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:

Staff Services Manager | (SSM 1) 634-4800-005

DIVISION/BRANCH/REGION: (UNDERLINE ALL THAT APPLY) BUREAU/SECTION/UNIT: (UNDERLINE ALL THAT APPLY)
Administration/Research Services (RSB) Performance Monitoring and Res Bur / Res and Eval Unit
SUPERVISOR’S NAME: SUPERVISOR'S CLASS:

Vacant Staff Services Manager Il (SSM II)

SPECIAL REQUIREMENTS OF POSITION (CHECK ALL THAT APPLY):

(]

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):

L None O Supervisor L Lead Person 0 Team Leader

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

One AGPA
Two RA lls
Two RPS Is

Total number of positions for which this position is responsible: g5

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

MISSION OF ORGANIZATIONAL UNIT:

The Performance Monitoring and Research Bureau (PMRB) is responsible for performing oversight and field
monitoring of county procedures and validation of case documentation for Temporary Assistance for Needy Families
(TANF) recipients' work participation hours at the county level. The PMRB drafts and monitors research and
data-sharing contracts and agreements. The PMRB also fosters, oversees and interprets social welfare research
and evaluation studies to inform and support the California Department of Social Services (CDSS) program and
public policy decision-making.
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CONCEPT OF POSITION:

Under the general supervision of an SSM I, the SSM | manages agreements for data-sharing and external research
and evaluation projects and guides PMRB's department-wide research support. Responsibilities include completing
the most complex contracts, memoranda of understanding (MOUSs) and interagency agreements for data sharing
and research and evaluation studies and overseeing staff in the completion of less complex agreements;
collaborating with other research staff on Department-wide teams developing requests for proposals (RFPs) for
evaluation activities; monitoring vendors' performance and authorizing their invoices; managing a speaker series on
research related to CDSS programs; and overseeing federal CalWORKSs and CalFresh research budgets.

A. RESPONSIBILITIES OF POSITION:

45%  Ensure timely completion of priority data-sharing contracts, inter-agency agreements (IAs), MOUs and
RFPs to support the Department's programs and high-priority external research and evaluation projects,
primarily in the areas of CalWORKSs, CalFresh and Child Welfare Services.

- Work collaboratively and effectively with staff of the Department's Contracts Bureau, Legal Division,
Program teams, other RSB bureaus and external data users to understand data requests, craft
appropriate documents, resolve barriers to the execution of awards and safeguard data security and
confidentiality.

- Develop and maintain tracking systems to keep the SSM Il and other stakeholders informed about the
status of the development of data-sharing agreements, MOUs, RFPs and IAs.

20% Provide guidance on the research needs, data collection and data analysis methodologies of
Department-wide projects related to developing RFPs for evaluation activities; participate in evaluation
project oversight and ensure high-quality performance by evaluation vendors by reviewing and providing
feedback on project plans and reports, ensuring that Department feedback needed for successful project
completion is provided to vendors in a timely manner, and tracking performance against project plans.

20% Direct and manage the day-to-day activities of the bureau related to reviewing and approving vendors'
invoices, monitoring budget expenditures, developing Budget Change Proposals, coordinating the
resolution of budgetary issues and Branch personnel actions and developing and maintaining tracking
systems needed to support these activities; work with Accounting Branch staff to ensure the timely
payment and accurate tracking of invoices and funds.

5% Oversee the budgeting of federal CalWORKs and CalFresh research funds to ensure that priority projects
have adequate funding.

5% Manage a speaker series on current research findings. This includes soliciting suggestions from senior
Department staff regarding researchers and topics of interest, vetting the qualifications and
appropriateness of potential speakers and overseeing staff's work scheduling and preparing for

presentations.

5% Act for the SSM Il in her/his absence and perform other administrative and supervisory activities as
required, including participating in personnel processes.
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B. SUPERVISION RECEIVED:

The SSM | receives general direction from and reports directly to an SSM II, who will ensure the SSM 1 is sufficiently

aware of Branch, Division and Department goals and policies to support them through project activities and
management actions.

C. ADMINISTRATIVE RESPONSIBILITY:

The SSM | supervises two Research Program Specialists, two Research Analyst lIs, one Associate Governmental
Program Analyst and other staff, depending on project needs.

D. PERSONAL CONTACTS:

The SSM I has frequent contact with the SSM Il to report on and prioritize activities. The SSM | also has frequent
contact with managers in other bureaus, branches and divisions, including Executive Staff, regarding project status.
The SSM | works closely with external research partners to clearly define research needs, execute data-sharing and
evaluation agreements, manage project invoicing and arrange presentations.

E. ACTIONS AND CONSEQUENCES:

Poor judgment and decisions on the part of the SSM | may result in significant, harmful delays in data-sharing

arrangements, in inefficient work on collaborative projects and in failure to meet Department and stakeholder
priorities.

F. OTHER INFORMATION:

The SSM | must have excellent communication and organizational skills. Familiarity with research methodology is
desired and experience with the state contracting process for research and evaluation projects is strongly preferred.
The SSM | must be flexible in adapting to shifting priorities, exercise excellent judgment in dealing with staff and
management throughout the Department and with external partners and have excellent interpersonal skills.
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