
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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	date15: 
	date16: 
	box17: 
	box18: Yes
	box19: 
	box20: 
	ssup21: 1 Social Service Consultant III2 Associate Governmental Program Analysts1 Licensing Program Analyst
	number22: 4
	lead23: 
	mission24pg1: Within the Continuum of Care Reform (CCR) Branch, newly established by Assembly Bill 403, the Licensing and Regulation Implementation Unit is responsible for developing license standards, guidance, forms and other communications to support the development of a new category of congregate care facility known as a Short Term Residential Therapeutic Program (STRTP) and to enact changes to the existing Foster Family Agency license category.  Working closely with advocates, care providers, and stakeholders, the Unit will develop procedures and implementation plans for both facility types.
	concept25: Under the direction of the CCRB Chief (SSM II), the Staff Services Manager I is responsible for the leadership of the Licensing and Regulation Implementation Unit, managing and performing an array of management,administrative, staff services, planning and policy related duties.   The SSM I plans, organizes, and directs the activities of staff responsible for evaluating and short-term residential therapeutic programs.  The SSM I is responsible for the effective resolution of a broad range of issues, including development of policies and procedures to facilitate the effective operation of the CCR program.
	responsibilities26: 35%   Directly supervises a team of associate, staff level analysts and subject matter experts responsible for the development, implementation, operation, maintenance, and on going enhancements of licensing requirements within the CCR.  Provides policy direction and ongoing supervision of the activities and staff of the Licensing and Regulation Implementation Unit including but not limited to, assessing workload and assigning tasks and/or projects, providing instruction and resources to accomplish assignments, and establishing expectations for the unit's successful completion of assignments. Establishes and communicates tactical and strategic unit goals, objectives and priorities. Creates a customer centric culture.  30%    Meets and works closely with internal and external stakeholders on issues related to implementation of AB 403 regulations.  Makes recommendations regarding statutory changes in coordination with the CCRB Policy Unit and Department's legal team.  Establishes processes and instructions for the approval/denial of license applications and renewals, provisional licenses, and notices of operations in violation of the law.  Establishes procedures for the interrelationship between licensing processes and those of the Audits and Investigations Branch.  Ensures the delivery of CCR related licensing information and updates to licensees, applicants, and the general public.15%   Reviews and evaluates the appropriateness and effectiveness of licensing standards and makes recommendations for improvements.  Provides direct consultation to program leadership to modify regulations or policy, and to establish appropriate procedures to implement and develop licensing policies in order to ensure uniform interpretation of regulations.  10%   Completes annual performance evaluations and individual development plans for each member of the unit; recommends and approves training to ensure staff have skills to accomplish assigned work and for upward mobility.  Performs a variety of personnel-related activities that include staff recruitments hires, assessment of training needs, provides on-the-job training, monitors completion of required certificates, on going evaluation of staff to ensure their success in performing assigned and classification appropriate job duties, and to develop and maintain and effective team. 5%   Present reports, findings, of assigned work to Department management and discuss management concerns and expectation for assigned activities. Meets periodically with the Bureau Chief and the Branch Chief to familiarize them with all aspects of the responsibilities and activities that fall within assigned responsibilities.5%   Other job related duties as required. STAFF SERVICES MANAGER I COMPETENCIES* General knowledge of the work of the bureau, branch, the division and the department.* Knowledge of policy-making and administrative processes, including state and federal legislation, regulatory and   budgetary processes, and the roles of the various branches and levels of government.* The ability to communicate the department's mission and priorities, and the roles of the division,   branch and bureau in meeting that mission to staff and others.* The ability to lead a diverse staff, and foster mutual respect, teamwork and collaboration within and external to the   branch.* The ability to maintain a balance of assertiveness and diplomacy to meet common goals.* The ability to identify problems, and develop strategies to address problems; the ability to seek mutually-acceptable   solutions.* The ability to communicate orally and in writing in a well-organized, accurate, clear and concise manner.* The ability to plan implementation of and manage projects to completion within specified time frames.* The ability to maintain poise, good humor and flexibility while working in a time-sensitive, deadline-driven,   results-oriented environment.* Detail oriented with strong analytical skills and effective editing skills.* Skilled in using Microsoft Office (Word, Excel, PowerPoint, Access, Outlook and SharePoint). 
	supervision27: The SSMI I receives general direction from the Chief (SSM II) of the CCRB and overall direction from the the Branch Chief. 
	administrative28: The SSMI I is responsible for management functions of his/her unit and assists with the overall management of the Branch.  The SSMI I is required to display considerable independence, creativity, cooperation, initiative and resourcefulness in carrying out these responsibilities.
	personal29: The SSM I will be in frequent contact with other CDSS management and staff, other State departments and agencies, county department directors and program managers, private non-profit organizations, and federal representatives and representatives from national organizations.
	actions30: The SSMI exercises judgment in making decisions affecting all aspects of the Branch.  Poor judgment and faulty decision making can adversely impact the ability of the Department to effectively implement CCR, lower Branch and Division morale and effectiveness, and can also cause embarrassment to the Department through adverse media reports, jeopardize federal financial participation, damage the program and policy-making process of all three government levels.
	other31: The SSMI must have a detailed knowledge of the programs, policies and activities of the Branch as well as familiarity with the programs, policies and activities of Community Care Licensing.   Previous work experience in the area of child welfare and knowledge of child welfare policies and programs, experience in the operation of licensed Foster Family Agency or Group Home, and in Community Care Licensing policy and programs is highly recommended. Education in a social services related field is also preferable.  


