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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: POSITION NUMBER: 

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

SUPERVISOR’S NAME: SUPERVISOR’S CLASS: 

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) 

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 

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: 
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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: 


	POSITION NUMBER: 800-820-5393-742
	DIVISIONBRANCHREGION UNDERLINE ALL THAT APPLY: CCLD/Adult and Senior Care Program
	BUREAUSECTIONUNIT UNDERLINE ALL THAT APPLY: Technical Support Program/ Central Region
	SUPERVISOR S CLASS: Staff Services Manager I
	SUPERVISOR S SIGNATURE: 
	DATE: 
	EMPLOYEES SIGNATURE: 
	DATE_2: 
	SUPERVISOR S NAME: Danielle Walker-Flores
	SPECIAL REQUIREMENTS: This position requires Fingerprinting and Criminal Records Clearance by the Department of Justice. Requires travel throughout the week, including occasional weekends and after hours. Possession of a valid California driver’s license for required travel.
	MISSION OF ORGANIZATIONAL UNIT: The core mission of the Adult and Senior Care Licensing Program is to optimize the health, safety, and quality of life of adults in community care facilities through the administration of an effective, collaborative, and regulatory enforcement system that emphasizes harm prevention and proper and timely compliance.The Technical Support Program (TSP) provides advocacy, training, and technical support to residential licensees in order to promote continuous quality improvement throughout the Community Care Licensing Division (CCLD) and to help ensure compliance in the delivery of safe and healthy quality care to individuals served in community care facilities. 
	CLASSIFICATION: Associate Governmental Program Analyst
	EMPLOYEE NAME: Vacant
	NUMBER OF POSITIONS SUPERVISED: N/A
	NUMBER OF POSITIONS LEADS: N/A
	CONCEPT OF POSITION: The TSP provides problem analysis, training, and consultation to the licensed residential care community to carry out statutorily mandated activities. Under the direction of the TSP Staff Services Manager I, the TSP AGPA, is an informational resource for the public, care recipients, and care providers on meeting the requirements for providing licensed residential care in California. The TSP AGPA additionally serves as a technical expert to the CCLD on the residential care community statewide, and particularly within the AGPA’s assigned geographic region. Travels regularly.
	RESPONSIBILITIES OF POSITION: 25% Assists residential care providers who are experiencing difficulty in achieving and maintaining compliance with licensing laws and regulations. This may include touring residential care facilities, reviewing their history with licensing program, and assisting the care provider in developing a specific written plan that will ensure compliance. Traveling required as needed.25% Trains residential care facility licensees on licensing requirements and standards; develops resource guides, fact sheets, and other materials for licensees and the public to use for regulatory information and to evaluate operations.  Responsible for maintaining current and relevant TSP web content on the Division’s internet pages. Identifies common training needs for residential facility care provider organizations and facility staff in specific areas of challenge.  Incorporates the use of technology to maximize technical support and training outreach. Demonstrates continuous quality improvement focus in developing and administering services and products. Incumbent obtains training and development necessary to meet the evolving needs of the program.20% Provides residential care licensing information to the public; provides information on best practices for conforming to statutory requirements to residential care providers; participates in public meetings regarding issues of concern to residential care licensees; serves as a Department liaison to and participates in a wide variety of regional or statewide stakeholder and provider association meetings, conferences, workshops, community outreach activities, etc., disseminating licensing laws, regulations, policies, and procedures; responds to phone inquiries and email from persons or agencies interested in residential care issues.15% Develops familiarity with and serves as a technical expert to the Division on issues facing the provider communities with regard to interactions with CCLD field staff and with common compliance concerns, questions and/or difficulties.  Utilizes data and program input to develop and deliver training modules, virtual and on-site, to support licensee compliance in common areas of deficiency. Works on special projects including, but not limited to, serving as the Department’s representative on local and/or public workgroups related to residential care facility issues, assisting licensing staff with provider orientations, development and delivery of e-learning materials and virtual training.10% Attends local regional office meetings, consults with regional office management team regarding local care providers and public concerns; provides similar services to county licensing offices.  Mediates disputes between the Department and residential care providers where licensees allege misapplication of licensing laws and regulations, and disputes between the local community and applicants/licensees.5% Other special projects required by management such as but not limited to, acting as a team leader in Department workgroups, prepares reports, and responds to correspondences.
	B SUPERVISION RECEIVED: The TSP AGPA receives direction from, and reports to, the SSM l of the TSP.
	ADMINISTRATIVE RESPONSIBILITY: None
	PERSONAL CONTACTS: The AGPA interacts with provider organizations, stakeholder groups, providers, state and regional government agencies and staff, regional office staff, legislators and their staff, the public and private agencies.
	ACTIONS AND CONSEQUENCES: The AGPA makes many decisions in responding to stakeholder’s questions and concerns on behalf of residents in care. Poor judgment, ineffective communication, the inability to present information and to coordinate with others, has the potential to draw negative media attention and would hinder the Department’s ability to provide a valuable resource in implementing the laws, regulations, policies and procedures governing residential care in California.
	OTHER INFORMATION: The AGPA must be able to travel frequently to all parts of California and possibly work some evenings and weekends. Many of the job duties are performed out of the office. The residential care community holds meetings, conferences and other activities at times care providers can attend. The AGPA must be timely to respond to phone inquiries and email from persons or agencies interested in residential care issues. Because of the high visibility within the residential care community, the AGPA must have the background experience and knowledge of state’s residential laws, regulations, policies and procedures, and residential programs. The AGPA has access to confidential criminal record and child abuse central index information on applicants and licensees. Accordingly, the AGPA is subject to fingerprinting and a criminal records check by DOJ and FBI. The AGPA must demonstrate good attendance.
	COI Designation: Yes
	Pull Notice Requirement: Yes
	Repetitive Movement: Off
	High Physical Demand: Off
	No Special Requirements: Off
	Other Special Requirement: Yes
	No Supervision Exercised: Yes
	Supervisor: Off
	Lead Person: Off
	Team Lead: Off


