Come work at CDSS where. ..
People come First! CDSS

CALIFORNIA

Exciting Opportunity at the California Department of Social Services..... o of

SOCIAL SERVICES

Executive Secretary
Salary Range: $3,157.00 - $3,954.00

Are you doing the same work day in and day out? Are you looking
for work that is challenging and rewarding? Are you looking for a
profession where you can help make a positive change? If so, read on!

EMPLOYMENT OPPORTUNITY

The Welfare to Work Division is seeking a talented professional to join our team
within the CalFresh Branch which administers the United States Department of
Agriculture's (USDA) Supplemental Nutrition Assistance Program (SNAP) for the
State of California. The Executive Secretary will function as the secretary and
provide support to the CalFresh Branch. If you are willing to be part of a highly
visible and energetic organization, we encourage you to apply! Please view the
duty statement that follows this notice. Contact Ms. Liza Karpekin at (916)
651-6669 for more information.

Who May Apply: Eligible candidates who are current state employees with status
in the above classification, lateral transfers from an equivalent class, former state
employees who can reinstate into this class, and persons who are reachable on a
current employment list for this classification. All interested applicants must submit
an STD 678 (with original signature), must clearly indicate the basis of their
eligibility in the explanation box of the STD 678 and provide a copy of their exam
results. Applicants must include a one-page "Statement of Qualifications" that
details their background and experience related to this position. Applicants
without "Statement of Qualifications" will not be considered. Appointment is
subject to SROA and State surplus policies. Surplus candidates must submit a
copy of their surplus status letter. Only the most qualified will be interviewed.

If you are interested and would like to be part of the CDSS mission to make a
difference in the life of a child, a family or an elderly person, please submit your

application to: Contact Information:

Department of Social Services
744 P Street, MS 8-9-32
Sacramento, CA 95814

Attn: Ms. Liza Karpekin —
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STATE OF CALIFORNIA - HEALTH AND HUMAN SERVICES AGENCY CALIFORNIA DEPARTMENT OF SOCIAL SERVICES

State of California - Department of Social Services

DUTY STATEMENT

EMPLOYEE NAME:

CLASSIFICATION: POSITION NUMBER:

Executive Secretary 800-250-1247-001
DIVISION/BRANCH/REGION: (UNDERLINE ALL THAT APPLY) BUREAU/SECTION/UNIT: (UNDERLINE ALL THAT APPLY)
WTW/CalFresh/Sacramento CalFresh Branch

SUPERVISOR’S NAME: SUPERVISOR'S CLASS:

Kim McCoy Wade Exempt

SPECIAL REQUIREMENTS OF POSITION (CHECK ALL THAT APPLY):

L Designated under Conflict of Interest Code.

I Duties require participation in the DMV Pull Notice Program.

L Requires repetitive movement of heavy objects.

U Performs other duties requiring high physical demand. (Explain below)

None

LI Other (Explain below)

| certify that this duty statement represents an accurate | have read this duty statement and agree that it represents the
description of the essential functions of this position. duties | am assigned.

SUPERVISOR'S SIGNATURE DATE EMPLOYEE'S SIGNATURE DATE

SUPERVISION EXERCISED (Check one):

O None L Supervisor L Lead Person 0 Team Leader

FOR SUPERVISORY POSITIONS ONLY: Indicate the number of positions by classification that this position DIRECTLY supervises.

Total number of positions for which this position is responsible:

FOR LEADPERSONS OR TEAM LEADERS ONLY: Indicate the number of positions by classification that this position LEADS.

MISSION OF ORGANIZATIONAL UNIT:

To ensure that all people have excellent access to federal food benefits, nutritious education, and employment and
training opportunities in partnership with counties and other stakeholders.
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CONCEPT OF POSITION:

Under the general direction of the Chief, CalFresh Branch, the incumbent, exercising a high degree of initiative,
independence, and originality, performs a wide variety of administrative, confidential, complex, and responsible
secretarial support functions and relieves the Chief of a variety of administrative details. Provides clerical support to
the Chief of CalFresh’s professional staff. The incumbent interacts with all levels of staff and management to meet
workload needs and/or coordinates overlapping projects that involve all levels of staff and management. Works with
external stakeholders including but not limited to the County Welfare Director's Association (CWDA), members of the
legislature, high-ranking members of other State agencies, and members of the federal government (USDA).

A. RESPONSIBILITIES OF POSITION:

35% Provide the initial contact for those visiting, calling, or writing the office of the CalFresh Chief. Exercising a
high-degree of interpersonal skills, professionalism, and good judgment, analyze and determine the nature and priority
of situations including receiving and screening a variety of incoming, sensitive, and high-level correspondence. Use
judgment and knowledge of the organization and functions of Welfare to Work and other agencies, various CalFresh
projects, and office administrative policies, to independently analyze facts or circumstances surrounding departmental
or branch issues or to respond to questions and inquiries on a wide variety of difficult and sensitive program-related
matters and determine appropriate follow-ups after a specified time to ensure that deadlines are met.

Relieve the CalFresh Chief of day-to-day administrative details by prioritizing material. Maintain and organize the
Chief’s daily schedule and calendar. Coordinate and schedule meetings involving departmental management, staff,
advocates, county partners, contractors, and state and federal agency representatives, including securing appropriate
facility meeting locations, preparing and distributing relevant meeting materials and agendas, compiling and tracking
agenda items by reviewing prior meeting minutes for ongoing action items and by contacting meeting participants for
input, recording meeting minutes, and providing attendees and others with a written record of the meeting.

30% Serve as the liaison to the Personnel Transactions Unit regarding employee attendance, benefits, and other
confidential personnel related issues. Prepare personnel documents related to hiring, transfers, promotions,
separations, range changes, benefits, attendance, and other confidential personnel related documents. Coordinate all
in-state and out-of-state travel arrangements for upper level CalFresh management (Staff Services Manager Il and
above), prepare itineraries and accommodations, and process travel claims.

20% Independently compose, edit for content and grammar, and format for accuracy, a wide variety of
correspondence requiring the signature of the CalFresh Chief as well as section and bureau chiefs. Research and
gather sensitive or confidential information to prepare reports for special projects that include but are not limited to
increasing on-line applications, increasing telephone reporting, improving inter-county transfers, creating an on-line
service center, and expanding statewide data analysis for the program. Prepare replies requiring general subject
matter knowledge of CalFresh activities by contacting staff within CDSS. Prepare, proofread, and distribute complex
presentations, tables, charts, graphs, and reports regarding CalFresh activities and sensitive, confidential state and
federal matters.

Maintain technical and confidential administrative files and reports and other correspondence for CalFresh by
organizing material using Microsoft Office applications and by filing hard copy materials according to departmental
policy in order to ensure efficient access to information. Prepare, design, implement, and oversee a tracking system
for assignments and projects requiring various levels of review or requests for required action and maintain a
“follow-up system” to ensure timely completion of various tasks, special projects, studies, and research on a variety of
departmental issues.

10% Coordinate all in-service and out-service training for CalFresh. Independently monitor and maintain office
supplies for the CalFresh Chief's Office and coordinate a CalFresh-wide surplus supply.

Establish and maintain a variety of departmental policy and procedural manuals. Assist new employees in training
and office protocol. Participate in division-wide work groups to identify areas of common concern, develop
standardized correspondence, and cross-train with divisional support staff for effective and efficient support services
as needed.

5% Special projects or other job-related duties as required.
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B. SUPERVISION RECEIVED:

The Executive Secretary | receives general direction from and reports to the CalFresh Branch Chief. The Executive
Secretary | is expected to exercise initiative and independence in performing assigned tasks.

C. ADMINISTRATIVE RESPONSIBILITY:

D. PERSONAL CONTACTS:

The Executive Secretary | has frequent contact with a wide range of departmental personnel, CalFresh clients, client
advocates, the County Welfare Director's Association (CWDA), all levels of staff and management in the 58
counties, members of the Legislature, California Department of Public Health, California Department of Education,
California Department of Health Care Services, and members of the Federal government (USDA).

E. ACTIONS AND CONSEQUENCES:

The Executive Secretary | is critical in maintaining workflow, appointment scheduling, travel coordination, document
management, and all support activities in the operation of the Branch.

F. OTHER INFORMATION:

The Executive Secretary | must have effective communication and organization skills, the ability to maintain
confidentiality, exercise good, independent judgment, and work well under pressure in a fast-paced ever-changing

environment. The job requires the ability to utilize personal computers and the full Microsoft Office Suite. The job
may require occasional overtime.
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