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SPECIAL/ADDITIONAL REQUIREMENTS AND DESIRABLE QUALIFICATIONS

PERSONAL CONTACTS

EMPLOYEE ACKNOWLEDGEMENT
I have read and understand the duties and requirements listed above, and I am able to perform these duties with or 
without an accommodation. (If you believe an accommodation may be necessary, or if unsure of a need for an 
accommodation, inform the hiring supervisor or the Accommodations Coordinator at Accommodations@cde.ca.gov.) 

EMPLOYEE NAME EMPLOYEE SIGNATURE DATE

MANAGER/SUPERVISOR ACKNOWLEDGEMENT
I certify this duty statement represents a current and accurate description of the essential functions of the position. I have 
discussed the duties of this position with the employee and provided the employee a copy of this duty statement.

MANAGER/SUPERVISOR NAME MANAGER/SUPERVISOR SIGNATURE DATE

HRD C&P ANALYST HRD APPROVAL DATE EFFECTIVE DATE DATE UPLOADED

This form will be kept in the employee's Official Personnel File.

Original - Classifications & Pay Office Copies - Employee and Supervisor
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	CDESeal: 
	: 
	PRLogNum: 
	Classifications: CEA Level B
	WorkingTitle: Chief Information Officer
	Branch: Information & Technology Branch
	Division: Technology Services Division
	Office: 
	CBID: M01
	WWG: E
	PCN: 2355
	PositionNumber: 174-291-7500-101
	City: Sacramento
	Probation: N/A
	Tenure: Non-Tenured - CEA
	TimeBase: Full-Time
	Bilingual: No
	Telework: Hybrid
	SafetySensitive: No
	ConflictofInterest: Yes
	GeneralDuties: Under the general direction of the Deputy Superintendent of the Information and Technology Branch, this position serves as the Chief Information Officer (CIO) and Director of the Technology Services Division (TSD). The position oversees information technology (IT) functions, including strategic planning, modernization efforts, project management, application development, budgeting, procurement, policy development, and compliance with reporting requirements for CDE Headquarters and the State Special Schools and Diagnostic Centers (SSSDC). The position works with California State control agencies to ensure the successful delivery of IT goods and services in alignment with statewide policies and procedures. The position serves as the primary representative of the CDE in all external IT-related matters, acting as the CDE's official point of contact with other state agencies and external stakeholders.
	ConductExp: All employees are expected to work cooperatively with others, maintain regular, consistent, predictable attendance, and possess integrity, initiative, dependability and good judgment.
	SupervisorRec: Deputy Superintendent, Information & Technology Branch
	SupervisorEx: Direct responsibility for the staff in the Technology Services Division. Indirect responsibility for the IT staff at the State Special Schools and Diagnostic Centers.
	WorkingConditions: When in the office the work will be in cubicles under artificial lighting. Ability to lift and carry work materials (laptop, mouse, etc) as needed. When working remotely they must have at least the minimum Department standards for internet connectivity and bandwidth and the ability to conduct and participate in meetings with a web camera as needed, and space to effectively work.
	TimeRequired1: 50
	Duties1: IT ORGANIZATION MANAGEMENT AND LEADERSHIP– Provides leadership and oversight for the day-to-day operations of the Technology Services Division (TSD). Ensures successful delivery of network, infrastructure, email, client services, web services, system development, database services, IT procurement and contracting, IT project management, information security and privacy, and voice/data telecommunications services to users at CDE Headquarters and the SSSDC. Provides direct management of staff in the TSD and indirect management of the IT staff  at the SSSDC, including hiring, training, and performance evaluation.Ensures that IT staff receive training on current and emerging technologies, applications, and hardware to support innovative practices. Serves as a liaison to external K–12 educational agencies and represents the CDE on various inter-agency committees and workgroups. Also represents the CDE in collaborative efforts with other state-level IT agencies.
	TimeRequired2: 20
	Duties2: IT PROJECT PORTFOLIO MANAGEMENT – Oversees IT projects at CDE Headquarters and the SSSDC to ensure alignment with the CDE's strategic goals and objectives while driving modernization and innovation across systems and services. Evaluates, selects, and implements advanced technologies to streamline internal operations and promote continuous improvement. Reviews and approves IT project documentation, including Project Approval Lifecycle (PAL) materials, in accordance with State control agency requirements. Reviews and approves Budget Change Proposals (BCPs) that include IT components. Oversees the development and timely submission of annual, monthly, and ad-hoc IT reports to State control agencies, ensuring transparency, accountability, and alignment with statewide modernization efforts.
	TimeRequired3: 10
	Duties3: IT PROCUREMENT AND BUDGETING – Reviews all IT purchases made at CDE Headquarters and the SSSDC. Serves as the CDE IT Purchasing Authority Contact. Ensures IT procurement and IT services contracting activities are conducted in compliance with state procurement policies developed and implemented by Department of General Services in the State Contracting Manual.  Manages IT budgets related to indirect services and IT projects at CDE Headquarters and the SSSDC.  
	TimeRequired4: 10
	Duties4: INFORMATION SECURITY AND PRIVACY – Ensures the CDE complies with the information security and privacy policies, standards, and procedures issued by the California Office of Information Security.  Ensures compliance with all security and privacy laws, regulations, rules and standards specific to and governing the administration of its programs and ensures implementation of the requisite entity-specific policy, procedures, practices and controls. Develops, maintains and enforces the information security and privacy program for CDE headquarters and the SSSDC. Responsible for operational disaster recovery and continuity planning for the CDE.
	TimeRequired5: 5
	Duties5: POLICIES, PROCEDURES AND STANDARDS DEVELOPMENT – Consults with CDE Executive Staff to formulate IT policies and procedures for ensuring the application, direction, and management of IT is effectively implemented. Develops, implements and refines the CDE’s IT Strategic Plan and IT Roadmap.
	TimeRequired6: 5
	Duties6: Represents the CDE on various statewide IT projects, initiatives, advisory boards and steering committees. Works with  control agencies and may represent the CDE at legislative hearings. Performs other job-related duties as required.
	AdditionalReq: Knowledge of California State policies and procedures related to IT purchasing/contracts, IT project oversight, and staff hiring/discipline. Strong understanding of IT systems and infrastructure with excellent analytical and problem-solving skills. Project management experience that includes enterprise-level IT systems. This position requires the incumbent communicate effectively (orally and in writing) in dealing with the public and/or other employees; develop and maintain knowledge and skill related to specific tasks, methodologies, materials, tools, and equipment; complete assignments in a timely and efficient manner; and, adhere to departmental policies and procedures. 
	PersonalContacts: Contact with all levels of departmental employees, external state agencies including, but not limited to the SBE, California State Legislature, Department of Technology, Department of Social Services, Department of General Services and Department of Finance. Additionally, the position interacts regularly with local educational agencies, education membership organizations, education advocacy groups, and boards/commissions that the SSPI serves as a member or has appointing authority.
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