State of California 


Department of Insurance

ESSENTIAL FUNCTIONS DUTY STATEMENT                                 

HRM-025   


	Classification Title:
Chief Fraud Bureau, Department of Insurance
	Branch/Division/Bureau:
Enforcement Branch/Fraud Division

	Working Title:
Deputy Chief, Enforcement Branch 
	Office/Unit/Section/Geographic Location:
EBHQ Program Operations and Grants

	Position Number (13 Digit):
413-189-7545-XXX
	Conflict of Interest Position:
( NO   ( YES

	Employee Name:

	Effective Date:



BASIC FUNCTION: 
Under the general direction of the CEA B, Chief, Fraud Division, the Deputy Chief, EBHQ Program Operations and Grants organizes, and coordinates the administration of the Automobile Insurance Fraud Grant Program, the Workers’ Compensation Insurance Fraud Grant Program, the Organized Automobile Fraud Activity Interdiction (Urban Automobile) Grant Program, the Disability and Healthcare Insurance Fraud Grant Program, the Life and Annuity Consumer Protection Grant Program, and any newly established grant program created by legislation or received via a qui tam settlement. Monitors laws and regulations that may affect insurance fraud programs. This position also plans, organizes, and coordinates the activities of the Professional Standards Unit, Support Services Unit, the Local Assistance Unit, a Staff Service Manager I Specialist and an Associate Governmental Program Analyst. This position serves as the Enforcement Branch’s liaison with the Legal Branch on Qui Tam (Whistleblower) cases and oversees Carried Concealed Weapons Permits for Retired Peace Officers. The incumbent manages, directs and administers the overall activities of a large number of subordinate staff; sets and monitors goals and objectives; ensures equitable appraisals using performance standards; resolves conflict, including discipline and grievances; and ensures that fiscal and program integrity is maintained and is in alignment with the Enforcement Branch statewide objectives and goals. On a statewide basis, this position serves as a designated insurance fraud grant program specialty expert within the Enforcement Branch; as required by the Chief, Fraud Division the incumbent appears before executive, legislative, industry and public forums.  Manage the intake, tracking, and internal coordination of public record requests and subpoenas for Enforcement Branch. Manages the State Leadership Accountability Act report and implementation plan progress activities as required by the Department of Finance while also meeting internal and external deadlines. Routine travel is required within and/or outside the state of California via private or public transportation (i.e., automobile, airplane, etc.).  Overnight stay may be required.
This position is designated under the Conflict of Interest Code.  The position is responsible for making or participating in the making of governmental decisions that may potentially have a material effect on personal financial interests.  The appointee is required to complete Form 700 within 30 days of appointment.  Failure to comply with the Conflict of Interest Code requirements may void the appointment.
ESSENTIAL FUNCTIONS
35%
Responsible for the statewide oversight and management of the Enforcement Branch’s Workers’ Compensation Insurance Fraud Grant Program, Automobile Insurance Fraud Grant Program, Urban Automobile Grant Program, Disability and Healthcare Insurance Fraud Grant Program, the Life and Annuity Consumer Protection Grant Program and any newly established grant program created by legislation or received via a qui tam settlement. Monitors laws and regulations that may affect insurance fraud programs.
25%
Plans, organizes and directs the grant application process ensuring grant programs are implemented accurately, effectively, timely, and in compliance with all California Code of Regulations and the California Insurance Code. Oversees the Enforcement Branch, Fraud Assessment Commission (FAC) and other program related meetings. Provides leadership and management direction to staff in the Local Assistance Unit tasked with implementing, managing and reporting results of grant programs, and instituting policies and procedures required to improve business processes and efficiently operate grant programs. Oversees the preparation of the Annual Report to the Fraud Assessment Commission, (Governor appointed members) on behalf of the Insurance Commissioner as required by California Code of Regulations.  
15%
Responsible for the oversight and management of the Professional Standards Unit, EBHQ Support Services Units, and Local Assistance Unit. Manage, direct, and administer the overall activities of a large number of subordinate staff. Set and monitor goals and objectives. Resolve conflict, including discipline and grievances. Ensures that fiscal and program integrity is maintained and is in alignment with the Enforcement Branch statewide objectives and goals.  Supervise the Staff Services Manager I Specialist, the Associate Governmental Program Analyst, the Local Assistance Unit Staff Services Manager I, the Professional Standards Unit Supervising Fraud Investigator II (Captain) and the Support Services Staff Services Manager II, utilizing performance evaluations and reports, training, guidance and direction, assignments, and the review of work product.  Assure compliance with all policies and procedures. Consult with Executive Management, Enforcement Branch, to ensure consistent application of policies statewide.
10%
Evaluation and oversight of special projects, programs or studies affecting operations, data systems, manual development and revision, and employee safety issues.  Serve as an active member of the Enforcement Branch Management Team. Monitor and make assessments of Branch- and Division-wide priorities and goals for recommendations to Regional Offices or the Deputy Commissioner’s office. Participate in management planning sessions to identify and recommend action on staffing or budgetary issues. Advise Chief, Fraud Division on Enforcement Branch legislative matters that directly affect operations statewide. Act on behalf of the Chief, Fraud Division in his/her absence.
10%
Advises the Chief, Fraud Division on policy, procedures, issues, and regulations which have implications on effective administrative support for insurance fraud investigations. Participates in the recruitment and hiring process for Professional Standards, Support Services, and Local Assistance.  Personally prepares the more complex or sensitive responses to questions and issues presented to the Branch by control agencies or other CDI administrative offices.  Manages the State Leadership Accountability Act report and implementation plan progress activities as required by the Department of Finance. Manage the intake, tracking, and internal coordination of public record act requests and subpoenas for the Enforcement Branch.
MARGINAL FUNCTIONS
5%
On a statewide basis, serve as a designated program specialty expert within the Enforcement Branch. As required by the Chief, Fraud Division, appear before executive, legislative, industry, and public forums.
WORK ENVIRONMENT OR PHYSICAL ABILITIES
· Must be able to work in a law enforcement environment that includes the presence of firearms. 
· Possession of a valid California driver's license of the appropriate class issued by the Department of Motor Vehicles. 
· Must be 21 years of age. 
· Must be able to work in a high-rise building. 

I have read and understand the duties listed above and I can perform these duties with or without reasonable accommodation.  (If you believe reasonable accommodation is necessary, discuss your concerns with the hiring supervisor.  If unsure of a need for reasonable accommodation, inform the hiring supervisor, who will discuss your concerns with the Health & Safety Analyst.)

______________________________________________________________________

Employee Signature





                           Date

____________________________________

Printed Name

I have discussed the duties of this position with and have provided a copy of this duty statement to the employee named above.

______________________________________________________________________

Supervisor Signature







       Date

_____________________________________

Printed Name
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