
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:
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	mission24PS373PG1: The Integrated Services Unit's (ISU) primary focus is to support the development of cross-system integrated program models that serve children and families within the child welfare and juvenile probation placement systems.  The unit provides leadership in the development and implementation of coordinated, cross-system child welfare/behavioral health program administration and service delivery.  The ISU works to ensure a consistent approach to the integration of child welfare with a critical array of family support services from systems such as mental health, substance abuse treatment, employment, education, health, and the juvenile justice program.  Specific projects and programs for which the ISU is responsible include the California Wraparound program, Pathways to Mental Health Services, and various other Statewide projects.
	concept25PS373PG2: Under the general direction of the Staff Services Manager I (SSM I), the Staff Services Analyst (SSA) is responsible for varied  analytical staff work related to public social services for children, youth and families which require analysis and the provision of consultative technical assistance. The SSA is expected to be proactive and to demonstrate independence and will complete assignments necessary to analyze, implement, monitor, evaluate, and administer programs related to the delivery of integrated, coordinated and comprehensive services for children and their families.  The SSA participates on special projects and in inter-departmental meetings as assigned.  
	responsibilities26PS373PG2: 20%  Provides technical assistance to county child welfare programs on the implementation and maintenance of policies for integrated child welfare and mental health service delivery systems at the state, county, and community levels.20%  Develops child welfare systems policy, procedures, tracking tools, forms and project management tools to enhance statewide implementation of children's mental health programs; conducts research on current public and private child, youth and family social service delivery systems and practice methodologies; fosters internal and external collaboration with CDSS units and other state agencies to coordinate technical assistance provisions.20%  Performs the less complex analyses of public child welfare issues and their impact on state and local program administration; develops recommendations for child welfare policies and practices and analysis of proposed state and federal legislation relating to services for children and families; reports on analysis for management teams and stakeholder work groups.15%  Engages and works with relevant state, federal and county staff to identify and resolve issues related to data collection and analysis activities; provides and/or arranges training to stakeholders to improve outcomes as needed.15%  Conducts research, prepares, composes and disseminates All-County Letters and All-County Information Notices, fiscal analysis and other written correspondence and respond to public and legislative concerns, inquiries, requests for information and complaints.  Participates in children and family service work groups and project meetings.10%  Performs other duties as assigned. 
	supervision27PS373PG3: The SSA receives supervision, direction, and general instructions from the SSM I and works both independently and cooperatively with other staff on specialized assignments. Regular progress and status reports are made and the SSM I reviews the SSA final products for completeness, accuracy and consistency.
	administrative28PS373PG3: None.
	personal29PS373PG3: The SSA has frequent contact with other CDSS departmental staff, county welfare and social services agencies, Department of Health Care Services, private agencies/organizations, advocacy groups, federal staff, and legislative staff.  The SSA may also represent the Branch and Department on intra/interdepartmental meetings, committees, planning and/or task forces committees, and project advisory boards.
	actions30PS373PG3: The SSA exercises good judgment in making decisions related to assignments and making recommendations to the SSM I.  Faulty analyses and interpretations, inaccurate or inconsistent statements, ineffective program development or inaccurate technical assistance information may result in inadequate or inappropriate services for children and families; county and/or state non-compliance with federal and state statute; inefficient use of state, federal and/or local funds; and could jeopardize the Department's working relationship with state, county, or federal agencies.
	other31PS373PG3: Successful performance as an SSA requires possession of, or ability to, develop, knowledge of child welfare services programs.  Incumbents must also have experience in or knowledge of the state legislative, budget, personnel, and contract processes, program and policy development, program evaluation and monitoring practices, and a demonstrated ability in completed staff work.  Computer literacy is essential.  Some travel is required to conduct county site visits and to attend regional meetings, stakeholder meetings, intra-departmental meetings and for the provision of training and technical assistance. This position requires the ability to sit for long periods of time in meetings and at a computer station. The incumbent will be required to work in an open cubicle environment under florescent lighting. This position is located in downtown Sacramento in a high rise building.


