
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

PS 373A (9/13) USE FOR INTERCHANGEABLE POSITIONS Page 1 of 3

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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	TAU 2 SSA-AGPA #910ps423
	UAT SSA-AGPA #910 8-5-16

	Title1: The Adult Programs Division is hiring TWO  
	Title2: Staff Service Analyst/ Associate Governmental Program Analyst 
	Title3: Cash Assistance and Special Projects Unit (800-907-5157/5393-910)
	Text1:  Looking for a challenge?  Interested in working for a Program that is delivered through California’s 58 counties and assists in providing domestic and personal care services to aged, blind and disabled recipients? The Department of Social Services, Adult Programs Division has an immediate opening to help you fulfill your desire to serve California’s most fragile residents.  Come join a wonderful group of highly skilled and motivated individuals who are out to make a difference in the lives of those in need. For more information on the duties of this employment opportunity, please view the duty statements that follow this notice. If you have additional questions, please contact Jennifer Ogata at jennifer.ogata@dss.ca.gov Applicants must submit a STD 678 and a document entitled, “Statement of Qualifications (SOQ).”  Your SOQ must address the responsibilities of the position including all relevant experience and education.  Applications without a SOQ, or a SOQ which is not responsive to the requirements of the position will not be considered.  Only the most qualified will be interviewed.       
	Text3: Jennifer Ogata(916) 651-2786
	Text1PS373APG1: 
	Text2PS373APG1: Staff Services Analyst (SSA)
	Text3PS373APG1: 800-907-5157-910
	Text4PS373APG1: Adult Programs Division/Policy and QA Branch 
	Text5PS373APG1: PICASPB/Cash Assistance and Special Projects Unit
	Text6PS373APG1: Aron Smith
	Text7PS373APG1: Staff Services Manager I (SSM 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: The mission of the Cash Assistance and Special Projects Unit (CASPU) is to provide policy direction, guidance and technical assistance to counties to allow them to fulfill their responsibilities to administer cash assistance programs in a manner consistent with state and federal statutes and regulations.  We also work collaboratively with federal, state and county agencies and program stakeholders involved in the development and implementation of new or innovative programs that enhance the ability of In-Home Supportive Services' (IHSS) consumers to remain safely in their own homes.  The CASPU is also responsible for implementing the mandate of Senate Bill 1036 of 2012 to develop a statewide approach to home and community-based service assessments, known as the Universal Assessment Tool (UAT).  Incorporating the needs of IHSS, Community Based Adult Services and Multipurpose Senior Services Program, the UAT will facilitate coordination, data sharing and improved care planning that also supports improved consumer quality of care.
	concept25PS373APG2: Under the close supervision of a Staff Services Manager I (SSM I), the Staff Services Analyst (SSA) performs analytical duties related to developing and implementing the UAT.  The main areas of responsibility for performing these duties are editing the tool, organizing focus groups and stakeholder meetings, collecting feedback on the tool and drafting informational memos regarding the tool.  The SSA may also be required to assist the CASPU with the performance of research, writing and editing tasks pertaining to the Supplemental Security Income/State Supplementary Payment (SSI/SSP), Cash Assistance Program for Immigrants (CAPI), Interim Assistance Reimbursement (IAR) and California Veterans' Cash Benefit (CVCB) programs.
	responsibilities26PS373APG2: 30%  Conduct less complex research to develop policies for implementing and maintaining the UAT.  Respond to less complex program questions from the Case Management, Information and Payrolling System (CMIPS) teams in the Systems and Administrative Branch.  Make recommendations for ways in which the universal assessment process (pre-assessment telephone interview and in-home questionnaire) can be better reflected in the CMIPS data fields and screens.20%  In collaboration with UAT vendors, participate in stakeholder workgroups and collect information regarding UAT stakeholder concerns.  Make suggestions for incorporation of stakeholder recommendations into UAT items by rephrasing content, changing the order in which items appear, and making reformatting items.  Research less complex system interface issues identified during the UAT design and testing phases.  Perform research and make recommendations regarding less complex issues that may arise in the post-implementation phase.20%  Prepare less complex All County Letters, All County Information Notices, and other directives to the counties providing implementation instructions and ongoing direction for the UAT and Cash Programs.  Respond to less complex inquiries from legislative staff, stakeholders and the general public, citing appropriate statutes, regulations and policies.  Provide research assistance in compiling reports to the state legislature.15%  Prepare and deliver less complex training materials to assist counties with implementing and maintaining the UAT.  This task may include visits to county agencies around the state for the purpose of holding information sessions, meeting with social workers and other county staff, addressing stakeholder concerns, gathering data and using information obtained to update and revise the UAT.10%  Provide customer service to the counties as part of the California Department of Social Service's oversight role in Cash Programs (including SSI/SSP, CAPI, IAR and CVCB).  Research and respond to less complex inquiries regarding the particulars of individual cases by providing detailed explanations of various aspects of our programs, citing appropriate federal and state statutes and regulations as well as guidance provided by the Social Security Administration and other federal and state agencies.5%  Other duties as assigned as it relates to the unit.
	supervision27PS373APG3: The SSA is directly supervised by the unit's SSM I.  
	administrative28PS373APG3: None.
	personal29PS373APG3: The SSA will have frequent contact with the county Social Services staff, other Departmental employees, advocates, the general public, and other state and federal agencies.
	actions30PS373APG3: Failure to use good judgment in handling assignments and in imparting information could result in litigation against the Department and delays in complying with federal requirements, which could result in loss of federal funding.  Failure to provide accurate information and courteous customer service to the counties and other stakeholders could result in a negative public image of the Department (and of state government as a whole) that could increase the difficulty of fulfilling our mandate to serve the public.
	other31PS373APG3: The SSA must have excellent technical writing skills, excellent verbal communication skills, demonstrate the ability to work cooperatively and effectively as part of a team, have the ability to establish effective working relationships, work under pressure, and complete assignments in a timely manner.  The SSA must have solid skills in Microsoft Word, Excel and Power Point.
	Text1PS373A_2PG1: 
	Text2PS373A_2PG1: Associate Governmental Program Analyst (AGPA)
	Text3PS373A_2PG1: 800-907-5393-910
	Text4PS373A_2PG1: Adult Programs Division/Policy and QA Branch 
	Text5PS373A_2PG1: PICASPB/Cash Assistance and Special Projects Unit
	Text6PS373A_2PG1: Aron Smith
	Text7PS373A_2PG1: Staff Services Manager I (SSM I)
	box8PS373A_2PG1: Off
	box9PS373A_2PG1: Off
	box10PS373A_2PG1: Off
	box11PS373A_2PG1: Off
	box12PS373A_2PG1: Yes
	box13PS373A_2PG1: Off
	other14PS373A_2PG1: 
	date15PS373A_2PG1: 
	date16PS373A_2PG1: 
	box17PS373A_2PG1: Yes
	box18PS373A_2PG1: Off
	box19PS373A_2PG1: Off
	box20PS373A_2PG1: Off
	ssup21PS373A_2PG1: 
	number22PS373A_2PG1: 
	lead23PS373A_2PG1: 
	mission24PS373A_2PG1: The mission of the Cash Assistance and Special Projects Unit (CASPU) is to provide policy direction, guidance and technical assistance to counties to allow them to fulfill their responsibilities to administer cash assistance programs in a manner consistent with state and federal statutes and regulations.  We also work collaboratively with federal, state and county agencies and program stakeholders involved in the development and implementation of new or innovative programs that enhance the ability of In-Home Supportive Services' (IHSS) consumers to remain safely in their own homes.  The CASPU is also responsible for implementing the mandate of Senate Bill 1036 of 2012 to develop a statewide approach to home and community-based service assessments, known as the Universal Assessment Tool (UAT).  Incorporating the needs of IHSS, Community Based Adult Services and Multipurpose Senior Services Program, the UAT will facilitate coordination, data sharing and improved care planning that also supports improved consumer quality of care.
	concept25PS373A_2PG2: Under the supervision of a Staff Services Manager I (SSM I), the Associate Governmental Program Analyst (AGPA) performs analytical duties related to developing and implementing the UAT.  The main areas of responsibility for performing these duties are updating and editing the tool (including incorporation of stakeholder feedback), drafting informational material and developing and delivering training.  The AGPA may also be required to assist the CASPU with the performance of research, writing and editing tasks pertaining to the Supplemental Security Income/State Supplementary Payment (SSI/SSP), Cash Assistance Program for Immigrants (CAPI), Interim Assistance Reimbursement (IAR) and California Veterans' Cash Benefit (CVCB) programs.
	responsibilities26PS373A_2PG2: 30%  Serve as UAT program liaison to the Case Management, Information and Payrolling System (CMIPS) teams in the Systems and Administrative Branch.  Work closely with CMIPS analysts to ensure that CMIPS software reflects program goals and accurately captures UAT data collected by county personnel during the pre-assessment telephone interview and the in-home visit.  Design data fields and screens that preserve the logical flow of the UAT and achieve balance between ease of use by county staff, facilitation of statistical analysis and preservation of the UAT's person-centered objectives.  Coordinate with managed care organizations to develop data sharing arrangements with CMIPS that may improve the UAT by incorporating information obtained from health risk assessments and other sources.20%  In collaboration with UAT vendors, participate in stakeholder workgroups and collect information regarding UAT stakeholder concerns.  Incorporate stakeholder recommendations into UAT items by rephrasing content, changing the order in which items appear, and making reformatting suggestions to the CMIPS team.  Research complex system interface issues identified during the UAT design and testing phases.  Troubleshoot and develop solutions for unanticipated issues that may arise in the post-implementation phase.20%  Prepare the most complex All County Letters, All County Information Notices, and other directives to the counties providing implementation instructions and ongoing direction for the UAT and Cash Programs.  Develop appropriate tables, charts and hyperlinks.  Respond to more complex inquiries from legislative staff, stakeholders and the general public, citing appropriate statutes, regulations and policies.  Will be required to take a lead role in developing a report to the state legislature on the progress of the UAT, as mandated by WIC §14186.36(h). 15%  Prepare and deliver more complex training materials to assist counties with implementing and maintaining the UAT.  This task may include visits to county agencies around the state for the purpose of holding information sessions, meeting with social workers and other county staff, addressing stakeholder concerns, gathering data and using information obtained to update and revise the UAT.  10%  Provide customer service to the counties as part of  the California Department of Social Service's oversight role in Cash Programs (including SSI/SSP, CAPI, IAR, CVCB).  Research and respond to the most complex written and telephone inquiries regarding the particulars of individual cases by providing detailed explanations of various aspects of our programs, citing appropriate federal and state statutes and regulations as well as guidance provided by the Social Security Administration and other federal and state agencies.5%  Other duties related to the unit as assigned.
	supervision27PS373A_2PG3: The AGPA is supervised by the unit's SSM I.  The AGPA should be able to work independently and utilize initiative and resourcefulness in completing assignments.  All assignments need to be completed timely and accurately by the designated deadlines. 
	administrative28PS373A_2PG3: None.
	personal29PS373A_2PG3: The AGPA will have frequent contact with county Social Services staff, other Departmental employees, advocates, the general public, and other state and federal agencies. 
	actions30PS373A_2PG3: Failure to use good judgment in handling assignments and in imparting information could result in litigation against the Department and delays in complying with federal requirements, which could result in loss of federal funding.  Failure to provide accurate information and courteous customer service to the counties and other stakeholders could result in a negative public image of the Department (and of state government as a whole) that could increase the difficulty of fulfilling our mandate to serve the public.
	other31PS373A_2PG3: The AGPA must have excellent technical writing skills, excellent verbal communication skills, demonstrate the ability to work cooperatively and effectively as part of a team, have the ability to establish effective working relationships, work under pressure, and complete assignments in a timely manner.  The AGPA must have experience in creating outlines and flow charts and must be able to break down complex data into logical information flows.  The AGPA must have advanced skills in Microsoft Word (including tables and graphics), Excel and Power Point.  The AGPA will be required to act as a lead analyst on special projects and/or act for the Unit Manager in his/her absence.


