
SPECIAL REQUIREMENTS OF POSITION (CHECK ALL THAT APPLY):

■■ Designated under Conflict of Interest Code.

■■ Duties require participation in the DMV Pull Notice Program.

■■ Requires repetitive movement of heavy objects.

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

■■ None

■■ Other (Explain below)

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:

DIVISION/BRANCH/REGION:  (UNDERLINE ALL THAT APPLY) BUREAU/SECTION/UNIT:  (UNDERLINE ALL THAT APPLY)

SUPERVISOR’S NAME: SUPERVISOR’S CLASS:

POSITION NUMBER:

I certify that this duty statement  represents an accurate
description of the essential functions of this position.

I have read this duty statement and agree that it represents the
duties I am assigned.

SUPERVISOR’S SIGNATURE DATE EMPLOYEE’S SIGNATURE DATE

SUPERVISION EXERCISED (Check one):

■■     None ■■     Supervisor ■■     Lead Person ■■     Team Leader
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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:



CONCEPT OF POSITION:

A.  RESPONSIBILITIES OF POSITION:
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B.  SUPERVISION RECEIVED:

C.  ADMINISTRATIVE RESPONSIBILITY:

D.  PERSONAL CONTACTS:

E.  ACTIONS AND CONSEQUENCES:

F.  OTHER INFORMATION:

Page 3 of 3



SPECIAL REQUIREMENTS OF POSITION (CHECK ALL THAT APPLY):

■■ Designated under Conflict of Interest Code.

■■ Duties require participation in the DMV Pull Notice Program.

■■ Requires repetitive movement of heavy objects.

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

■■ None

■■ Other (Explain below)

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:

DIVISION/BRANCH/REGION:  (UNDERLINE ALL THAT APPLY) BUREAU/SECTION/UNIT:  (UNDERLINE ALL THAT APPLY)

SUPERVISOR’S NAME: SUPERVISOR’S CLASS:

POSITION NUMBER:

I certify that this duty statement  represents an accurate
description of the essential functions of this position.

I have read this duty statement and agree that it represents the
duties I am assigned.

SUPERVISOR’S SIGNATURE DATE EMPLOYEE’S SIGNATURE DATE

SUPERVISION EXERCISED (Check one):

■■     None ■■     Supervisor ■■     Lead Person ■■     Team Leader

PS 373 (8/00) Page 1 of 3

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:



CONCEPT OF POSITION:

A.  RESPONSIBILITIES OF POSITION:

Page 2 of 3



B.  SUPERVISION RECEIVED:

C.  ADMINISTRATIVE RESPONSIBILITY:

D.  PERSONAL CONTACTS:

E.  ACTIONS AND CONSEQUENCES:

F.  OTHER INFORMATION:

Page 3 of 3


	Text11PS373PG1: 
	Text22PS373PG1: Associate Governmental Program Analyst (AGPA)
	Text33PS373PG1: 800-281-5393-705
	Text44PS373PG1: Welfare to Work/Program Integrity/Sacramento
	Text55PS373PG1: Fraud Bureau/Overpayment Collection and Review Unit
	Text66PS373PG1: Lee Macias
	Text77PS373PG1: Staff Services Manager I (SSM I)
	box88PS373PG1: Off
	box99PS373PG1: Yes
	box110PS373PG1: Off
	box111PS373PG1: Off
	box112PS373PG1: Off
	box113PS373PG1: Yes
	other114PS373PG1: Minimum of 30 percent travel required.
	date115PS373PG1: 
	date116PS373PG1: 
	box117PS373PG1: Yes
	box118PS373PG1: Off
	box119PS373PG1: Off
	box120PS373PG1: Off
	ssup121PS373PG1: None.
	number122PS373PG1: 
	lead123PS373PG1: None.
	mission124PS373PG1: The Fraud Bureau’s mission is to ensure program integrity and safeguard public assistance funds through the prevention, detection, and investigation of welfare fraud and recovery of misspent funds.  The Bureau’s goal is to ensure that program funds are safeguarded and benefits/services are only provided to eligible families and individuals.
	concept125PS373PG2: Under the direction of a Staff Services Manager I (SSM I), the Associate Governmental Program Analyst (AGPA) in the Overpayment Collection and Review Unit conducts Income and Eligibility Verification System (IEVS) reviews, as well as provides direction, consultation and administrative oversight to county welfare departments for California Work Opportunity and Responsibility to Kids and CalFresh overpayment claims establishment and collection. 
	responsibilities126PS373PG2: 35%  Conduct IEVS County compliance and performance evaluation reviews, which includes a review of overpayment establishment and collections; prepare written reports, communicate the findings and issues, and make recommendations in accordance with procedural and regulatory guidance. 15%  Monitor county corrective action plans to ensure full implementation and time frame compliance.  15% Review and evaluate county programs to identify best practices for overpayment recovery.  Network and provide technical assistance to counties to improve their performance on the collection of overpayments.    15% Develop recovery policies, procedures, and systems for statewide application and provide consultation and training services to county welfare departments and federal staff. Research and respond to inquiries. 10% Review and analyze issues and develop issue memos, All County Letters, initiatives, legislation, and regulations as appropriate.  10% Participate on special projects on issues concerning statewide collection processes and welfare fraud detection.
	supervision127PS373PG3: Receives general direction from the SSM I.  Progress and status reports are made frequently and final product is reviewed for completeness and consistency.  Field work (travel) comprises a minimum of 30 percent of work time.
	administrative128PS373PG3: None.
	other131PS373PG3: A minimum of thirty percent travel is required to conduct reviews.
	personal129PS373PG3: The AGPA will have frequent contacts with Departmental, legal, program, fiscal and administrative support staff, county welfare department overpayment recovery staff, and federal auditors and reviewers.  
	actions130PS373PG3: A cost-effective statewide CalWORKs and CalFresh overpayment recovery program requires consistent and effective direction, oversight and leadership from the state agency.  Failure to carry out program objectives by the AGPA results in inefficient operations, a waste of limited government funds, and missed opportunities to increase revenues through overpayment recoveries.  Failure to pass federal compliance reviews could also result in fiscal penalties being assessed against the state. 
	Text1PS373PG1: 
	Text2PS373PG1: Staff Services Analyst
	Text3PS373PG1: 800-281-5157-705
	Text4PS373PG1: Welfare to Work/Program Integrity/Sacramento
	Text5PS373PG1: Fraud Bureau/Overpayment Collection and Review Unit
	Text6PS373PG1: Lee Macias
	Text7PS373PG1: Staff Services Manager I
	box8PS373PG1: Off
	box9PS373PG1: Yes
	box10PS373PG1: Off
	box11PS373PG1: Off
	box12PS373PG1: Off
	box13PS373PG1: Yes
	other14PS373PG1: Minimum of 30 percent travel required.
	date15PS373PG1: 
	date16PS373PG1: 
	box17PS373PG1: Yes
	box18PS373PG1: Off
	box19PS373PG1: Off
	box20PS373PG1: Off
	ssup21PS373PG1: None
	number22PS373PG1: 
	lead23PS373PG1: None
	mission24PS373PG1: The Fraud Bureau’s mission is to ensure program integrity and safeguard public assistance funds through the prevention, detection, and investigation of welfare fraud and recovery of misspent funds.  The Bureau’s goal is to ensure that program funds are safeguarded and benefits/services are only provided to eligible families and individuals.
	concept25PS373PG2: Under the supervision of a Staff Services Manager I (SSM I), the Staff Services Analyst (SSA) in the Overpayment Collection and Review Unit assists in providing direction, consultation and administrative oversight to county welfare departments for California Work Opportunity and Responsibility to Kids and CalFresh overpayment claims establishment and collection, as well as processing of the Income and Eligibility Verification System (IEVS).  
	responsibilities26PS373PG2: 35%  Assist with conducting IEVS County compliance and performance evaluation reviews, which includes a review of overpayment establishment and collections; prepare written reports, communicate the findings and issues, and make recommendations in accordance with procedural and regulatory guidance. 15%  Assist with monitoring county corrective action plans to ensure full implementation and time frame compliance.  15% Assist with reviewing and evaluating county programs to identify best practices for overpayment recovery.  Network and provide technical assistance to counties to improve their performance on the collection of overpayments.    15% Assist with developing recovery policies, procedures, and systems for statewide application and provide consultation and training services to county welfare departments and federal staff.  Research and respond to inquiries. 10% Assist with reviewing and analyzing issues and develop issue memos, All County Letters, initiatives, legislation, and regulations as appropriate.  10% Participate on special projects on issues concerning statewide collection processes and welfare fraud detection issues.
	supervision27PS373PG3: Receives supervision from the SSM I.  Progress and status reports are made frequently and final product is reviewed for completeness and consistency.  Field work (travel) comprises a minimum of 30 percent of work time.
	administrative28PS373PG3: None
	personal29PS373PG3: The SSA will have frequent contacts with Departmental, legal, program, fiscal and administrative support staff, county welfare department overpayment recovery staff, and federal auditors and reviewers.  
	actions30PS373PG3: A cost-effective statewide CalWORKs and CalFresh overpayment recovery program requires consistent and effective direction, oversight and leadership from the state agency.  Failure to carry out program objectives by the SSA results in inefficient operations, a waste of limited government funds, and missed opportunities to increase revenues through overpayment recoveries.  Failure to pass federal compliance reviews could also result in fiscal penalties being assessed against the state. 
	other31PS373PG3: A minimum of thirty percent travel is required to conduct reviews.


