assigned, including work in other functional areas to cover during absences, to equalize peak work periods or to otherwise balance the workload. Under the oversight requirements (close supervision, general direction, etc.) of the (supervisor/ manager title orclassification), the (classification title) is responsible for (general scope of responsibility).]
Describe the essential functions of the position. Task statements should clearly and concisely describe the work that is assigned and performed by the employee as part of their duties.  [Sample verbiage: The statements contained in this job description reflect general details as necessary to describe the principal functions of this job. It should not be considered an all-inclusive listing of the work requirements. The incumbent of this position may perform other duties (commensurate with this classification) as assigned, including work in other functional areas to cover during absences, to equalize peak work periods or to otherwise balance the workload. Under the oversight requirements (close supervision, general direction, etc.) of the (supervisor/ manager title orclassification), the (classification title) is responsible for (general scope of responsibility).]
SPECIAL REQUIREMENTS/OTHER INFORMATION:
SPECIAL REQUIREMENTS/OTHER INFORMATION:
SPECIAL REQUIREMENTS/OTHER INFORMATION:
Describe any other requirements necessary to perform the job or other desirable qualifications/experience; Minimum qualifications, other qualifications, working conditions, personal contacts, etc. 
 
MINIMUM QUALIFICATIONS: 
The minimum amounts of education or competencies gained from experience or minimum levels of licensure or certification necessary to perform the essential tasks and functions of a classification.
 
DESIRABLE QUALIFICATIONS:
The possession of education, experience. or competencies above the minimum qualifications that are job-related and would enhance a person's capacity to successfully perform the tasks and functions of a classification or particular position of a classification.
 
WORKING CONDITIONS:
Working conditions refer to the physical characteristics/surroundings of the job that make specific demands upon a worker’s capacity. May include work location (inside, outside, or both); machines, tools, equipment required to operate; special physical demands; noise and/or vibration; special hazards or dangers; and other atmospheric conditions.
 
PERSONAL CONTACTS:
Specify the units and/or organizations the incumbent will interact with and the frequency of these contacts. In addition, identify the type or sensitivity of the material covered in these contacts. 
Describe any other requirements necessary to perform the job or other desirable qualifications/experience; Minimum qualifications, other qualifications, working conditions, personal contacts, etc.  MINIMUM QUALIFICATIONS: Minimum Qualifications refer to qualifications that must be met (are required) for the job.  DESIRABLE QUALIFICATIONS:Desirable Qualifications refer to background information, also referred to as “Knowledge, Skills and Abilities (KSA). These qualifications are not required, but are strongly desired. WORKING CONDITIONS:Working conditions refer to the physical characteristics/surroundings of the job that make specific demands upon a worker’s capacity. May include work location (inside, outside, or both); machines, tools, equipment required to operate; special physical demands; noise and/or vibration; special hazards or dangers; and other atmospheric conditions. PERSONAL CONTACTS:Specify the units and/or organizations the incumbent will interact with and the frequency of these contacts. In addition, identify the type or sensitivity of the material covered in these contacts. 
Describe any other requirements necessary to perform the job or other desirable qualifications/experience; Minimum qualifications, other qualifications, working conditions, personal contacts, etc.  MINIMUM QUALIFICATIONS: Minimum Qualifications refer to qualifications that must be met (are required) for the job.  DESIRABLE QUALIFICATIONS:Desirable Qualifications refer to background information, also referred to as “Knowledge, Skills and Abilities (KSA). These qualifications are not required, but are strongly desired. WORKING CONDITIONS:Working conditions refer to the physical characteristics/surroundings of the job that make specific demands upon a worker’s capacity. May include work location (inside, outside, or both); machines, tools, equipment required to operate; special physical demands; noise and/or vibration; special hazards or dangers; and other atmospheric conditions. PERSONAL CONTACTS:Specify the units and/or organizations the incumbent will interact with and the frequency of these contacts. In addition, identify the type or sensitivity of the material covered in these contacts. 
EMPLOYEE ACKNOWLEDGEMENT:
Employees are attesting that they have read and understood the duties of the position, as well as stating they are able to perform the duties as described.  When discussing reasonable accommodation, be sure to include the proper contact for your department. (e.g. Office of Civil Rights, Human Resources, Reasonable Accommodation Coordinator, etc.).
 
[Sample verbiage: I have read and understand the duties listed above and I certify that I possess essential personal qualifications including integrity, initiative, dependability, good judgment, and ability to work cooperatively with others; and a state of health consistent with the ability to perform the assigned duties as described above with or without reasonable accommodation. (If you believe reasonable accommodation is necessary, discuss your concerns with the hiring supervisor. If unsure of a need for reasonable accommodation, inform the hiring supervisor, who will discuss your concerns with the Office of Civil Rights).]
EMPLOYEE ACKNOWLEDGEMENT:Employees are attesting that they have read and understood the duties of the position, as well as stating they are able to perform the duties as described.  When discussing reasonable accommodation, be sure to include the proper contact for your department. (e.g. Office of Civil Rights, Human Resources, Reasonable Accommodation Coordinator, etc.). [Sample verbiage: I have read and understand the duties listed above and I certify that I possess essential personal qualifications including integrity, initiative, dependability, good judgment, and ability to work cooperatively with others; and a state of health consistent with the ability to perform the assigned duties as described above with or without reasonable accommodation. (If you believe reasonable accommodation is necessary, discuss your concerns with the hiring supervisor. If unsure of a need for reasonable accommodation, inform the hiring supervisor, who will discuss your concerns with the Office of Civil Rights).]
EMPLOYEE ACKNOWLEDGEMENT:Employees are attesting that they have read and understood the duties of the position, as well as stating they are able to perform the duties as described.  When discussing reasonable accommodation, be sure to include the proper contact for your department. (e.g. Office of Civil Rights, Human Resources, Reasonable Accommodation Coordinator, etc.). [Sample verbiage: I have read and understand the duties listed above and I certify that I possess essential personal qualifications including integrity, initiative, dependability, good judgment, and ability to work cooperatively with others; and a state of health consistent with the ability to perform the assigned duties as described above with or without reasonable accommodation. (If you believe reasonable accommodation is necessary, discuss your concerns with the hiring supervisor. If unsure of a need for reasonable accommodation, inform the hiring supervisor, who will discuss your concerns with the Office of Civil Rights).]
SUPERVISOR ACKNOWLEDGEMENT:
Supervisors are attesting that the duty statement has been provided to the employee and that the position information provided is accurate and up-to-date.
 
[Sample verbiage: I certify this duty statement represents current and an accurate description of the essential functions of this position. I have discussed the duties of this position with the employee and provided the employee a copy of this duty statement.]
SUPERVISOR ACKNOWLEDGEMENT:Supervisors are attesting that the duty statement has been provided to the employee and that the position information provided is accurate and up-to-date. [Sample verbiage: I certify this duty statement represents current and an accurate description of the essential functions of this position. I have discussed the duties of this position with the employee and provided the employee a copy of this duty statement.]
SUPERVISOR ACKNOWLEDGEMENT:Supervisors are attesting that the duty statement has been provided to the employee and that the position information provided is accurate and up-to-date. [Sample verbiage: I certify this duty statement represents current and an accurate description of the essential functions of this position. I have discussed the duties of this position with the employee and provided the employee a copy of this duty statement.]
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