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

State of California - Department of Social Services

DUTY STATEMENT

EMPLOYEE NAME:

Vacant

CLASSIFICATION: POSITION NUMBER:

Staff Services Manager | (SSM 1) 800-661-4800-006

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

FAD/Financial Management Branch Fiscal Policy and Analysis Bureau (FPAB)/ Allocations Unit
SUPERVISOR’S NAME: SUPERVISOR’S CLASS:

Jasdeep Deoja Staff Services Manager Il (SSM II)

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)

o oo

| certify that this duty statement represents an accurate | have read this duty statement and agree that it represents the
description of the essential functions of this position. duties | am assigned.

SUPERVISOR'S SIGNATURE DATE EMPLOYEE’S SIGNATURE DATE

Elisa Tsyjihara 2127/2024

SUPERVISION EXERCISED (Check one):

L] None Supervisor [ ] Lead Person [] Team Leader

FOR SUPERVISORY POSITIONS ONLY: Indicate the number of positions by classification that this position DIRECTLY supervises.

Three Staff Services Analyst/Associate Governmental Program Analysts (SSA/AGPA)
One Research Analyst Il (RAII)

Total number of positions for which this position is responsible:  Three

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

MISSION OF ORGANIZATIONAL UNIT:

The FPAB is responsible for fiscal implementation and support over county program administration for all California
Department of Social Services (CDSS) programs. This includes providing analysis of federal and state legislation,
issuing county fiscal instructions and funding allocations as well as fiscal monitoring to ensure the appropriate use of
federal and state fund sources. The Fiscal Analysis and Allocations Unit (FAAU) establishes and maintains the
allocation methodologies for the programs administered by the County Welfare Departments and Probation
Departments. In addition, the FAAU is responsible for the fiscal review of administrative expenditures claimed by the
counties.
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CONCEPT OF POSITION:

Under the general direction of the SSM II/Bureau Chief, the SSM | is responsible for fiscal planning, organizing and
directing the work of the FAAU, which performs financial oversight, analysis and development of county funding
allocations for various CDSS programs. In addition, the SSM | provides fiscal expertise and support related to
county administrative expenditures from the County Expense Claim system.

A. RESPONSIBILITIES OF POSITION:

Specific Job Assignments

40%

20%

15%

10%

10%

Directs the development of allocation methodologies for all programs and supervises the transmittal of those
allocations to the counties. Reviews documents prepared by subordinate staff for thoroughness, soundness of
logic and appropriateness of methodology, in consultation with the County Welfare Directors Association and
the Chief Probation Officers of California. The review is critical since in some cases it represents the last level
of technical review prior to the release of an allocation letter for informing counties of major funding distributions.

Present and explain data sources and funding distribution methodologies used in producing county allocations.
The SSM | must be able to discuss these matters in a credible manner with top Departmental and program
management, the Department of Finance, the Legislative Analyst's Office, counties and other stakeholders.

Directly supervises the reallocation processes, statewide quarterly status reviews and expenditure updates.
Supervises the application of fiscal claiming close-out adjustments for all programs and all counties.

Supervises the development of and maintenance of fiscal and statistical data and provides expenditure data
relative to various welfare program administrative costs for internal analysis and external stakeholder requests.

Establishes unit objectives and assures that Departmental priorities are met through careful planning, organizing
and scheduling of available resources in order to meet budgeting requirements. This includes recruitment,
selection, training and overseeing professional development of staff, providing performance review and
evaluation and coordination with Human Resources on employee issues as appropriate.

5% Assists the Bureau with organizational planning, management team goals and other duties as assigned.
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B. SUPERVISION RECEIVED:

This position reports directly to the Chief of the FPAB (SSM IIl). The incumbent receives supervision of a very
general nature and acts with a great deal of independence.

C. ADMINISTRATIVE RESPONSIBILITY:

This position provides direct supervision over the analysts in the Unit and may be required to act on behalf of the
Bureau Chief in their absence.

D. PERSONAL CONTACTS:

The SSM | has frequent contact with the managers in CDSS, other state departments, county staff and control
agencies including the Department of Finance, the California Health and Human Services Agency and the

Legislative Analyst's Office. The SSM | also works frequently and collaboratively with other fiscal, research and
program partners in the Department.

E. ACTIONS AND CONSEQUENCES:

The position performs an important function in that all aspects of the Department’s $29 billion budget may be
affected by the legislation, regulations and All County Letters analyzed by the supervised unit. Timeliness of
funding allocations is critical to program service delivery by the counties. Funding recommendations and decisions
are made regarding millions of state General Fund and federal dollars. The consequences of error will have a direct

impact on the ability of state and county governments to successfully operate various welfare programs and adverse
publicity to the Department or the state.

F. OTHER INFORMATION:

There are times throughout the year when overtime is mandatory for analysts and managers in the Unit.
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