
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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	Text1PS373APG1: Vacant 
	Text2PS373APG1: Staff Services Manager I
	Text3PS373APG1: 519-4800-005
	Text4PS373APG1: Children and Family Services Division
	Text5PS373APG1: Qualitative Case Review Bureau/CFSR Case Review Unit 2
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	box8PS373APG1: Off
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	box10PS373APG1: Off
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	other14PS373APG1: Some travel required.
	date15PS373APG1: 
	date16PS373APG1: 
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	box18PS373APG1: Yes
	box19PS373APG1: Off
	box20PS373APG1: Off
	ssup21PS373APG1: 5 AGPAs
	number22PS373APG1: 5
	lead23PS373APG1: 
	mission24PS373APG1: To protect children who are at risk, safeguard the rights of those who receive Child Welfare Services (CWS) andmaintain the integrity of families by assisting and supporting counties’ compliance with uniform implementation oflaws and regulations governing the provisions of Child Welfare Services.
	concept25PS373APG2: Under the general direction of the Staff Services Manager II, the Staff Services Manager I is responsible for thesupervision of quality assurance and case review staff responsible for the federally required Child and FamilyServices Review.
	responsibilities26PS373APG2: 45% Supervises unit staff; plans and establishes unit goals, priorities and objectives; develops work plans andmonitors staff in meeting goals and objectives. Assigns staff to complete projects and identifies resources.Reviews work results and assesses staff performance. Ensures expectations are met and excellent customerservice is provided. Evaluates and provides feedback to staff to aid in their professional development and toensure performance objectives/standards are met by monitoring work assignments/behaviors and goodcommunication. Completes probationary and annual performance reports; discusses reports with employees.30% Manages, trains and guides staff to accomplish the qualitative case reviews of county child welfare practice asrequired by the federal Child and Family Services Review (CFSR); Guides and trains staff to appropriately useexisting information and other resources to comply with state and federal reporting requirements such as theCFSR, Child and Family Services Plan (CSFP), and Annual Progress and Services Report (APSR).20% Coordinates with county welfare agencies, stakeholder groups, and policy makers related to child welfare tomaintain knowledge of current and emerging program and policy issues; maintains expertise on changingfederal requirements related to case review through regular consultation with federal staff.5% Other related duties as related to the Qualitative Case Review Bureau.
	supervision27PS373APG3: The SSM I receives general direction and instructions from management and works independently both inthe office and in the field. Progress and status reports and final products are reviewed for completeness, accuracyand consistency.
	administrative28PS373APG3: None
	personal29PS373APG3: The SSM I has frequent contact with all levels of county Child Welfare Services staff, internal Department staff, andthe public. The SSM I may also represent the Bureau and the Department at committee and task force meetings.Tact, diplomacy, discretion, good judgment and the ability to work independently are essential in our collaborationwith others.
	actions30PS373APG3: The SSM I exercises professional judgment in analyzing issues and making recommendations regarding theresponses to child welfare worker disclosures. Flawed analysis or inaccurate technical assistance information mayresult in inadequate or inappropriate provision of child welfare services or inefficient use of scarce and valuableresources.
	other31PS373APG3: Proficient use of standard office computer software including Word, Excel, Access, and Outlook required.Knowledge of county child welfare department organization and practice, as well as CWS/CMS highly desirable.Occasional travel may be required. All positions require fingerprint clearance.


