
PS 423 (11/13)

Come work at CDSS where . . .
People come First!

Are you doing the same work day in and day out? Are you looking 
for work that is challenging and rewarding? Are you looking for a 
profession where you can help make a positive change? If so, read on!

If you are interested and would like to be part of the CDSS mission to make a 
difference in the life of a child, a family or an elderly person, please submit your 
application to: Contact Information:

E M P L O Y M E N T    O P P O R T U N I T Y



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:

Page 2 of 3PS 373A (9/13) USE FOR INTERCHANGEABLE POSITIONS



B.  SUPERVISION RECEIVED:

C.  ADMINISTRATIVE RESPONSIBILITY:

D.  PERSONAL CONTACTS:

E.  ACTIONS AND CONSEQUENCES:

F.  OTHER INFORMATION:
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	PS 423 Announcement Flyer
	PS373 SSA-AGPA Duty Stmts_July 2016

	Title1: HEALTH AND SAFETY SECTION
	Title2: STAFF SERVICES ANALYST (GENERAL) /
	Text1: The Health and Safety Section is seeking to fill a Staff Services Analyst (General) / Associate Governmental Program Analyst (SSA/AGPA) position.  Under the supervision of the Staff Services Manager I, the incumbent will perform health, safety and security tasks and will be responsible for delivering program services in accordance with federal and state laws and regulations for all Department staff and visitors.  
The SSA/AGPA must have excellent interpersonal and communication skills, strong writing and analytical skills to develop quality work products; be able to present information orally in front of large groups and produce correspondence and presentation materials; be able to manage multiple assignments and tasks simultaneously, work effectively under pressure and meet deadlines.  The position requires demonstrated professional maturity, confidentiality and an unbiased approach to sensitive issues.  The position may be called upon to respond to emergency telephone calls after hours from CDSS locations statewide.  Some travel is required.  This is an 8:00 a.m. to 5:00 p.m. position; Alternate Work Week Schedule is not available for this position.  
Applicants must include a separate narrative document entitled "Statement of Qualifications" (SOQ) describing how the candidate's education, experience, skills and knowledge make them an excellent candidate for the position.  The SOQ must be type-written, no smaller than 11 point and may not exceed two pages.  Interested applicants must submit a SOQ with their application package to be considered for this position.  
Applications received without the SOQ will not be considered.
Who may apply:  Eligible candidates are state employees who are currently working in this classification, have lateral transfer eligibility, have current list eligibility in this classification and former state employees who have permissive reinstatement rights.  Applicants must submit an Examination/Employment Application STD 678 (with original signature) and clearly indicate the basis of their eligibility.  Appointment is subject to SROA and state surplus policies.  Surplus candidates must submit a copy of their surplus status letter.  
 
	Text3: Christine Collingsworth           (916) 651-9969
Management and Staff Services Branch
744 P Street   MS 8-4-180
Sacramento, CA  95814
	Title3: ASSOCIATE GOVERNMENTAL PROGRAM ANALYST
	Text1PS373APG1: 
	Text2PS373APG1: Staff Services Analyst
	Text3PS373APG1: 800-641-5157-XXX
	Text4PS373APG1: Administration/Management & Staff Services Branch
	Text5PS373APG1: Business Services/Health and Safety
	Text6PS373APG1: Paul Houser
	Text7PS373APG1: Staff Services Manager I
	box8PS373APG1: Off
	box9PS373APG1: Off
	box10PS373APG1: Off
	box11PS373APG1: Off
	box12PS373APG1: Yes
	box13PS373APG1: Off
	other14PS373APG1: 
	date15PS373APG1: 
	date16PS373APG1: 
	box17PS373APG1: Yes
	box18PS373APG1: Off
	box19PS373APG1: Off
	box20PS373APG1: Off
	ssup21PS373APG1: 
	number22PS373APG1: 
	lead23PS373APG1: 
	mission24PS373APG1: For the California Department of Social Services (CDSS), the employees are the most important asset in serving the state's needy and vulnerable citizens.  The Mission of the Health and Safety Section is to ensure a safe and secure work environment for all staff and visitors throughout the state.  We accomplish this by providing guidance and training on and responding to emergency, security and safety incidents promptly, effectively and professionally.
	concept25PS373APG2: Under the direct supervision of the Staff Services Manager I of the Health and Safety Section (HSS), the Staff Services Analyst (SSA) performs health, safety and security tasks of average difficulty.  The SSA is responsible for delivering program services in accordance with federal and state laws and regulations for all Department staff and visitors.
	responsibilities26PS373APG2: 30%   Emergency Preparedness Program – Coordinates and conducts annual emergency preparedness training for
          all CDSS employees statewide; participates as Command Center Team member for headquarters (HQ) facility;
          safeguards the cache of two-way radios.  Serves as Local Emergency Coordinator (LEC) for HQ; maintains HQ
          Emergency Plan; responds to medical and other emergencies in the HQ buildings; coordinates and provides
          guidance and biennial training to LECs in field offices; maintains rosters of emergency response teams
          statewide; coordinates training for the HQ Command Team; documents after-action debriefing and provides
          findings to management.

30%   Injury and Illness Prevention Program – Records and reviews reports of employee accidents/injuries/illness
          exposure, develops corrective actions and recommends prevention measures; conducts site safety inspections
          and works with local management to mitigate hazards; assists in responding to reports of exposure to
          communicable diseases and environmental hazards, provides guidance to proper clean-up measures; prepares
          Departmental responses to control agencies for complaints of poor indoor air quality and other environmental
          concerns.  Serves as contract monitor for maintenance of automatic external defibrillators (AEDs); processes
          invoices for payment; schedules statewide first aid/cardiopulmonary resuscitation (CPR)/AED training; monitors
          mandated equipment reporting and maintenance.  Performs ergonomic assessments and makes work station
          adjustments to eliminate employee discomfort and prevent workplace injuries; manages the HQ Fitness Center
          and Mother’s Rooms programs; provides on-going safety training on a variety of workplace safety topics.           
          Serves as support to the Workplace Violence Investigation Program (WPVIP); assesses incident reports for    
          workplace violence, reviews, files and collects confidential information.  Provides analytical support to the 
          WPVIP manager as needed.  

30%   Security and Crime Prevention Program – Coordinates physical and electronic security statewide; serves as
          liaison to the private security guard contract and on-site personnel, develops the scope of work and budgetary
          estimate, coordinates temporary or special guard service, reconciles invoices and processes for payment;
          works with the on-site security guard supervisor to resolve issues and develop strategies for handling upcoming
          events; maintains Post Orders which provide detailed instruction to the security officers; provides guidance to
          employees and managers related to domestic violence threats.  Reviews reports of security incidents to
          determine if urgent action is warranted to prevent escalation and mitigate risk.  Serves as back-up to the
          electronic security system administrator, produces new badges, processes profile changes, conducts periodic
          audit of HQ access cards.

10%   Other duties as assigned – Composes all-staff memoranda and other correspondence and materials for various
          health, safety and security assignments; researches policy and procedures; organizes materials and makes
          presentations to large groups; maintains and distributes various Section manuals, telephone listings, and other
          resource materials.  In case of workload emergency, assists other sections and programs within the Business 
          Services Bureau. 

	supervision27PS373APG3: The SSA receives direct supervision from the Staff Services Manager I of the Health and Safety Section.  All products and correspondence are reviewed by the manager prior to release from the Section.
	administrative28PS373APG3: None
	personal29PS373APG3: The SSA has daily contact with staff and managers of all levels throughout the Department and technical experts from other state agencies; may serve as the Department's official representative with the general public, Cal/OSHA, California State Fire Marshal, local fire departments, the Department of General Services and others during the resolution of health, safety and security incidents.
	actions30PS373APG3: The SSA must exercise good judgment and common sense in evaluating situations, formulating recommendations and implementing policy; sensitive or emergent issues must be reported immediately to management.  Poor judgment, poor decision-making, inadequate research, a failure to act timely, failure to thoroughly analyze a problem or situation or taking inappropriate action can result in potential loss of life or property.
	other31PS373APG3: The SSA must have excellent interpersonal and communication skills, strong writing and analytical skills to develop quality work products; must be able to present information orally in front of large groups and produce correspondence and presentation materials.  The SSA must have the ability to manage multiple assignments and tasks simultaneously, work effectively under pressure and meet deadlines.  The SSA must demonstrate professional maturity, confidentiality and an unbiased approach to sensitive issues.

The work schedule is Monday through Friday from 8:00 a.m. until 5:00 p.m.; a compressed workweek schedule is not available for this position.  The SSA may be required to respond to emergencies outside normal work hours and occasional overtime may be mandatory.  Some travel is required to deliver program services to field offices statewide.
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	Text4PS373A_2PG1: Administration/Management & Staff Services Branch
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	lead23PS373A_2PG1: 
	mission24PS373A_2PG1: For the California Department of Social Services (CDSS), the employees are the most important asset in serving the state's needy and vulnerable citizens.  The Mission of the Health and Safety Section is to ensure a safe and secure work environment for all staff and visitors throughout the state.  We accomplish this by providing guidance and training on and responding to emergency, security and safety incidents promptly, effectively and professionally.
	concept25PS373A_2PG2: Under the general direction of the Staff Services Manager I of the Health and Safety Section (HSS), the Associate Governmental Program Analyst (AGPA) performs the more sensitive and complex health, safety and security tasks.  The AGPA is responsible for delivering program services in accordance with federal and state laws and regulations for all Department staff and visitors.  The AGPA may serve as lead over less-experienced staff and act in the absence of the Section Manager.
	responsibilities26PS373A_2PG2: 30%   Emergency Preparedness Program – Coordinates and conducts annual emergency preparedness training for
          all CDSS employees statewide; participates as Command Center Team member for headquarters (HQ) facility;
          manages the cache of two-way radios.  Serves as Local Emergency Coordinator (LEC) for HQ; maintains HQ
          Emergency Plan; responds to medical and other emergencies in the HQ buildings; coordinates and provides
          guidance and biennial training to LECs in field offices; maintains rosters of emergency response teams
          statewide; conducts training for the HQ Command Team; provides after-action debriefing and findings to
          management.  Plans, organizes, executes, evaluates and identifies areas of improvement for various
          emergency drills and exercises.  Researches and maintains knowledge of emergency preparedness industry
          best-practices to recommend methods of improvement to management. 

30%   Injury and Illness Prevention Program – Records and reviews reports of employee accidents/injuries/illness
          exposure, develops corrective actions and recommends prevention measures; conducts site safety inspections
          and works with local management to mitigate hazards; responds to reports of exposure to communicable
          diseases and environmental hazards, provides guidance to proper clean-up measures; prepares Departmental
          responses to control agencies for complaints of poor indoor air quality and other environmental concerns. 
          Serves as contract monitor for maintenance of automatic external defibrillators (AEDs); processes invoices for
          payment; schedules statewide first aid/cardiopulmonary resuscitation (CPR)/AED training; monitors mandated
          equipment reporting and maintenance.  Performs ergonomic assessments and makes work station adjustments
          to eliminate employee discomfort and prevent workplace injuries; manages the HQ Fitness Center and Mother’s
          Rooms programs; provides on-going safety training on a variety of workplace safety topics.  Researches and
          maintains knowledge of injury and illness prevention industry best-practices to recommend methods of
          improvement to management.  Serves as support to the Workplace Violence Investigation Program (WPVIP); 
          assesses incident reports for workplace violence, may make investigatory recommendations, reviews, files and    
          collects confidential information.  Provides analytical support to the WPVIP manager as needed.  

30%   Security and Crime Prevention Program – Oversees physical and electronic security statewide; manages the
          private security guard contract and on-site personnel, develops the scope of work and budgetary estimate,
          serves as liaison for temporary or special guard service, reconciles invoices and processes for payment; works
          with the on-site security guard supervisor to resolve issues and develop strategies for handling upcoming
          events; produces and maintains Post Orders which provide detailed instruction to the security officers; provides
          guidance to employees and managers related to domestic violence threats.  Reviews reports of security
          incidents to determine if urgent action is warranted to prevent escalation and mitigate risk.  Serves as back-up
          to the electronic system administrator, produces new badges, processes profile changes, conducts periodic
          audit of HQ access cards.  Learns and understands additional electronic security operating systems of greater
          complexity to better assist the electronic security system administrator.  Researches and maintains knowledge
          of security and crime prevention industry best-practices to recommend methods of improvement with the
          electronic security system administrator and to management.

10%   Other duties as assigned – Produces all-staff memoranda and other correspondence and materials for various
          health, safety and security assignments; researches and develops policy and procedures; develops materials
          and makes presentations to large groups; maintains and distributes various Section manuals, telephone listings,
          and other resource materials; provides backup in the absence of the workplace violence program coordinator.    
          In case of workload emergency, assists other sections and programs within the Business Services Bureau. 
	supervision27PS373A_2PG3: The AGPA receives general direction from the Staff Services Manager I of the Health and Safety Section.
	administrative28PS373A_2PG3: None
	personal29PS373A_2PG3: The AGPA has daily contact with staff and managers of all levels throughout the Department and technical experts from other state agencies; may serve as the Department's official representative with the general public, Cal/OSHA, California State Fire Marshal, local fire departments, the Department of General Services and others during the resolution of health, safety and security incidents.
	actions30PS373A_2PG3: The AGPA must exercise good judgment and common sense in evaluating situations, formulating recommendations and implementing policy; sensitive or emergent issues must be reported immediately to management.  Poor judgment, poor decision-making, inadequate research, a failure to act timely, failure to thoroughly analyze a problem or situation or taking inappropriate action can result in potential loss of life or property.
	other31PS373A_2PG3: The AGPA must have excellent interpersonal and communication skills, strong writing and analytical skills to develop quality work products; must be able to present information orally in front of large groups and produce correspondence and presentation materials.  The AGPA must have the ability to manage multiple assignments and tasks simultaneously, work effectively under pressure and meet deadlines.  The AGPA must demonstrate professional maturity, confidentiality and an unbiased approach to sensitive issues.

The work schedule is Monday through Friday from 8:00 a.m. until 5:00 p.m.; a compressed workweek schedule is not available for this position.  The AGPA may be required to respond to emergencies outside normal work hours and occasional overtime may be mandatory.  Some travel is required to deliver program services to field offices statewide.


