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DEPARTMENT OF JUSTICE

DIVISION OF OPERATIONS
OFFICE OF HUMAN RESOURCES
PAYROLL AND BENEFIT SERVICES PROGRAM
BENEFITS, ACCOUNTS RECEIVABLE, AND FMLA/SPECIAL LEAVES UNITS
INCUMBENT:  Vacant
JOB TITLE:  Staff Services Manager II (Supervisory)
POSITION NUMBER:  420-057-4801-XXX

STATEMENT OF DUTIES:  Under general direction of the Staff Services Manager (SSM) III, Payroll and Benefit Services Program Manager, the SSM II manages and directs the planning and organization of the Benefits Unit, the Accounts Receivable team, and the Family Medical Leave Act (FMLA) and Special Leaves Units.  The incumbent must have thorough knowledge and the ability to apply California Department of Human Resources (CalHR), State Personnel Board (SPB), and Employment Development Department laws, rules and regulations, Memorandums of Understanding, State Controller’s Office (SCO), and Department of Finance (DOF) position control systems and procedures. 

SUPERVISION RECEIVED:  Reports directly to the SSM III and receives general guidance from the Director of the Office of Human Resources (OHR).

SUPERVISION EXERCISED:  Directly supervises two SSM Is, and other staff as needed. Indirectly manages and directs a large group of technical and analytical staff responsible for a broad range of complex, sensitive human resources matters.  
TYPICAL PHYSICAL DEMANDS:  Sedentary; personal computer is utilized on a daily basis to perform and/or complete tasks such as writing reports, creating spreadsheets and charts, initiating or responding to email, etc.  
TYPICAL WORKING CONDITIONS: In a remote work environment, home office or similar environment. At the office, an enclosed office in a smoke-free environment located within a high-rise building in Sacramento, California.
ESSENTIAL FUNCTIONS:
25%
Directs and oversees the work of the FMLA and Special Leaves unit.  Provides expert advice regarding special leave benefits including: FMLA, California Family Rights Act, Pregnancy Disability Leave, Families First Coronavirus Response Act, State Disability Insurance and Non-Industrial Disability Insurance programs.  
25%
Directs and oversees the work of the Benefits Unit. Provides direction and expert advice related to regular and open enrollment, coverage eligibility, coverage cost, retirement benefit transitioning, loss of coverage/Direct Pay, and Consolidated Omnibus Budget Reconciliation Act. Advises, trains, and counsels on complex health benefit transactions arising from unique situations such as separations, retirements, deaths, and special leaves. Maintains enrollment activity and data metrics from Benefits analysts. 
25%
Directs and oversees Accounts Receivable work performed in adherence to the Personnel 
Action Manual, Payroll Procedures Manual, Memorandum of Understanding (Bargaining 
Unit Contracts), State Administrative Manual, Barclays California Code of Regulations 

and on-line keying to State Controller’s databases. Advises, trains, and counsels on 
complex overpayment collection matters arising from unique situations for payroll and 
benefit 
transactions. Maintains collection activity and data metrics from Accounts Receivable 
team. 
15%
Provides guidance to staff processing subpoenas for employee records.  Develops and establishes procedures with OHR management regarding the maintenance of electronic storage of OHR documents.  Serves as a Subject Matter Expert on the JusticeHR Project and participates in the design and testing of the system.  Acts as technical expert to: Department Executive Staff; OHR Director; Personnel Officer; program managers/supervisors; analysts and departmental employees on benefits related issues or complex leave issues.  
10%
Assigns for preparation and review:  departmental notices, Administrative Bulletins and memorandums as a result of policies and/or procedures issued by the SPB, CalHR, DOF and SCO.  Personally prepares the more complex and sensitive written communications. Communicates verbally and in writing with the various control agencies. 

______________________________________________________________________________
I have read and understand the essential functions and typical physical demands required of this job, and I am able to perform the essential functions with or without reasonable accommodation. (Refer to the Essential Functions Health Questionnaire, STD. 910).
___________________________________

___________________________________
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Supervisor’s Signature
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