STATE OF CALIFORNIA - HEALTH AND HUMAN SERVICES AGENCY CALIFORNIA DEPARTMENT OF SOCIAL SERVICES

State of California - Department of Social Services

DUTY STATEMENT
EMPLOYEE NAME:
Vacant
CLASSIFICATION: POSITION NUMBER:
Staff Services Manager | 880-4800-010 - Proposed
DIVISION/BRANCH/REGION: (UNDERLINE ALL THAT APPLY) BUREAU/SECTION/UNIT: (UNDERLINE ALL THAT APPLY)
Community Care Licensing Division (CCLD) Children's Residential Program Office - Training Unit
SUPERVISOR'S NAME: SUPERVISOR'S CLASS:
Marisa Sanchez Staff Services Manager Il (SSM 1)

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
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Other (Explain below)

Subject to fingerprinting and criminal record clearance by the Department of Justice and
Federal Bureau of Investigation.

| 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 El Supervisor |:| Lead Person |:| Team Leader

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

The Staff Services Manager | (SSM 1) provides direction and supervision to the staff in the Children's
Residential Program which includes four (4) Associate Governmental Program Analysts.

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:

The Children's Residential Program (CRP) Training Unit is responsible for the development and
delivery of quality job-required and job-related training and systems review for all statewide CRP
staff that provides participants with necessary knowledge and skills to perform their job functions.
The Mission of the CRP Training Unit is to produce quality training programs and effective
supportive materials for the CRP field staff that are accurate, precise and relevant.
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CONCEPT OF POSITION:

Under the direction of the Staff Services Manager Il (SSM II), the Staff Services Manager | (SSM 1) is
responsible for supervising and managing the work of Associate Governmental Program Analysts (AGPAS).
The SSM | plans, organizes and directs the work of four (4) analysts responsible for the development and
facilitation of training for staff in the Children's Residential Program (CRP). The SSMI is responsible for ensuring
CRP staff are provided with initial and annual training mandated by statute. The SSMI manages the Training
Unit's contributions to system development to support consistent and efficient practices throughout the Program.

A. RESPONSIBILITIES OF POSITION:

25% Plans, organizes, and directs the work of the unit, setting goals and objectives. Establishes
unit work priorities consistent with the Program's objectives and ensuring maximum operational
effectiveness and completion of assignments.

25% Provides direction and participates in the development of the Children's Residential Program
training plan. Lead the unit in developing tools, coordination and delivery of training to CRP field
staff.

20% Responsible for developing and managing contracts with external stakeholders for delivery
of trainings mandated by statute. Responsibilities include contract development, course selections
and collaboration of curriculum development. Coordinate and administer Learning Management
System course delivery.

10% Represents the unit to coordinate training efforts by collaborating with the Community Care
Licensing Division's Central Training Bureau, Children's Residential Program Assistant Program
Administrators and Policy Units; acts as liaison between Program and Regional Offices to identify
training needs and delivery.

10% Consults with Department management on complex Children's Residential Program issues;
apprise management on unit activities and problems on an ongoing basis.

5% Ensures ongoing communication between unit, management and licensing staff regarding
CRP training, and systems development.

5% Completes tasks related to managing the performance of staff including attendance,
performance evaluations, probationary reports, documentation of performance problems and
disciplinary actions.

Page 2 of 3



B. SUPERVISION RECEIVED:

The SSM | receives general direction from the SSM II. The incumbent is required to display
considerable independence, initiative, and resourcefulness in carrying out responsibilities.

C. ADMINISTRATIVE RESPONSIBILITY:

The SSM | provides supervision to a unit of Associate Governmental Program Analysts
(AGPAS).

D. PERSONAL CONTACTS:

The SSM | has frequent contact with Regional Office Managers and Supervisors, Children's
Residential Policy Branch and Headquarters staff, and other Program management staff both
inside and outside the Division and Department. The SSM | is expected to act with courtesy,
diplomacy and professionalism with all levels of staff and the general public.

E. ACTIONS AND CONSEQUENCES:

The SSM | must exercise sound judgment, extreme confidentiality, open-mindedness, flexibility
and demonstrate an ability to act independently. The SSM | acts as a role model for the unit
staff and uses discretion in handling sensitive and confidential information. Poor judgment may
result in the Program not being able to meet objectives.

F. OTHER INFORMATION:

The SSM | must be able to maintain composure in stressful situations and act as a mediator
among unit staff. The SSM | must have experience and knowledge of Children's Residential
Program regulations, policies, and procedures. The SSM I is subject to fingerprinting and a
criminal background check by the Department of Justice and the FBI.
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