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: POSITION NUMBER:

Staff Services Analyst 667-5157-910

DIVISION/BRANCH/REGION: (UNDERLINE ALL THAT APPLY) BUREAU/SECTION/UNIT: (UNDERLINE ALL THAT APPLY)
Administration Division/Office of Audit Services |Operations and Support Section
SUPERVISOR’S NAME: SUPERVISOR’S CLASS:

Christopher Spesert Staff Services Manager |

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)
Y None
5 Other (Explain below)

Travel may be required.

| certify that this duty statement represents an accurate | have read this duty statement and agree that it represents the
description of the essential functions of this position. duties | am assigned.
SUPERVISOR’S SIGNATURE DATE EMPLOYEE'S SIGNATURE DATE

SUPERVISION EXERCISED (Check one):

__ None __ Supervisor __ Lead Person | Team Leader

FOR SUPERVISORY POSITIONS ONLY: Indicate the number of positions by classification that this position DIRECTLY supervises.
N/A

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.
N/A

MISSION OF ORGANIZATIONAL UNIT:

The mission of the California Department of Social Services (CDSS) is to serve, aid, and protect needy and vulnerable children and
adults in ways that strengthen and preserve families, encourage personal responsibility, and foster independence.

The mission of the Office of Audit Services (OAS) is to assist and support CDSS management in the discharge of their oversight and
management responsibilities by providing management with information, through independent audits, objective evaluations,
appraisals, recommendations, and consultation regarding the activities examined and the internal control environment. The OAS adds
value by improving the control, risk management, and governance processes to help the CDSS achieve its mission and business
objectives. The vision of the OAS, in keeping with professional standards, is to collaborate with management and promote good
governance, strengthen policies and procedures, systems and processes, and provide high-quality, professional, timely, and
responsive services.
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CONCEPT OF POSITION:

The analyst will assist the primary Single Audit Coordinator and External Audit Coordinator in their
assignments and tasks. This position drafts detailed report summaries that communicate findings,
recommendations, and compliance requirements to internal stakeholders and management. The
analyst serves as the primary point of contact for external auditors, including representatives from
the California State Auditor's Office, federal oversight agencies, and independent auditing firms.

A. RESPONSIBILITIES OF POSITION:

30% Assists the lead Single Audit Coordinator with analyzing audit findings, verifying corrective
actions, and ensuring compliance with applicable regulations. Tracks, monitors, and reviews updates
to the Federal Audit Clearinghouse regarding CDSS program reporting packages. Reviews audit
findings and proposed corrective actions, ensures their alignment with federal and state requirements,
and routes the management decision form. Collaborates with program managers and department
leadership to assess the feasibility of corrective actions and coordinates communication with auditee
representatives. Tracks progress and maintains detailed documentation to support the resolution of
findings and any subsequent reporting requirement.

30% Collaborates with external auditing entities, including the California State Auditor, federal
agencies, and independent audit firms. Coordinates and facilitates all aspects of external audits, from
the initial communication to the final resolution. Manages requests for documentation; schedules
interviews and site visits; and ensures timely delivery of accurate information to auditors. Monitors
audit progress, tracks findings, and supports the development and implementation of corrective
actions to address audit recommendations.

25% Tracks the reporting for all 58 counties within California and other important local government
entities to ensure compliance with federal and state requirements. Maintains a comprehensive
database of submitted audit reports, verifies their timeliness, and ensures the report meet the
standards outlined in 2 CFR Part 200 (Uniform Guidance). Coordinates with counties and local
government to address missing or incomplete reports, providing guidance on submission
requirements, and ensuring audit findings are resolved appropriately.

10% Assists four (4) auditing bureaus in the OAS by monitoring and tracking incoming and outgoing
correspondence and facilitating efficient communication through the AuditsOffice inbox. Ensures that
inquiries, requests, and critical documents are routed to the appropriate bureau or staff member
promptly. Serves as a backup TeamMate Champion and assists OAS staff with requests related to
the software. Prepares an annual report for executive staff detailing audit findings, reviewing program
implementation, and evaluating their Divisions response to audit findings in their program.

5% Monitors financial records, interviews key personnel, and/or observes operational practices to
confirm that identified risks have been mitigated and that the entity is adhering to applicable
regulations. Keeps abreast of revision to key audit reporting regulation. Provides backup support to
team members, as appropriate. Attends bi-weekly one-on-one meetings with their supervisor to
discuss priorities and receive feedback for ongoing responsibilities. Other duties as required.
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B. SUPERVISION RECEIVED:

The analyst works under the general direction of the Staff Services Manager |.

C. ADMINISTRATIVE RESPONSIBILITY:

None.

D. PERSONAL CONTACTS:

The analyst may contact different levels of Department staff and management, other state
departments, federal agencies, county assessor staff, and various independent CPA firms.

E. ACTIONS AND CONSEQUENCES:

The analyst must ensure that all decisions and recommendations are accurate, well-reasoned, and
grounded in applicable laws, regulations, policies, and procedures. These determinations carry
significant weight, as inadequate service or flawed recommendations could negatively affect the
Department's reputation, lead to noncompliance with state and federal regulations, and jeopardize
funding. It is essential that the analyst maintains a high standard of professionalism and accuracy to
uphold the integrity and effectiveness of the Department's operations.

F. OTHER INFORMATION:

The skills and knowledge must be sufficient to work and collaborate with analytical assignments.
The Analyst is required to have:

-Ability to take initiative and use good judgment when performing projects/tasks with deadlines.
-Ability to promote a positive working environment and relationships with others.

-Consistent and regular attendance.

-Ability to work in a team environment.
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