
SPECIAL REQUIREMENTS OF POSITION (CHECK ALL THAT APPLY):

■■ Designated under Conflict of Interest Code.

■■ Duties require participation in the DMV Pull Notice Program.

■■ Requires repetitive movement of heavy objects.

■■ Performs other duties requiring high physical demand.  (Explain below)

■■ None

■■ Other (Explain below)

STATE OF CALIFORNIA - HEALTH AND HUMAN SERVICES AGENCY CALIFORNIA DEPARTMENT OF SOCIAL SERVICES

State of California - Department of Social Services
DUTY STATEMENT
EMPLOYEE NAME:

CLASSIFICATION:

DIVISION/BRANCH/REGION:  (UNDERLINE ALL THAT APPLY) BUREAU/SECTION/UNIT:  (UNDERLINE ALL THAT APPLY)

SUPERVISOR’S NAME: SUPERVISOR’S CLASS:

POSITION NUMBER:

I certify that this duty statement  represents an accurate
description of the essential functions of this position.

I have read this duty statement and agree that it represents the
duties I am assigned.

SUPERVISOR’S SIGNATURE DATE EMPLOYEE’S SIGNATURE DATE

SUPERVISION EXERCISED (Check one):

■■ None ■■ Supervisor ■■ Lead Person ■■ Team Leader
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FOR SUPERVISORY POSITIONS ONLY:  Indicate the number of positions by classification that this position DIRECTLY supervises.

Total number of positions for which this position is responsible:

FOR LEADPERSONS OR TEAM LEADERS ONLY:  Indicate the number of positions by classification that this position LEADS.

MISSION OF ORGANIZATIONAL UNIT:

1



CONCEPT OF POSITION:

A.  RESPONSIBILITIES OF POSITION:
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B.  SUPERVISION RECEIVED:

C.  ADMINISTRATIVE RESPONSIBILITY:

D.  PERSONAL CONTACTS:

E.  ACTIONS AND CONSEQUENCES:

F.  OTHER INFORMATION:
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	Text1PS373PG1: Vacant (Proposed)
	Text2PS373PG1: Adoptions Supervisor II
	Text3PS373PG1: 525-9391-XXX
	Text4PS373PG1: CFSD/Adoption Services Branch
	Text5PS373PG1: Monterey Park Regional Office
	Text6PS373PG1: Julie Pickens
	Text7PS373PG1: SSM III
	box8PS373PG1: Yes
	box9PS373PG1: Yes
	box10PS373PG1: Off
	box11PS373PG1: Off
	box12PS373PG1: Off
	box13PS373PG1: Yes
	other14PS373PG1: Fingerprint clearance required.
	date15PS373PG1: 
	date16PS373PG1: 
	box17PS373PG1: Off
	box18PS373PG1: Yes
	box19PS373PG1: Off
	box20PS373PG1: Off
	ssup21PS373PG1:  Adoptions Supervisor I, 1 Office Technicians (typing), 1 Management Services Technician, 3 Adoptions Specialists
	number22PS373PG1: 6
	lead23PS373PG1: 
	mission24PS373PG1: Ensure that every child grows up in a permanent family that will give them the best chance of becoming a happy, fulfilled, and productive adult.
	concept25PS373PG2: Under the general supervision of the Adoption Services Branch Chief or Assistant Branch Chief, the Adoptions Supervisor II (AS II) manages a Regional Office providing services in the independent and agency adoption programs, in addition to post permanency services.  This position serves as an overall manager responsible for the operation and performance of the office.
	responsibilities26PS373PG2: 30% Manages and supervises Regional Office staff in providing direct adoption services to the public; manages and supervises the provision of post permanency services; implements Department regulations, policies, and objectives.   Plan, direct, and coordinate the work of others; review and edit written reports; communicate effectively before groups and the news media; perform as a member of the management team.20% Develops Departmental relationships with other county and state agencies, represents and serves as the regional (multi county) program expert for the Department in management meetings related to adoptions.  Applies the principles and techniques of social casework; effectively and efficiently providing casework services to children with special needs; working independently with local county welfare departments in assessing the adoption potential of children within the child welfare system; developing and maintaining effective interpersonal relationships while working with county welfare departments, other public and private social services and adoption agencies, public and private attorneys, judges, and other representatives of the court system; conducting orientation meetings with the public.15%  Provides consultation on the independent and agency adoption programs.  Assists in the development of federal and state adoption policies through assignments involving proposed legislation and regulations.   Interpret provisions of the state and federal rules, regulations, and laws pertaining to adoption programs; utilize community resources effectively; analyze problems arising out of the operation of adoptions programs; reach practical and logical conclusions; secure accurate social data, record such data systematically, and communicate effectively; analyze situations accurately and take effective action; utilize and apply effectively the required technical knowledge; act independently; monitor, review, and manage cases of increasing difficulty and protracted legal involvement; act in a professional manner and represent the Department of Social Services in meetings with other adoptions and child welfare professionals; articulate casework practice and policy during conferences and legal hearings.10%  Confers and corresponds with the Department's attorneys, Attorney General staff, county counsels, judges, and the courts regarding case specific litigation.5% Manages Regional Office site maintenance and ensures working conditions conform to CALOSHA standards.  Reviews and approves contract services and bills for payment.5%  Assists in administrative tasks such as managing the Regional Offices' budget and in the preparation of statistics and special reports to evaluate the effectiveness of casework operations.  Ensures data entered into databases such as the Child Welfare System/Case Management System, Access database, and Microsoft Dynamics 365 database is accurate.5% Manage and supervise regional office staff in providing Resource Family Approval Program Family Evaluations on behalf of contracted counties.5%  Acts as Grievance Review Hearing Officer.5%  Other duties as related to the Adoption Services Branch.
	supervision27PS373PG3: The AS II is supervised by the Adoption Services Branch Chief.
	administrative28PS373PG3: The AS II is responsible for the maintenance and performance of the Regional Office.  The AS II is the office manager and responsible for ensuring the Regional Office operates within its budget and implements California policies and procedures.
	personal29PS373PG3: The AS II has contact with prospective adoptive parents, attorneys, Adoption Services Providers, county welfare department management, judges and staff from the Office of the Attorney General and CDSS.  The AS II responds to general and specific inquiries regarding practice and procedures.  The AS II testifies in court on adoption cases and acts as Grievance Review Hearing Officer for applicants.  The AS II is called upon to communicate with the news media and to make presentations before groups.
	actions30PS373PG3: The AS II exercises judgment in making casework decisions, as well as representing the Branch in meetings, court hearings, and grievance review hearings and media contacts.  Poor judgment and poor public relations impact upon the Department and damage the public image of California adoptions services.  Failure to use good judgment and discretion could exacerbate family crisis situations and result in the over expenditure of state and federal funds in adoption assistance program benefits or deprive families of benefits that are due them.
	other31PS373PG3: The AS II is called upon to travel within their region and to Sacramento for meetings that may require their attendance.


