
    Duty Statement 
California Government Operations Agency 

State of California 

   
  

 Page 1 of 4  

☐ Current  ☒ Proposed 

Classification Title 

C.E.A. Level B 

Division 

Data Programs  

Working Title 

Deputy Director, Digital Services 

Office/Unit/Section 

Office of Cradle-to-Career Data     

Position Number 

424-100-7500-900 

Effective Date   

      

Name  

Vacant 

Date Prepared 

 1/30/23 

General Statement  

The Office of Cradle-to-Career Data (C2C) seeks to foster evidence-based decision-making to help 
Californians build more equitable futures and empower individuals to reach their full potential. The 
difficulty of using disconnected data systems presents challenges to understanding and responding to 
public health, economic, and social justice crises.  

Once implemented, the C2C Data System will provide expansive public access to one of the most 
comprehensive data systems in the nation, linking existing education, workforce, financial aid, and social 
service information to address disparities in opportunities and improve outcomes for all communities 
throughout California. The C2C Data System will be a suite of user-friendly resources focused on early 
learning through K-12 and higher education and providing financial aid and social services that help 
students reach their goals. It will include: 

● Planning and application tools for students, families, and educators to streamline the college and 
financial aid processes and monitor student progress 

● Dashboards, query tools, and analytical data sets for researchers, policymakers, educators, and 
community members to inform research, advocacy, and policy analysis  

● Community engagement and training to raise awareness of the C2C Data System and ensure it can 
be used by students, families, educators, researchers, and policymakers 

As part of establishing C2C, the state invested in making the practical college and career planning tools at 
californiacolleges.edu available at no cost to local education agencies (LEAs), with a plan to scale the 
service statewide to all students. Additionally, Education Code section 10867 identified eTranscript 
California as another service to scale and expand in scope. The Deputy Director, Digital Services will be 
responsible for leading and improving ongoing strategies and working across C2C’s data partners and 

https://c2c.ca.gov/
http://californiacolleges.edu/
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stakeholders. The aim of this work is to integrate currently siloed operations and deliver a one-stop shop 
for college and career planning, college and financial aid applications, and the transfer of transcripts 
across different institutions. 

Under the administrative direction of the Director of Data Programs, the Deputy Director, Digital Services 
is responsible for leading the development and scaling up of operational tools that help students plan for 
postsecondary education and careers. The Deputy Director, Digital Services will assist the Director of Data 
Programs in leading the development of tools and resources that make the C2C Data System accessible 
and useful for families, researchers, educators, advocates, and communities. This includes: 

● Developing a strategy for the alignment and scaling up of all student and practitioner facing tools, 
including CaliforniaColleges.edu and eTranscript California 

● Developing a strategy for scaling up eTranscript California’s operations 

● Building collaborative partnerships with C2C’s data providers who partner with 
californiacolleges.edu and eTranscript California 

● Conducting an annual student experience audit and refining its process 

● Leading direct reports as part of the coordination of resources to accomplish goals 

Job Functions  
[Essential (E) / Marginal (M) Functions]:   

60% (E) Policy and Strategy Development 

● Develop and oversee the implementation of policy and guidelines to ensure the effective scaling of 
student- and practitioner-facing tools 

● Identify and advise Executive Management on complex, sensitive, and novel issues involved in 
improving the experience of applying to college and planning careers for students 

● Propose strategies to Executive Management and external stakeholders, and advise on effective 
courses of action that align with C2C’s mission and vision 

● Responsible for collaboration with californiacolleges.edu to scale and expand college planning tools: 

o Lead the ongoing strategy to align student-facing platforms across californiacolleges.edu, 
eTranscript, and future operational tools 

o Build collaborative partnerships with C2C's data providers who partner with californiacolleges.edu 
(including the California Department of Education, California Community Colleges, California State 
Universities, the University of California, the California Student Aid Commission, the Association of 
Independent California Colleges and Universities, and others) in order to drive the expansion and 
availability of college and career planning tools  

● Responsible for collaboration with eTranscript California to scale and expand electronic transcript-
related services: 

o Develop and lead strategy to expand the value of transcript data for students  

o Assess the possibilities for integrating artifacts for competency-based education and social 
services into eTranscript infrastructure  

o Advise Executive Management on the best course of action for scaling eTranscript to reach more 
students  
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● Develop and oversee the integration of future operational tools for college planning with C2C’s 
services 

30% (E) Advise on Barriers in the Transition from Secondary Education to Higher Education 

• Lead the effort to gather input from the community in order to better understand the barriers 
students face when planning life after high school 

• Synthesize input from the community into actionable insights in order to drive the improvement of 
student-facing tools and analytic tools 

• Integrate community input into ongoing alignment between californiacolleges.edu’s and C2C’s 
deliverables in order to drive the expansion and availability of college and career planning tools 

• Make decisions about how digital services within C2C and other agencies address barriers in a one-
stop shop for college and career planning 

10% (M) Project Management and Administration 

Organize projects and write status reports in order to maintain ongoing progress of projects and effective 
communication of project milestones. May act on behalf of the Director of Data Programs as required. 
Performs administrative duties including, but not limited to: adheres to C2C policies, rules, and 
procedures; submits administrative requests including leave, travel, and training in a timely and 
appropriate manner; accurately reports time and submits timesheets by the due date. 

Supervision Received 
The incumbent reports directly to and receives the majority of assignments from the Director of Data 
Programs and may receive some assignments from the Executive Director.  

Supervision Exercised 
This position will supervise a team of specialists and oversee contractors in the work of data programs. 

Personal Contacts  
The incumbent will work with teams across C2C as well as GovOps Agency staff, legislative staff, the 
Governors’ office, community organizations, a wide range of stakeholders, and external contractors and 
advisors. 

Functional Requirements 
The demands described here are representative of those that the incumbent must meet, with or without a 
reasonable accommodation, to successfully perform the essential functions of the job: 

● Requires flexibility in work hours and work overtime occasionally, including night and/or weekend 
hours, as necessary. 

● Requires daily use of a personal computer and related software applications at a workstation. 

● Requires ability to complete tasks that typically may require making repetitive hand movements in 
the performance of daily duties, with or without reasonable accommodations and modifications 
to facilitate such tasks.  

● Requires occasional travel to attend meetings and hearings. 

The position is eligible for telework, either in a hybrid or fully remote environment, pursuant to a signed 
Statewide Telework Agreement (STD 200).  
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Attendance 

Must maintain regular and acceptable attendance at such a level as is determined at the Department’s 
sole discretion. Must be regularly available and willing to work the hours the Department determines are 
necessary or desirable to meet its business needs. 
 

I have read and understand the duties listed above and I can perform these duties with or without 
reasonable accommodation. (If you believe reasonable accommodation is necessary, discuss your 
concerns with the hiring supervisor.  If unsure of a need for reasonable accommodation, inform the hiring 
supervisor, who will discuss your concerns with the Personnel analyst.) 

Duties of this position are subject to change and may be revised as needed or required. 

Employee Signature 

 

Employee Printed Name Date 

 

I have discussed the duties of this position with and have provided a copy of this duty statement to the     
employee named above. 

Supervisor Signature 

 

Supervisor Printed Name Date 

 


