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DIVISION CLASSIFICATION/WORKING TITLE POSITION NUMBER  
(Agency-Unit-Class-Serial) 

Enforcement  Supervisor II 326-278-4801-003 
UNIT/PROGRAM/SECTION EFFECTIVE DATE CBID 

Housing  S01 
INCUMBENT REPORTING LOCATION IMMEDIATE SUPERVISOR 

Vacant Sacramento, Los Angeles or Riverside  
POSITION DESCRIPTION 
Under the general direction of the Assistant Deputy Director (ADD), the Supervisor II serves at the full supervisory 
level, planning, organizing, leading, and directing the work of a team of supervisors and analysts processing 
complaints regarding housing discrimination, denial of services by a public accommodation, acts of hate violence in 
accordance with the Fair Employment and Housing Act, and violations of the Ralph Civil Rights Act and the Unruh Civil 
Rights Act. The Supervisor II serves as a member of the management team and as a representative of the Department, 
with direct influence over programs with statewide or multi-departmental impact. As such, the incumbent must 
exercise strong leadership qualities, diplomacy, and good judgment in all interactions with the staff and public by 
conducting themselves in an effective and professional manner.  
ALL EMPLOYEES ARE RESPONSIBLE FOR CONTRIBUTING TO AN INCLUSIVE, SAFE, AND SECURE WORK 
ENVIRONMENT THAT VALUES DIVERSE CULTURES, PERSPECTIVES, AND EXPERIENCES, AND IS FREE FROM 
DISCRIMINATION. 
ESSENTIAL FUNCTIONS: 

% TASK/DUTIES 
25% Supervises case processing and investigative functions, including conducting formal and informal case 

reviews with Analysts I’s, Analyst II’s, Analyst III’s and Supervisor I’s. Monitors case processing functions to 
assure compliance with Departmental requirements. Reviews investigative work sheets, investigative 
plans, case files, closing reports, settlement proposals and agreements, and correspondence pertaining to 
cases processed. Reviews and approves progress reports and files referred to the Legal Division with the 
recommendation that an Accusation be issued, as well as discovery documents and case processing 
statistics. Identifies and resolves case processing issues/problems. Analyze, interpret and implement 
performance standards required by statute, federal grants, or internal policies/priorities. Apply pertinent 
statutes, regulations, and theories of discrimination and principles of case analysis to the investigation of 
discrimination complaints. Conduct investigations and/or analysis that require both gathering facts and 
then applying legal standards to the evidence. Arranges and conduct conciliation conferences. Supervises 
the intake process, and reviews complaints and supplemental information requests. Consults/coordinates 
with Legal Division staff regarding case-related issues.  

25% Administers all supervisory functions over investigation staff and Supervisor I’s. Supervises all Analysts 
and clerical staff, and monitors Supervisor I’s oversight of work areas. Oversees clerical support functions. 
Completes performance evaluations for all staff in a timely manner. Manages the budgetary allotment for 
assigned staff and approves expenditure for supplies, etc. Recruits, hires, and monitors staff attendance. 
Develops and oversees Corrective Action Plans and disciplinary matters. Reviews efficiency and 
performance of Consultant staff; troubleshoots the more complex emerging issues and works with the 
Assistant Deputy Director on recommendations for change. Completes monthly/quarterly and audit 
reports, monitoring and adjusting analyst/consultant caseloads, as warranted. Utilize Word, Excel, and 
other database/spreadsheet programs 

20% Addresses and interface effectively with complaints and requests for information received from within 
and outside the Department, including Departmental managers, complainants, respondents, attorneys 
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and/or representatives, the public, other governmental agencies, community groups, and advocacy 
organizations and public. Responds to staff concerns and grievances; assists in community dispute 
resolution; assists in dealing with recalcitrant respondents and attorneys.  

20% Oversees training and staff development in statewide District Office’s for new and existing staff members. 
Develops and disseminates training materials, and coordinates training provided by members of the Legal 
Division. Provide and assist with training and staff development,  

MARGINAL FUNCTIONS: 
% TASK/DUTIES 

5% Represents the Department to the public through service as a liaison to other governmental agencies and 
community groups, public speaking engagements, community meetings, responding to queries from the 
media, Legislators and/or their staffs, and the public regarding the Department’s activities 

5% Other job-related duties as assigned and necessary for operational continuity. Attend staff meetings and 
trainings and prepare administrative paperwork to meet operational needs. May provide back-up to the 
reception desk or may act as the backup to the Assistant Deputy Director, Manager II and/or Manager I in 
their absence 

TYPICAL WORKING CONDITIONS: 
The demands described here are representative of those that must be met by the incumbent to successfully perform 
the essential functions of the job with or without a reasonable accommodation. 

• Requires daily use of a personal computer and related software applications such as Word, Excel and other 
database/spreadsheet programs, and repetitive keyboard/mouse use at a workstation. 

• Requires ability to complete tasks that require reaching, bending, grasping, and making repetitive hand 
movements in the performance of daily duties. 

• Ability to lift up to 25 lbs., ability to stoop, if necessary, sit/stand in a cubicle setting or desk, work in artificial 
lighting in a high rise-building.  

• Requires prolonged sitting and or standing at a workstation for 6.5 to 7 hours per day. 
• Requires dependability and excellent attendance records. 
• May require occasional travel to conduct on-site state business 

TELEWORK DESIGNATION: 
This position is designated as telework eligible-hybrid. 

SPECIAL REQUIREMENTS: 
  
 

The statements contained in this job description reflect general details as necessary to describe the principal functions of this 
job. It should not be considered an all-inclusive listing of work requirements. The incumbent of this position may perform 
other duties (commensurate with the classification) as assigned, including work in other functional areas to cover during 
absences, to equalize peak work periods, or to otherwise balance the workload. 
 

SUPERVISOR STATEMENT:  
I CERTIFY THIS DUTY STATEMENT REPRESENTS AN ACCURATE DESCRIPTION OF THE ESSENTIAL FUNCTIONS OF THIS POSITION. I 
HAVE DISCUSSED THE DUTIES OF THIS POSITION WITH THE EMPLOYEE AND PROVIDED THE EMPLOYEE WITH A COPY OF THIS 
DUTY STATEMENT. 
SUPERVISOR NAME (PRINT OR TYPE) SUPERVISOR SIGNATURE DATE 

   

EMPLOYEE STATEMENT: 



                                                State of California 
 Business, Consumer Services and Housing Agency 

California Civil Rights Department 
Human Resources 

Duty Statement 

Revised: 06/15/26   Page 3 
 

I CERTIFY I HAVE READ, UNDERSTAND, AND CAN PERFORM THE DUTIES OF THIS POSITION EITHER WITH OR WITHOUT 
REASONABLE ACCOMMODATION. I HAVE DISCUSSED THESE DUTIES WITH MY SUPERVISOR AND HAVE BEEN PROVIDED A COPY 
OF THIS DUTY STATEMENT. 
EMPLOYEE NAME (PRINT OR TYPE) EMPLOYEE SIGNATURE DATE 

   

 


