STATE OF CALIFORNIA
CALIFORNIA DEPARTMENT OF CORRECTIONS AND REHABILITATION


DIVISION OF HEALTH CARE SERVICES  


SHADED AREA TO REFLECT RECLASS POSITION NUMBER ONLY
STATE OF CALIFORNIA                                                                                  
CALIFORNIA DEPARTMENT OF CORRECTIONS AND REHABILITATION

DIVISION OF HEALTH CARE SERVICES


	DUTY STATEMENT
	RPA

	EFFECTIVE DATE:
 

	CDCR INSTITUTION OR DEPARTMENT
Division of Health Care Services 
	POSITION NUMBER (Agency – Unit – Class – Serial)
065-923-5361-001

	UNIT NAME AND CITY LOCATED
Mental Health Program, Elk Grove
	CLASS TITLE
Administrative Assistant I

	WORKING DAYS AND WORKING HOURS
 a.m. to  p.m.  (Approximate only for FLSA exempt classifications)
	SPECIFIC LOCATION ASSIGNED TO
 9272 Laguna Springs Drive, Elk Grove, CA

	PROPOSED INCUMBENT (If known)

	CURRENT POSITION NUMBER (Agency – Unit – Class – Serial)


	YOU ARE A VALUED MEMBER OF THE DEPARTMENT’S TEAM.  YOU ARE EXPECTED TO WORK COOPERATIVELY WITH TEAM MEMBERS AND OTHERS TO ENABLE THE DEPARTMENT TO PROVIDE THE HIGHEST LEVEL OF SERVICE POSSIBLE.  YOUR CREATIVITY AND INGENUITY ARE ENCOURAGED.  YOUR EFFORTS TO TREAT OTHERS FAIRLY, HONESTLY AND WITH RESPECT ARE CRITICAL TO THE SUCCESS OF THE DEPARTMENT’S MISSION.

	Under the direction of the Deputy Director, Statewide Mental Health Program (SMHP), Division of Health Care Services (DHCS), the Administrative Assistant I (AAI) is responsible for working independently, relieving the Deputy Director of routine administrative details on a variety of special projects.  The AAI must maintain a high degree of initiative and assume increasing responsibilities.  This position requires the ability to gather pertinent information, review and analyze proposed policy changes, prepare reports, and assist in making recommendations on procedures, policies and program alternatives.  

	% of time performing duties
	Indicate the duties and responsibilities assigned to the position and the percentage of time spent on each.  Group related tasks under the same percentage with the highest percentage first. (Use addition sheet if necessary)

	
	ESSENTIAL FUNCTIONS

	40%
35%

20%
5%

	Develops meeting agendas and prepares necessary documents and reports prior to meetings. Independently schedules appointments, responds to telephone calls on behalf of the Deputy Director relating to confidential and sensitive matters.  Directs calls to appropriate staff on behalf of the Deputy Director. Prepares travel arrangements and travel reimbursements. Reviews and processes timesheets for staff; schedules time off requests for staff and documents request on staff calendars. Assists with hiring by coordinating necessary paperwork for new and existing employees.
Prepares executive daily reports, special studies, statewide reports on current and continuing disciplinary investigations; prepares administrative reports on performance management, health care integration, and access to mental health care statistics.   Independently reviews, analyzes and processes various administrative reports and assignments.  Independently provides analysis of new and existing policies and procedures, reviews and monitors assignments for completeness and accuracy, and evaluates existing and new tracking systems.  Independently prepares response on a variety of correspondences and documents; prepares charts, graphs and spreadsheets as needed on behalf of the Deputy Director.  Edits and finalizes all documents for Deputy Director signature, ensuring content is consistent with departmental policies and procedures.  Prepares and distributes administrative reports that have agency wide impact.  Independently determines priority level of assignments based upon knowledge of current DHCS and departmental issues.  On behalf of the Deputy Director, monitors the progress of assignments and follows up to ensure all deadlines are met.  Informs the Deputy Director when problems or issues such as staffing requests, contract issues, court inquiries, and disciplinary actions.  Provides information related to mental health operations to State and Federal agencies, and the private sector health care industry.  Reviews and provides written analysis of proposed legislation affecting mental health and other DHCS programs.  Collaborates with Headquarters’ administrative staff on issues related to meeting court mandates to ensure compliance.

Assists DHCS program areas with the development, revisions, and research on policy and procedure changes to meet litigation mandates, State and Federal laws and regulations. Makes recommendations involving critical and complex administrative actions in providing quality mental health care.  Briefs the Deputy Director on the Health Care Population and Oversight Program movement of patients. Conducts special studies related to health care contracts and invoicing to ensure compliance.  Interprets and consults with the Deputy Director regarding policies and procedures that affect invoice processing.
In a lead capacity, oversees the work of and trains the SMHP clerical support staff on various job duties and special projects. Develops or assists in development of office workload and planning standards, staffing requirements, and budgets. Performs other duties as required.  



	
	KNOWLEDGE AND ABILITIES
Knowledge of:  Principles, problems, and methods of public and business administration, including organization and personnel and fiscal management; office management principles, methods, and procedures; administrative survey techniques and skill in their application; statistical and research methods. 
Ability to: Think clearly and quickly and analyze and solve problems of organization and management; supervise the staff of an administrative office; establish and maintain cooperative working relationships; carry out assignments without detailed instructions; speak and write effectively.
SPECIAL PHYSICAL CHARACTERISTICS
Demonstrated capacity for assuming increasing responsibility, originality, open-mindedness, and tact.


	SUPERVISOR’S STATEMENT:  I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE

	SUPERVISOR’S NAME (Print)

     
	SUPERVISOR’S SIGNATURE

	DATE

     

	EMPLOYEE’S STATEMENT:  I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE RECEIVED A 
COPY OF THE DUTY STATEMENT

	The statements contained in this duty statement 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.  Individuals may perform other duties as assigned, including work in other functional areas to cover absence of relief, to equalize peak work periods or otherwise balance the workload.

	EMPLOYEE’S NAME (Print)

     
	EMPLOYEE’S SIGNATURE

	DATE
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