
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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	lead23PS373PG1: 
	mission24PS373PG1: ISD's mission is to support and enhance access to information and data so the Department's programs and operations can achieve their business goals. To accomplish this, we are committed to work in cooperation with our customers to:

   Effectively manage information systems and equipment
   Plan, implement, and maintain responsible and efficient information technology solutions
   Share and transfer information technology knowledge and tools

In doing so, we will create value added relationships with our customers and remain the provider of choice.

	concept25PS373PG2: Under general direction of the Information Technology Manager II, the Information Technology Supervisor II acts in a supervisory in the role of ISD Contract and Procurement Intake Bureau over the most complex, high-risk and highly visible IT Contracts with critically tight schedules, complex stakeholder and high visibility. 
	responsibilities26PS373PG2: 40%  Manages the ISD Contract and Procurement Intake Bureau as well as assigned division (or divisions) through the numerous procurements/contracts processes related to IT / Non-IT Contracts and Inter-Agency Agreements. Works collaboratively with the program teams and Technology Administration management (TAS) team to ensure all required documents are completed per department standards. To provide the guidance necessary to the ISD team to manage the life cycle of the contract.  Provide initial support to the program's request to answer contract-related questions or seek clarification before an IT Service Request (ITSR) is submitted. Monitors all stages and documents in progress related to IT Contracts and Inter-Agency Agreements. Researches and analyzes contract issues, policies, and processes. Prepares reports, summaries, justifications, guidance documents, and memorandum that present data to management, and provides status reports, recommendations, and alternatives. Evaluate the ITSR to ensure completeness and finalize the contract package.  

In addition, the position provides daily staff management, support and direction to staff within the TAS Bureau and is responsible for: meeting regularly with TAS staff and discussing status of assignments; conducting annual performance reports; resolving staff inefficiencies and ensuring completed staff work; supporting training and development assignments and ensuring successful or corrective outcomes; responding to staff requests related to training or upward mobility; resolving conflicts or issues; documenting staff performance by conducting Individual Development Plans and or developing corrective action plans; responding timely to staff requests.

20%  Assist in the implementation of new agency/and or California Department Technology (CDT) standards and guidelines as they pertain to contracts and procurement. Collaborate with the Technology Administration Bureau to assist in updating contracts and procurement processes and procedures as needed.  Ensure compliance with the State Contract Manual (SCM), Public Contract Code, and Department Contract Standards.  

Organizational Management and Training.  Position will be responsible for ensuring administrative support for internal organizational change management and trainings required which respond to enterprise system developments.  Functions may include:  union negotiations, facilities management, staff assessment and trainings. Position will be required to provide schedule updates to project coordinators related to organizational change management and training activities and provide regular status of progress in project meetings, as required. 

20%  Acts as a facilitator for an assigned division (or divisions) through the numerous processes related to IT Procurements and Inter-Agency Agreements. Works collaboratively with the program and TAS management/staff to ensure all required documents are completed per department standards. 

Customer Service Support.  Provide administrative services to all areas within the Information Systems Division  to support administrative functions and work with staff within the Division to develop alternatives and recommendations for resolving complex administrative issues including but not limited to: IT policy development and implementation, supporting customer relationship management and, organizational change management.  Respond to administrative inquiries from all areas within the Department which may include drills related to budgets, IT inventory, contracts, procurement services or public information requests. 

15%  Acts as liaison between ISD and Program management and team members for various IT or non-IT business needs.  Divisions to ensure new processes and workflows for procurement, contracts, and new projects. 

Branch Support.  Provide back up management support to the Branch and other Bureaus within the ISD.  As needed, attend meetings on behalf of the Branch and communicate action items or status.  Support ISD as directed at various project related meetings which have a direct impact to the Department and the IT Project Planning schedule.

5%  Perform other duties as assigned within the scope of the classification.

	supervision27PS373PG3: The IT Supervisor II acts under the general direction of the IT Manager II.
	administrative28PS373PG3: The IT Supervisor II is responsible for providing contract management, business systems analysis and technical information and customer relationship management for the Information Systems Division (ISD).  Knowledge and experience applying the State Contract and Procurement Process and Standards, Concept Analysis, Contract Packages including Gen 704, SIMM71B, SIMM 22B, Cost Estimates, and Budget Review Sheet (BRS), Budgetary Quotes, and other contract documents.
	personal29PS373PG3: The IT Supervisor II has contact with staff at all levels of the department, other departments and control agencies, e.g., Health and Human Services Agency, Department of Finance, Department of General Services, Department of Health Care Services, Office of Systems Integration, Federal Agencies, California Department of Technology and local government organizations and stakeholders. The IT Supervisor II also meets regularly with vendors and contractors.
	actions30PS373PG3: The IT Supervisor II must perform due diligence and exercise good judgment in their business analysis project management and oversight duties. They must also perform due diligence and exercise good judgment when making recommendations for the use of information technology in the department. Failure to perform due diligence and exercise good judgment would have an adverse impact on the ability of the ISD to deliver successful information technology that support the business and on the branch to provide knowledgeable, informed recommendations to the CDSS for effective use to technology.

This position requires the incumbent maintain consistent and regular attendance. Inconsistent attendance would shift workload to other employees and negatively impact the quality and time line of contracts and procurements.
	other31PS373PG3: Ability to communicate complex technical and business process risks and issues to executive level staff. Staff utilizes a PC-based, integrated office productivity software package to create work products.  Staff uses this software for producing basic word processing, spreadsheets, graphs, charts and presentations. The incumbent must have the ability to write comprehensively and communicate with all levels of management, including executives and peers.  Must also be dependable, responsible, and able to effectively handle strict deadlines.

This position is subject to fingerprinting and criminal record clearance by the Department of Justice (DOJ) and the Federal Bureau of Investigation (FBI). 


