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1. Institution/Division/Office: 2. Unit/Industry/Enterprise: 

3. Classification Title: 4. Proposed Incumbent (if known): 

5. Current Position Number (Agency-Unit-Class-Serial): 6. Effective Date: 

7. Briefly (1 or 2 sentences) describe the position’s organization setting and major functions: 

8. Work Schedule:
9. Percentage (%) of 

time performing 
duties: 

10. Indicate the duties and responsibilities assigned to the position and the percentage (%) of time spent for each. Group 
related tasks under the same percentage (%) with the highest percentage (%) listed first. 

ESSENTIAL FUNCTIONS 

(Continued on Page Two) 
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9. Percentage (%) of 
time performing 
duties: 

10. Indicate the duties and responsibilities assigned to the position and the percentage (%) of time spent for each. Group 
related tasks under the same percentage (%) with the highest percentage (%) listed first. 

MARGINAL FUNCTIONS 

ADDITIONAL EXPECTATIONS 

11. SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE. 

12. DATE SUPERVISOR PROVIDED EMPLOYEE WITH A COPY OF THE DUTY STATEMENT:

PRINT EMPLOYEE NAME: EMPLOYEE SIGNATURE: DATE: 

PRINT MANAGER/SUPERVISOR NAME: MANAGER/SUPERVISOR SIGNATURE: DATE: 

HR APPROVAL: 


	1 InstitutionDivisionOffice: Central Office/Fiscal Services Management/CALPIA
	2 UnitIndustryEnterprise: Budgeting and Financial Planning Section
	3 Classification Title: Staff Services Manager II (Supervisory)
	4 Proposed Incumbent if known:  Vacant
	5 Current Position Number AgencyUnitClassSerial: 063-046-4801-001
	6 Effective Date: 
	7 Briefly 1 or 2 sentences describe the positions organization setting and major functions: Under the general direction and guidance of the CALPIA Chief Financial Officer (CFO), the Staff Services Manager II functions as the Fiscal Chief of the Budgeting and Financial Planning Section and is responsible for the supervision of professional staff.  The incumbent oversees  the more difficult or sensitive work associated with fiscal planning and the development and maintenance of California Prison Industry Authority’s (CALPIA’s) budget. CALPIA is a self-supporting state entity operating  in a manner similar to the private sector.
	8 Work Schedule: Monday – Friday 8:00am – 5:00pm
	12 DATE SUPERVISOR PROVIDED EMPLOYEE WITH A COPY OF THE DUTY STATEMENT: 
	PRINT EMPLOYEE NAME: Vacant 
	DATE: 
	PRINT MANAGERSUPERVISOR NAME: Natalie McCorkle 
	DATE_2: 
	HR APPROVAL: MJL 09/17/2024
	ESSENTIAL FUNCTIONS: Plans, organizes and develops the Annual Operating (Annual Plan), Mid-Year Review (MYR) and Baseline budgets; directs staff to develop recommendations to the CFO and the General Manager on proposals to change production and operating budgets; supervises professional staff that provide administrative and budget support statewide; directs the fiscal monitoring of capital and operating budgets to actual expenditures utilizing the CALPIA enterprise resource planning (ERP) system Sage X3 and ERPlx, databases, and various software. Provides Fiscal support by assisting Accounting Services with developing monthly and year-end financial statements and related supporting documentation. This would include including statement of operations, pro-forma income statements, revenue reports, cash flow reports, budget to actual reports, trending and reconciliation reports, etc. Provides support to Fiscal teams and other Divisions for the year-end reports required by other State agencies and Financial Auditors. Assists with the development and maintenance of the CALPIA Fiscal Budget system and software(s) including but not limited to Sage and associated software. Oversees the Budget’s team work to develop, support, and maintain the budget system. Ensure budget requirements are established, developed and in alliance with CALPIA Accounting’s general ledger requirements and rules. Establish system policy and procedures in accordance with CALPIA International Organization for Standardization (ISO) standards.   Presents the proposed annual budget and subsequent MYR to Executive Staff; works with CALPIA managers to develop and prioritize the long-range CALPIA fiscal organizational needs; oversees the Budgets staff to develop the more complex fiscal analyses; and assist Accounting Services staff with costing methodologies (e.g., inventories/turns, product costing, reporting/variance analysis, etc.).  Provides support and analyses on CALPIA’s gross profit, as well as, upon request for the proposed new products and the economic viability of potential new enterprises. Responsible for CALPIA budgetary policies that provide equivalent control activities (e.g., Department of Finance, Legislative Analyst’s Office). Directs staff in policy implementation and adherence to rules.  Responsible for CALPIA’s statewide financial planning and budgeting training program, curriculum, and materials. Plans, organizes and manages the Budget staff to create, implement, and provide state-wide training. Provides Fiscal training specific to train-the-trainers to develop a support training group for CALPIA.  Oversees the Budget team to develop the the Fiscal training documents in accordance with (ISO)standards adopted by CALPIA. Oversees training to CALPIA supervisory staff in the field and central office.Oversees the more complex critical, or sensitive analyses on requests for budget changes, issues memos, legislation, and other multi-divisional projects; presents fiscal impact and recommendations orally and in writing to management; reviews statistical reports and inventory changes; monitor estimates of cash flows; and prepares and conducts analyses based on request. Attends staff meetings, supervises analytical level staff, prepares and reviews personnel documents, conducts staff performance evaluations, recruits and selects new hires for section, develops and mentors staff, sets and maintains work priorities and expectations, and reviews staff work for accuracy and completeness.
	9: 
	 Percentage (%) of time performing duties1: 40%20%20%15%
	 Percentage (%) of time performing duties2: 5%

	MARGINAL FUNCTIONS: Performs other duties as requested by the CFO.  Keeps appraised of best practices, new developments and techniques in budgeting/estimating processes established by CALPIA and State of California control agencies (e.g. Governor’s Office, Department of Finance, Legislature, etc.).
	ADDITIONAL EXPECTATIONS: Fosters a collaborative work environment; performs effectively and efficiently under pressure, ability to multi-task; be willing to travel as necessary; communicate respectfully to all levels within the agency; self-directed; exercises good judgment; reflects CALPIA core values; and upholds the goals and objectives of management.


