
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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	ssup21PS373PG1: One Staff Services Managers I (Specialist) and two Associate Governmental Program Analysts.  The supervision exercised by the incumbent includes assignment and control of Office of Legislation's federal workload.  
	number22PS373PG1: 3
	lead23PS373PG1: The SSM II as functional supervision over all professional staff in the Department who participate in the analysis of federal legislation as well as federal regulatory engagement.  This includes CEA, SSM III, and below throughout various divisions within the Department.
	mission24PS373PG1: The Office of Legislation serves as the focal point for all legislative activities, including legislative liaison to the California Legislature and the U.S. Senate and House of Representatives, and provides support to the Director, the executive staff, and other divisions within the Department. The Office of Legislation is responsible for state and federal legislative matters, for obtaining successful passage of Departmental policies which require legislative authority, as well as for communicating formal positions of support or opposition on bills that others outside of the Administration have introduced and are germane to and have a potential impact (positive or negative) to the Department's program areas. The Office of Legislation leads the Department’s response for constituent issues to the 120 members of the Legislature. 
	concept25PS373PG2: The incumbent works directly with the highest level of Department management and senior staff of the Health and Human Services Agency, Department of Finance and the Governor's Office.  The incumbent performs as the federal legislation specialist, and represents the Department in a variety of settings associated with federal legislative and regulatory concerns.
	responsibilities26PS373PG2: 40%  Directly manages a team of professional staff to identify the key elements in, and manage the analysis of, federal bills impacting the Department's programs and budget.  Additionally, manages a team of professional staff to identify and  coordinate the Department’s response to federal notices of proposed rulemaking.  Requires the  incumbent to coordinate and project manage the development of issue papers, analyses, correspondence, and requests for action of the Secretary or Governor’s Office, and recommends specific action to the Deputy Director of Legislation, the Directorate, the Agency, and the Governor's Office on federal legislation to ensure policy consistency at all levels within the Department.  Exercises functional authority over Department management in order to obtain the program information needed to formulate sound recommendations.  Escalates to the Deputy Director of Legislation, issues and potential problems which may require lobbying efforts.  This also involves securing and maintaining effective working relationships with national associations, county welfare directors, advocacy groups, program stakeholders, and others.20% Coordinates the timely review and approval of reports due to the Legislature.  Functional supervision is exercised over Department management to properly address legislative reporting mandates.15%  Meets or has regular contact on federal legislative and regulatory issues to represent the Department's perspectives and insights to a wide audience including legislative staff, the Department of Finance, Governor's Office, legislative budget staff, special interest groups and the Legislative Analyst’s Office.15% Meets with the Directorate, Deputy Directors and Departmental managers to provide guidance on policy direction and strategy regarding issues involving federal legislation and regulatory issues.5%  Provides consultation and training to Departmental management regarding the federal legislative and regulatory process.5%  Supports in the management of the Office of Legislation.  
	supervision27PS373PG3: The incumbent carries out complex tasks under the general supervision of the Deputy Director for Legislation, which is not close, continuous or concerned with detail. 
	administrative28PS373PG3: The incumbent directly manages a team of professional staff.  Additionally, the incumbent exercises a high degree of functional supervision and administration over groups of professional staff and mid- and high-level managers in the Department who have been assigned responsibilities pertaining to federal or state legislation, and the Department’s sponsored legislation.  This includes assigning work, setting priorities and imposing deadlines, ensuring those deadlines are met, and prescribing the work standards to be met.
	personal29PS373PG3: With all levels of the Department, including the Directorate, deputy directors, and management staff throughout the Department; staff with the Governor’s Office, Health and Human Services Agency, Department of Finance and other departments; with members of the California Legislature and their staff; with members of the U.S. Senate and House of Representatives and their staff; and with stakeholders.  
	actions30PS373PG3: The consequence of error associated with this position is significant. Failure to identify federal egislation that affects the Department or the inadequate or untimely analysis of bills and the appropriate alert to the Director and Executive Staff may lead to the passage of legislation that is inconsistent with the Governor’s policy and/or fiscal agenda. The SSM II must work effectively and independently, as well as in collaboration with, various levels of the organizational hierarchy, and is expected to gain and maintain the confidence and cooperation of those contacted and relied upon during the course of work.The incumbent must exhibit an exceptional understanding of legislative protocol and the political sensitivity of various policy issues to ensure accurate and appropriate representation of the Department within the Administration, and with the Legislature and others in the legislative process.
	other31PS373PG3: This position requires the incumbent to possess a high degree of initiative, independence, judgment, and originality in performing duties; work under short timelines which may necessitate working long, irregular hours and weekends during peak workload periods; communicate effectively and professionally, both orally and in writing when interacting with the public, state and federal elected officials and their staff, and other organizations; independently complete assignments in a timely and efficient manner, effectively handle multiple tasks and tight deadlines calmly and efficiently; conduct oneself with the highest degree of professionalism, including  dressing in business attire, and adherence to departmental policies and procedures regarding attendance, leave, conduct, and professionalism.


