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	duty statement

	Class Title

CEA A – Chief 
	Position Number

808-202-7500-001

	COI Classification

 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	Unit

     

	Section

     

	Branch

Program Support Branch

	Division

Administration Division

	This position requires the incumbent maintain consistent and regular attendance; communicate effectively (orally and in writing) in dealing with the public and/or other employees; develop and maintain knowledge and skill related to specific tasks, methodologies, materials, tools, and equipment; complete assignments in a timely and efficient manner; and, adhere to departmental policies and procedures regarding attendance, leave, and conduct.

	Job Summary:  The Chief, Program Support Branch, has full responsibility for planning, developing, and implementing policies for department-wide support including: facilities management; telecommunications; procurement; asset management; health and safety; forms and records retention; and security.  The incumbent represents the Department in all phases of the on-going facility operations.


	Supervision Received:  General direction from the Deputy Director, Administration Division (CEA B).

	Supervision Exercised:  Provides policy direction, leadership, and management for three sections within the Program Support Branch:  Program Services, Facilities and Telecommunications Services, and Purchasing Services.


	Description of Duties:  See details below.

	

	Percent of Time
Essential Functions

30%
Responsible for the effective statewide administration of DHCS’ business support services through the development, implementation, and enforcement of applicable policies and procedures in compliance with state and federal statutes and control agency directives.
20%
Acts with full authority to resolve the organizational and management problems within assigned areas of the program development and administrative services.  Leads a management team to advise, consult, and make recommendations with regard to policy directives affecting the business services/management functions of the Department.  Leads staff in the development and implementation of continuous improvement efforts for business support services via process redesign and/or elimination of non-value added activities.
15%
Provides executive level advice and consultation to the Deputy Director, Administration Division, as well as Executive Staff, regarding business program support activities, actively participating in the decision-making process.  Meets with staff from various state agencies and appropriate consortiums from the private sector to resolve technical and procedural issues and/or negotiate settlements for contractual problems and responds to and confers with management from departmental control agencies regarding complaints and problems.
10%
Develops and directs the implementation of department-wide policies concerning facilities planning, acquisition, operations, and capital outlay budgeting; public health and safety; and security.  This includes building cooperative working relationships with both internal, DHCS staff and external, control agency staff and other business partners to resolve sensitive facilities, contracting, and capital outlay budget issues.
10%
Represents the Administration Division with Deputy Directors and Division Chiefs on sensitive issues concerning the operation, safety, and maintenance of the Department’s statewide facilities in order to protect state property, health and safety of the public and departmental employees, and protect the integrity of the work being performed.
10%
Plans and directs all on-going Program Support Branch activities through weekly section chief staff meetings, one-on-one conferences, and status reports.  Provides leadership, training, and management oversight to all Program Support Branch staff.


	Percent of Time
Marginal Functions

5%
Represents the Deputy Director at meetings, conferences, hearings, etc., as necessary.  Regardless of dollar value may review, approve, and sign service contract documents, grant documents, and purchase related documents.
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	This position is subject to the Department of Health Care Services’ Conflict of Interest Regulations. The incumbent is required to submit a Statement of Economic Interests (Form 700) within 30 days of assuming office, annually by April 1st, and within 30 days of leaving office.
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