CALIFORNIA PRISON INDUSTRY AUTHORITY @m&p-’ ‘n

DUTY STATEM ENT Quality Products * Changed Lives x A Safer California
1. Institution/Division/Office: 2. Unit/Industry/Enterprise:

Central Office/Executive/CALPIA Project Management Office (PMO)
3. Classification Title: 4. Proposed Incumbent (if known):

Staff Services Manager | (Specialist) Vacant
5. Current Position Number (Agency-Unit-Class-Serial): 6. Effective Date:

063-038-4800-002

7.

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

Under the general supervision of the Staff Service Manager Il, the incumbent monitors, facilitates
progress and provides project management process expertise on local and statewide improvement
projects. The incumbent serves as a department liaison to Executive level sponsors for projects.

8. Work Schedule: Monday — Friday, 8:00 — 5:00

Percentage (%) of
time performing
duties:

45%

35%

10%

5%

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
Functions as a nonsupervisory staff specialist in a difficult and sensitive program
development, policy, or coordination position. Plans, organizes, monitors, assesses,
and coordinates activities from inception to conclusion for capital improvement
projects as well as statewide initiatives. Responsible for drafting and the issuance of
project management documentation, tracking project deliverables, dates and
monitoring deadlines; providing regular and timely reports to management and
stakeholders, noting variances as they occur; monitors deadlines, project spending
and resource allocation to ensure initiatives stay within time, budget and staffing
parameters. Ensures policies and procedures are consistent with best practices and
in accordance with CALPIA’s International Organization for Standardization (1SO)
procedures.

Works cooperatively with staff, vendors and contractors at all levels. Interfaces with
executive sponsors, stakeholders and subject matter experts (SMEs) regarding the
planning, execution and successful delivery of projects. Assists with training efforts
related to project management tools and processes.

Assist with PMO tracking, monitoring and reporting of enterprise-wide initiatives and
projects being executed across the state.

Develops and initiates contracts, following the procurement processes, to obtain

necessary materials, vendors, contractors and sub-contractors for project-related
activities.

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

5%

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
Performs other related duties as needed.

ADDITIONAL EXPECTATIONS

This position requires that the incumbent work collaboratively with all CALPIA staff
and provide excellent service to internal and external customers. Additional
expectations of the role include (1) courteous and respectful communication with all
levels of the organization, (2) accountability and completion of all assigned tasks and
work products commensurate with the position classification, and (3) adherence to
manager-approved work schedule.

11. SUPERVISOR’S STATEMENT: | 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:
Vacant

EMPLOYEE SIGNATURE: DATE:

Anna Santiago

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

HR APPROVAL:
RL 10/23/2024
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