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:

SSM |

POSITION NUMBER:

800-542-4800-003

DIVISION/BRANCH/REGION: (UNDERLINE ALL THAT APPLY)

CFSD/CPFSB

BUREAU/SECTION/UNIT: (UNDERLINE ALL THAT APPLY)

CWPPDB/ Pre-Placement Policy Unit

SUPERVISOR'S NAME:

Kelly Winston

SUPERVISOR'S CLASS:

SSM I

SPECIAL REQUIREMENTS OF POSITION (CHECK ALL THAT APPLY):

(]

O 0o oo

None

(]

Other (Explain below)

Fingerprint clearance required

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)

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

| have read this duty statement and agree that it represents the

duties | am assigned.

SUPERVISOR'S SIGNATURE

DATE

EMPLOYEE'S SIGNATURE

DATE

SUPERVISION EXERCISED (Check one):

O None O Supervisor

[l Lead Person [J Team Leader

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

3 Associate Governmental Program Analysts

1 Social Service Consultant 11l

Total number of positions for which this position is responsible:

4

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

N/A

MISSION OF ORGANIZATIONAL UNIT:

The Child Welfare Policy and Program Development Bureau is responsible for the analysis, development and
implementation of statewide policies and procedures, regulations and intervention strategies related to child
protection and early intervention. The bureau’s policy area includes the investigation of child abuse and neglect,
assessment of the children and families that come to the attention of child welfare services (CWS), and intervention
programs such as CWS Emergency Response (ER) and Family Maintenance (FM) services provided by county
welfare departments, probation departments, and Indian Tribes.
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CONCEPT OF POSITION:

Under the direction of the CWPPDB Chief (SSM 1), the Staff Services Manager (SSM 1) is responsible for planning,
direction, and guidance for his/her unit to ensure effective, efficient, and equitable management, and delivery of child
welfare services in the state. The SSM |, is responsible for supervising the research, analysis, interpretation,
development, and implementation of State policies and regulations regarding Emergency Response and Family
Maintenance. In particular the SSM | will supervise the review, analysis, and development of recommendations
regarding proposed legislation; and provide oversight of special projects and/or pilot programs as appropriate.

A. RESPONSIBILITIES OF POSITION:

The Pre-Placement Policy Unit is responsible for policy development and interpretation relative to emergency
response and promoting proven early intervention strategies that keep children safely at home and within their own
communities. Additionally, the Pre-Placement Policy Unit provides support and coordination for the Children and
Family Services Division (CFSD) to uphold legislative actions or federal mandates, including the implementation and
technical assistance to counties on topics such as: Critical Incident Disclosure Processes, the Safely Surrendered
Baby Program, and Emergency Response and Early Intervention Services. Other responsibilities include the
integration of strategies to address substance abuse treatment needs of children and families receiving in-home
services, the co-occurrence of domestic violence and child maltreatment and disproportionality and disparity in Child
Welfare Services (CWS).

40% Plan and direct the work of analytical staff while promoting a productive, team-oriented working environment by
providing quality supervision and training in the administration of policy and program development. This includes the
planning and oversight of staff work in the analysis of state and federal regulations, interpretation, development and
implementation of state policy and regulatory guidance. This includes overseeing assignments to staff; establishing
time frames and priorities for assignments; ensuring that staff work is complete and meets the requirements of
management. Additional oversight includes activities associated with the development of regulatory letters, budget
change proposals, analysis and synthesis of programmatic reports related to child welfare issues, and coaching staff
on developing quality customer service for county and community stakeholders.

30% Act as the liaison between the CFSD, Administration Division, Legal Division, other state departments, and other
interested stakeholders for on-going assignments that require joint participation and collaboration for statewide
implementation. Represent the Bureau in meetings and work groups with representatives with other CDSS, federal,
state, local, county, legislative and private agency representatives, regarding current CWS and probation placement
program policy, statutory, and regulatory issues. Supervise the development of the systems, procedures, and tools
necessary to implement and maintain child welfare programs. Organize technical assistance and consultation to
county governments, CDSS, other departmental staff, stakeholders, advocacy groups, and other interested parties on
policy issues. Direct functions related to providing technical assistance and support to county welfare departments,
probation departments, Indian Tribes, CDSS, other departmental staff, stakeholders, advocacy groups, and other
interested parties on policy and program issues related to CWS.

15% Supervise the preparation of appropriate written and sensitive correspondence relating to child welfare
programs, management reports of a highly complex and controversial nature concerning CWS program issues; and
direct functions regarding completion of legislative testimony, proposals, analyses, and legislation to expand or revise
statutes related to CWS.

10% Perform administrative/supervisory functions associated with employee screening and selection, employee
performance evaluation, review of employee attendance and time reporting, completion of employee disciplinary
actions and other examination forms, and conducts unit staff meetings.

5% Participate in the development and presentation of training for state and county staff on the federal and state
mandates and requirements related to CWS programs, special projects and/or pilot programs. Perform other Child
Welfare Policy related duties as assigned.

Occasional statewide travel required as necessary.
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B. SUPERVISION RECEIVED:

The SSM | reports directly to the Bureau Chief of the Child Welfare Policy and Program Development Bureau. The
incumbent is required to display considerable independence, initiative, and resourcefulness in carrying out the
responsibilities.

C. ADMINISTRATIVE RESPONSIBILITY:

The SSM I is responsible for management functions of his/her unit and assists with management functions of the
Bureau. Reviews and approves staff travel, equipment and supply purchases; conducts timely reviews of staff
performance; reviews and approves staff leave usage; and recruits, screens and hires staff. Ensures confidentiality
of personal and/or sensitive information and documents. SSM | will work to establish and, as necessary, modify
ongoing workload and integrated projects. The SSM | acts as Bureau Chief at appointed times.

D. PERSONAL CONTACTS:

The SSM I has frequent contact with other CDSS management and staff, other state departments and agencies,
county welfare departments, probation departments, Indian Tribes (Directors, Programmers, Managers, etc.), to
develop, implement and evaluate statewide program policy. Other contact may include private agencies or
organizations, advocacy groups, California Health and Human Services Agency, Central Office Department of
Health and Human Services, Region IX, private sector consultants and vendors, the legislative branch, and the
general public.

E. ACTIONS AND CONSEQUENCES:

Poor judgments and decisions can adversely impact Bureau and Branch effectiveness, jeopardize relationships with
county and federal staff. Federal financial participation can be jeopardized in program and administrative costs.
Decisions can be negatively impacted by poor judgment interfering with the Department’s ability to effectively
administer child welfare programs in counties. Additionally, poor judgment may adversely impact policy and
program implementation that can negatively effect the state, counties and children and families within the child
welfare and probation placement systems.

F. OTHER INFORMATION:

Experience in program management, policy analysis and development, legislative analysis, as well as general
management principles and application are desirable. Good interpersonal skills are essential. Some travel may be
necessary. SSM | Desired Competencies: Detail-oriented with strong analytical, organizational, and document
editing skills- Competent with MS Office (Word, Excel, Power Point, and Outlook)- Evaluation and project
management experience- Background in Child Welfare Services Programs- Experience working collaboratively
with multiple stakeholders with varying interests to achieve a common goal.- The ability to communicate orally and
in writing in a well organized, accurate, clear and concise manner and confidence in communicating with a broad
range of stakeholders with diverse thoughts.- Excellent Interpersonal skills and ability to arbitrate/mediate among
various stakeholders with differing interests. Knowledge of policy-making and administrative processes including
state and federal legislation,and regulatory and budgetary processes. Experience with staff development to
enhance the knowledge and skills of a diverse unit and to support on-going team development.
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