
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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Name 
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	concept25: 
Under the direct supervision of the Staff Services Manger I and working collaboratively with the Information Systems Division, the AGPA will provide analytical research and business process recommendations to CCLD management.  The AGPA will provide training to all CCLD staff on how to use the hardware and software products to conduct their business.  The analyst will be expected to have a working knowledge of systems currently in use by the Division and Department, including but not limited to CBC, FAS, and LIS databases.  

	responsibilities26: 30%   The AGPA will work with all levels of staff and management in the Community Care Licensing Division (CCLD) to review and analyze user/customer needs of the data system from a business perspective, prepare written analysis of improvements or issues and make recommendations based on business and user needs.  The systems include the Field Automation System (FAS), the Licensing Information System (LIS), the Caregiver Background Check System (CBCS), the Administrator Certification System (ACS), the Incident and Death Reporting System (IDRS), multiple web based facility search features, application systems and the Civil Penalty data system.  The AGPA will provide thorough research and analysis and make recommendations for fixes, upgrades, and enhancements to these data systems.  The AGPA will regularly field calls for assistance from users on the data system elements necessary to complete their work products, identify system failures and report concerns to the correct area of the Information Systems Division (ISD) for assistance.  

25% Once an enhancement has been identified, the AGPA will conduct a detailed analysis proposal of the current system and how any suggested or necessary enhancements will fit into the current work flow.  The analyst will work directly with the program area to draft business requirements, which will include; process flows and rules, as well as user feedback on screens and reporting.  This will require meeting with the end users and management to ensure that the enhancements and analysis recommendations will meet their needs as well as working in conjunction with ISD to ensure our request can be programmed into the data system.  The analyst may act as lead on projects and will help coordinate all staff to meet the time and budget thresholds to ensure project deliverables are received on time.  Contacts may include Business Services, Budgets, Contracts, ISD, CCLD staff statewide, or outside vendors and contractors.

25%  The AGPA will be approved as an Owner for the Division's Share-point site and will coordinate with each of the Programs to design and improve their Share-point site.  A Share-point Owner level understanding of Share-point is critical to ensure the stability of this system.  The analyst will work with the Web design group in ISD to ensure that the CCLD website is accurate and up to date and meets the requirements of the Department ensuring they have a similar layout and the information is current and easy to locate.  The analyst will be responsible for gathering data and drafting recommendations for website improvements.  The analyst will work with the Divisions programs to ensure that the information on their pages is accurate and current.  A consistent and regular analysis of the website is critical in order to identify broken links, outdated information, and areas that might be difficult to traverse by the user.  The analyst will use the Microsoft Office Suite including Visio and Project for multiple tasks.

10% The analyst may act as a lead or subject matter expert representative for the bureau on a number of committees and work-groups related to the modification or development of IT systems under review or consideration by the CCLD Management, including FAS, LIS, CBCS, ACS, the Incident and Death Reporting System, multiple web based facility search features and application systems and the Civil Penalty data system.  The analyst may conduct training or demonstrations of systems statewide to CCLD programs and will be responsible for developing training and presentation materials to provide methods to ensure customer understanding.  This may include hands on demonstration, Power-point or other presentation materials, or a recorded demonstration.  

5% Guide and assist users as they navigate all CCLD data systems, reset passwords, set up new user profiles, respond to questions about the data the system holds and redirecting questions that need to be answered by the program to the correct program representative.  These data systems may be considered for replacement or enhancement due to user recommendations or the analysts own assessment.  The analyst may also be assigned to a mailbox that receives public inquiry or comments.  The analyst may be tasked with drafting fully formed responses to questions or provide system change or development recommendation analysis based on comments received.  

5% Additional related duties as necessary 

	supervision27: The AGPA receives direction from the Staff Services Manager I.
	administrative28: 
	personal29: The AGPA -has frequent contact with all levels of management and technical staff throughout CCLD and ISD including contracted vendors for system fixes and enhancements.  The AGPA has occasional contact with other Department staff.  
	actions30: Failure to provide expert advice and support of IT systems can result in loss of field productivity and report data.  Failures in the systems can create barriers to resources for the vulnerable public we serve and failure of the systems used by the Division to evaluate the facilities or the criminal histories of the persons associated to the licensed facilities could result in harm to clients in care.   Failure to exercise tact, good judgment, consistency and courtesy can result in poor communication of the needs of the Division to other Department staff and delay results when addressing a system issue or need for an enhancement.
	other31: This position requires extensive knowledge of CCLD programs and field work. General knowledge of computer technology and systems, the Windows network environment, and Department's technological conventions is critical.   An understanding of Lotus Notes and expertise of CCLD's LIS, CBC and FAS applications are essential.
	mission24pg1: It is the mission of the Community Care Licensing Division to promote the health, safety, and quality of life of each person in community care through the administration of an effective collaborative regulatory system. 
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