
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:
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B.  SUPERVISION RECEIVED:

C.  ADMINISTRATIVE RESPONSIBILITY:

D.  PERSONAL CONTACTS:

E.  ACTIONS AND CONSEQUENCES:

F.  OTHER INFORMATION:
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	Title1: The Adult Programs Division is hiring two
	Title2: SSA/AGPA (800-907-5157/5393-910)  in the
	Title3: Provider Benefits and Exemption Unit
	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 still have additional questions, please contact Jennifer Ogata at (916) 651-2786. Applicants must submit a STD 678 with original signature and a one-page document entitled, “Statement of Qualifications (SOQ).”  Your SOQ must address the responsibilities of the position including all relevant experience and education.  Applications without 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
	name1 pg1-1: 
	class1 pg1-1: Staff Services Analyst 
	position1 pg1-1: 800-907-5157-910
	division1 pg1-1: Adult Programs Division/Policy & Quality Assurance Branch
	bureau1 pg1-1: Policy & Operations Bureau/Provider Benefits & Exemptions Unit
	sup2 pg1-1: Matthew Barrett 
	sup1 pg11: Staff Services Manager I
	box1 pg11: Off
	box2 pg11: Off
	box3 pg11: Off
	box4 pg11: Off
	box5 pg11: Yes
	box6 pg11: Off
	other1 pg11: 
	date1 pg11: 
	date2 pg11: 
	box7pg11: Yes
	box8 pg11: Off
	box9 pg11: Off
	box10 pg11: Off
	ssup2 pg11: 
	number1 pg11: 
	lead1 pg11: 
	mission1 pg11: The mission of the Provider Benefits & Exemptions Unit (PB&E) is to ensure accurate policy and implementation components related to the above IHSS programs by developing policy, interpreting policies and procedures, responding to county and other inquiries, and providing consultant services on the administration and delivery of program services. The In-Home Supportive Services (IHSS) program is a state-supervised program administered through California’s 58 counties that provide domestic and personal care services to aged, blind and disabled persons.  IHSS programs include; IHSS-R, PCSP, IPO and CFCO programs, which are California State Plan Option programs which are governed by specific federal and state rules and regulations.
	concept1 pg21: Under the supervision of the Staff Services Manager I (SSM I) of the Provider Benefits & Exemptions Unit (PB&E), the Staff Services Analyst (SSA) performs analytical duties related to developing  policies and procedures for the IHSS programs, which include IHSS-R, PCSP, IPO, and CFCO.  The Provider Benefits and Exemption Unit is responsible for the policy development of the IHSS program with a primary focus on Fair Labor Standards Act (FLSA) workweek limitation exemptions and provider paid sick leave legislation.  
	responsibilities1 pg21: 40%  Research and develops policies for implementing new and existing IHSS programs to be administered at the county level. Development of policies and procedures to implement FLSA workweek limitation exemptions. Determining provider exemption eligibility with written policy evaluations for specific exemption cases. Draft IHSS applicants, recipients and provider service notices regarding the exemption application process and outcomes.  Participate in the creation of department policies and procedures for recent paid provider sick leave legislation with a focus on the development of a statewide emergency back-up provider system.  Provides counties with policy direction for the implementation of the IHSS program including responding to stakeholder inquiries, providing written policy clarifications, and ongoing consultation regarding the administration of program services. 20% Prepare of All-County Letters (ACLs), All-County Information Notices (ACINs), and other directives to the counties; provide implementation instructions and ongoing direction for the IHSS programs. Research ongoing policy issues facing the IHSS program.  Develop workweek limitations exemption informational notices for IHSS recipients, providers, and counties. 15% Assist with the preparation of informational material regarding the implementation of Federal legislation and briefing documents for budget hearings for the IHSS program for executive management.  Develop briefing documents, resource guides and related training material for IHSS program requirements with a focus on FLSA workweek limitation exemptions and provider paid sick leave.  Analyze federal and state legislation and regulations that may affect the IHSS program in order to clarify newly implemented state and federal requirements and to indicate it's impact to exciting policies and procedure that will require a change. Develop IHSS participant/provider informational notices relating to implementation of newly proposed state and federal laws. 10%  Review and analyze State Hearing decisions that deny services or where an IHSS recipient appeals a decision.  Provide technical assistance by clarifying program requirements through policy clarifications for Administrative Law Judges and the Department's Legal Division’s consideration.  10%  Identify implications of Case Management, Information, and Payrolling System (CMIPS II) programming when applying IHSS policy.  As part of a team, participate in work-groups and/or meetings with counties, stakeholders and other state and federal agencies. 5%   Other duties as assigned to the Provider Benefits and Exemptions Unit. 
	supervision1 pg31: The SSA is directly supervised by the Provider Benefits & Exemptions Unit Manager (SSM I),  but may receive functional supervision and training from Associate Governmental Program Analysts in the Unit.  It is expected that SSAs will be able to perform their routine duties with substantial independence within six months.  
	administrative1 pg31: None.
	personal1 pg31: 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.  
	actions1 pg31: 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.  
	other1 pg31: 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.  
	name1 pg1: 
	class1 pg1: Associate Governmental Program Analyst
	position1 pg1: 800-907-5393-910
	division1 pg1: Adult Programs Division/Policy & Quality Assurance Branch
	bureau1 pg1: Policy & Operations Bureau/Provider Benefits & Exemptions Unit
	sup2 pg1: Matthew Barrett 
	sup1 pg1: Staff Services Manager I
	box1 pg1: Off
	box2 pg1: Off
	box3 pg1: Off
	box4 pg1: Off
	box5 pg1: Yes
	box6 pg1: Off
	other1 pg1: 
	date1 pg1: 
	date2 pg1: 
	box7pg1: Yes
	box8 pg1: Off
	box9 pg1: Yes
	box10 pg1: Off
	ssup2 pg1: 
	number1 pg1: 
	lead1 pg1: 
	mission1 pg1: The mission of the Provider Benefits & Exemptions Unit (PB&E) is to ensure accurate policy and implementation components related to the above IHSS programs by developing policy, interpreting policies and procedures, responding to county and other inquiries, and providing consultant services on the administration and delivery of program services. The In-Home Supportive Services (IHSS) program is a state-supervised program administered through California’s 58 counties that provide domestic and personal care services to aged, blind and disabled persons.  IHSS programs include; IHSS-R, PCSP, IPO and CFCO programs, which are California State Plan Option programs which are governed by specific federal and state rules and regulations.
	concept1 pg2: Under the direction of the Staff Services Manager I (SSM I) of the Provider Benefits and Exemptions Unit (PB&E), the Associate Governmental Program Analyst (AGPA) performs journey level analytical duties related to the IHSS programs which include IHSS-R, PCSP, IPO and CFCO programs.  The Provider Benefits and Exemption Unit is responsible for the policy development of the IHSS program with a primary focus on Fair Labor Standards Act (FLSA) workweek limitation exemptions and provider paid sick leave legislation. 
	responsibilities1 pg2: 45% Work in a lead capacity in the implementation of the IHSS program including regulation development, responding to stakeholder inquiries, and establishing programmatic needs for IHSS program. Independently research and develops policies for implementing new and existing IHSS programs to be administered at the county level.  Develop department policies to implement FLSA workweek limitation exemptions as a project lead. Establish exemption eligibility requirements through written policy interpretation and evaluations. Create department policies and procedures for recent paid provider sick leave legislation with a focus on the development of a statewide emergency back-up provider system. Review, analyze and provide guidance, both verbally and in writing, in response to complex inquiries from IHSS stakeholders, program participants, state and federal agencies, legislative staff, and county welfare departments. Main areas of responsibility for performing these duties include interpreting and applying policy, regulations and statute to all IHSS programs with a primary focus on the provider workweek exemption application and paid sick leave processes.     25%  Develop regulations necessary to implement the IHSS programs. Prepare All-County Letters (ACLs), All-County Information Notices (ACINs), and other directives to the counties, provide implementation instructions and ongoing direction for the IHSS programs. Analyze federal and state legislation and regulations that may affect the IHSS-R, PCSP, IPO, CFCO programs. Write policy interpretations and issue papers regarding the IHSS programs with a primary focus on FLSA workweek limitation exemptions and provider paid sick leave. Determine provider exemption eligibility for specific cases through written policy evaluations. 15%  Prepare policy clarifications, policy interpretations and briefing documents on the IHSS-R, PCSP, IPO and CFCO programs. Develop IHSS participant/provider informational notices relating to implementation of newly proposed state and federal laws. Prepare policy clarifications, policy interpretations and briefing documents on the IHSS-R, PCSP, IPO and CFCO programs.5% Review and analyze State Hearing decisions that deny services or where an IHSS recipient appeals a decision.  Provide technical assistance by clarifying program requirements through policy clarifications for Administrative Law Judges and the Department's Legal Division’s consideration.  5%  Examine the implications of Case Management, Information, and Payrolling System (CMIPS II) programming when applying IHSS policy. Identify necessary programming updates within (CMIPS II) as related to workweek limitation exemption policy.  5% Other duties as assigned to the Provider Benefits and Exemptions Unit.
	supervision1 pg3: The AGPA is directly supervised by the Provider Benefits and Exemptions Manager (SSM I), but may receive some direction on assignments from an AGPA in the Unit who is acting as a lead analyst.  AGPAs should be able to work independently and utilize initiative and resourcefulness in completing assignments.   
	administrative1 pg3: 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.
	personal1 pg3: The AGPA will have frequent contact with the county Social Services staff, other Departmental employees, advocates, the general public, and other state and federal agencies.  
	actions1 pg3: 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.  
	other1 pg3: 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.  


