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Date
DUTY STATEMENT
State Compensation Insurance Fund
PURPOSE/SCOPE:Briefly describe or summarize the position's major functions. Why the position exists? Typically includes the following: - Intent/Purpose of the position
 - Degree of direction/supervision (Under what direction)
 - Nature and level of the work
 
Example: Under direction (degree of supervision), perform the full range (scope) of varied, sensitive**, and complex** (level of work) analytical and consultative work necessary to effectively administer the program's _______ function (reason for the position).
 
** "Sensitive" and "Complex" should be defined
Incumbent Appointment Classification
The incumbent is underfilling the position in the 
                                                                                 classification. 
S/he will be given appropriate training, direction, and feedback
FLSA Status
       Covered, Work Week Group 2
         Not Covered, Exempt
         WWG          E or       SE
Employee's Statement: I have discussed with my supervisor the duties of the position and have received a copy
Date
Employee's Signature
Employee's Name (Print)
Supervisor's Signature
Supervisor's Name (Print)
Duty Statement Origination or Revision Date
Position's Authorized Classification (and Range)
Report To
Supervisor's Statement: I have discussed the duties of the position with the employee
Duty Statement for 
Professional / Analytical Classifications
KEY RESULTS/ESSENTIAL FUNCTIONS: Specifically describe the 3-5 Key Results (or Essential Functions) of the position in order of their importance to achieve the purpose/scope of the position.
 
Each Key Result/Essential Function description should have statement(s) consisting of
1
2
3
An action verb: What is done?Define or elaborate  on common vague words (e.g., "coordinates", "monitors", "assists")
The immediate object of the action
The reason for the action: Why?
In all aspects of performing the following Key Results/Essential Functions the incumbent will
- comply with the Code of Conduct and
- maintain regular and predictable attendance and/or communication availability during working hours.
 
The statements contained in this duty statement reflect general details as necessary to describe the principal results/functions of this job. It should not be considered an all-inclusive listing of work requirements. Individuals may perform other duties as assigned, including work in other functional areas.
100%
REQUIRED QUALIFICATIONS/COMPETENCIES (KNOWLEDGE, SKILLS/ABILITIES):
KNOWLEDGE AREAS:
SKILLS/ABILITIES:
WORK ENVIRONMENT:
Physical Requirements
Travel
Emergency call backs
Work Hours
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	Program: Actuarial Analytics & Reinsurance
	WorkUnit: 
	CheckBox1: 0
	UnderfillClassification: Select from list:
	PurposeScope: Under supervision of the Chief Actuary, Senior Director Predictive Modeling or Predictive Modeling Lead, the incumbent will• Perform model development, maintenance and validation• Support model implementation• Perform ad-hoc data analytics • Develop knowledge of the California workers compensation industry and State Fund• Work towards Certified Specialist Predictive Analytics (CSPA) designation of the Casualty Actuarial Society (CAS)• Participate in department knowledge transferIn all aspects of the performance of these duties, the incumbent will:• Establish and maintain effective working relationships and uphold principles of integrity in the workplace• Take ownership of each customer contact and diligently make every effort to meet State Fund objectives• Follow all principles as governed by State Fund's code of conduct• Defend State Fund against fraudulent activities and maintain safe work environment• Maintain regular and predictable attendance, communicate availability during working hours
	CBID: R01
	FLSACovered: 1
	FLSANotCovered: 0
	WWGE: 0
	WWGSE: 0
	SupervisorsNamePrint: 
	EmployeesNamePrint: 
	SupervisorDate: 
	EmployeeDate: 
	DutyStatementDate: 7/1/2018
	TextField311: Staff Services Analyst, Range C
	TextField312: Chief Actuary/Sr Director Predictive Modeling
	Classifcation: 
	KeyResult1Percentage: 40%
	KeyResultEssentailFunction1: Perform work of a data scientist under supervision (This is an essential function of the job)a. Extract, organize and prepare data sets for a variety of modeling, analysis, and reporting activities pertaining to State Fund businessb. Support model development, maintenance, documentation, implementation and evaluation activitiesc. Prepare reports and presentation materials to communicate resultsd. Thoroughly document work product and satisfy all audit and compliance requirements
	KeyResult2Percentage: 30%
	KeyResultEssentailFunction2: Perform ad-hoc analysis under supervision  (This is an essential function of the job)a. Extract and prepare data sets for ad-hoc analysis and model validationsb. Analyze model outputs, policy, claims or financial data from internal and external data sourcesc. Prepare reports and scorecards and other presentation materials to communicate resultsd. Thoroughly document analysis and satisfy all audit and compliance requirements
	KeyResult3Percentage: 20%
	KeyResultEssentailFunction3: Develop basic data scientist skills and knowledge of the California workers compensation industrya. Develop basic knowledge of the California workers compensation industryb. Develop basic understanding of State Fund Policy or Claims proceduresc. Actively participate in training to learn applicable software toolsd. Work towards Certified Specialist Predictive Analytics designation of the Casualty Actuarial Society (CAS)
	KeyResult4Percentage: 10%
	KeyResultEssentailFunction4: Participate in department knowledge transfera. Participate in and complete all assigned trainings b. Maintain department documentation of work product and proceduresc. Participate in building department learning library
	KeyResult5Percentage: 
	KeyResultEssentailFunction5: 
	KnowledgeArea1: Academic knowledge of workers’ compensation insurance rules and regulations
	KnowledgeArea2: Theoretical Knowledge of basic database concepts and SQL.
	KnowledgeArea3: Working knowledge of Microsoft Office (Word, Excel, PowerPoint) or Equivalent
	KnowledgeArea4: 
	KnowledgeArea5: 
	KnowledgeArea6: 
	KnowledgeArea7: 
	KnowledgeArea8: 
	AdditionalKnowledgeAreas: 
	SkillsAbilities1: Skill/Ability to effectively work with and relate with other people
	SkillsAbilities2: Ability to communicate professionally and effectively verbally and in writing
	SkillsAbilities3: Ability to prepare actuarial and statistical reports and correspondence
	SkillsAbilities4: 
	SkillsAbilities5: 
	SkillsAbilities6: 
	SkillsAbilities7: 
	SkillsAbilities8: 
	SkillsAbilities9: 
	SkillsAbilities10: 
	SkillsAbilities11: 
	SkillsAbilities12: 
	SkillsAbilities13: 
	SkillsAbilities14: 
	AdditionalSkillsAbiliites: ASSIGNED EQUIPMENT/VEHICLES: Personal computer (desktop and/or laptop), telephone, BlackBerry-type personal communication device, and other general office equipment.   These items are for State Fund business use only and their use may be monitored to ensure appropriate usage.  It is the responsibility of the employee to maintain these items and use them according to State Fund rules and regulations.
	PhysicalRequirement1: Computer data entry
	PhysicalRequirement2: Frequent light lifting, bending, reaching, carrying, and telephone work; mobility to various working areas
	PhysicalRequirement3: 
	PhysicalRequirement4: 
	PhysicalRequirement5: 
	PhysicalRequirement6: 
	PhysicalRequirementsAdd: 
	Travel1: Travel may be required.
	Travel2: Travel may occasionally be for extended periods.
	Travel3: Travel may include, but not be limited to, plane, bus, van, taxi, or car.
	Travel4: 
	TravelAdd: 
	EmergencyCallBack: Not Applicable
	EmergencyCallBackAdd: 
	WorkHours1: Work hours may vary.
	WorkHours2: 
	WorkHoursAdd: Highlight to select and enter additional Work Hours requirements, if any



