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Description of Functions
You are a valued member of the department's team. You are expected to work cooperatively with team members and others to enable the department to provide the highest level of service possible.  Your creativity and productivity are encouraged.  Your efforts to treat others fairly, honestly and with respect are important to everyone who works with you.
You are a valued member of the department's team. You are expected to work cooperatively with team members and others to enable the department to provide the highest level of service possible.  Your creativity and productivity are encouraged.  Your efforts to treat others fairly, honestly and with respect are important to everyone who works with you.
I have discussed with my supervisor and understand the duties of the position and have received a copy of the duty statement.
I have discussed with my supervisor and understand the duties of the position and have received a copy of the duty statement.
I have discussed the duties of the position with the employee and certify the duty statement is an accurate description of the essential functions of the position.
I have discussed the duties of the position with the employee and certify the duty statement is an accurate description of the essential functions of the position.
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	RPA (Request for Personnel Action) Number: 22372
	Enter DGS Office or Client Agency: California Arts Council
	Enter Unit Name: Programs
	Enter Reporting Location: 2750 Gateway Oaks Dr., Ste. 300, Sacramento, CA 95833
	Enter Schedule (Days / Hours): Monday - Friday  8:00 a.m. - 5:00 p.m.
	Position Number: 352-310-4969-XXX
	Collective Bargaining Identifier: M01
	Enter Class Title: Staff Services Manager II (Managerial)
	Enter Working Title: Programs Manager 
	Enter Proposed Incumbent: 
	Effective Date: 
	Core Values: The California Arts Council (CAC) is a state agency with a mission of strengthening arts, culture, and creative expression as the tools to cultivate a better California for all.  It supports local arts programming and infrastructure statewide through grants, initiatives, and services.  The CAC envisions a California where all people flourish with universal access to and participation in the arts.
 
Through its new Strategic Framework, the CAC is committed to developing an organizational culture that actively addresses barriers to equity and participation for all Californians, and celebrates the connections and intersections of all our communities.
 
The CAC believes that racial injustice is the most pervasive and entrenched form of injustice permeating the institutions and structures that everyone must access.  As outlined in its Racial Equity Statement, the CAC is committed to prioritizing racial equity.  The CAC aims to exemplify government by for, and of the people by focusing on representation, flexibility, and collaboration.
 
CAC employees are the vital link that ensures the agency and Council's priorities are fully realized.  The CAC strives to ensure that its workforce reflects the diversity of California and to foster an environment where all people feel valued and can thrive.

Learn more at http://www.arts.ca.gov/aboutus/strategicframework.php
	Check for Rank and File: 0
	Check for Supervisor: 0
	Check for Specialist: 0
	Check for Office of Administrative Hearings: 0
	Check for Client Agency: 1
	Position Concept: Under the general direction of the Staff Services Manager (SSM) III, the Staff Services Manager II (Programs Manager) is principally responsible for managing a portion of the California Arts Council (CAC) portfolio of arts funding opportunities. The Programs Manager will be responsible for leading a multi-disciplinary staff team and Council committee members in developing and implementing all of the program policies, application and administrative  processes, documentation and systems needed to ensure funds are expended in accordance with statutory, contractual, and State administrative requirements, providing the training and assistance needed by grantees/contractors, monitoring performance, and measuring the overall success of the arts programs.
	Special Requirements: Conflict of Interest
This position is designated under the Conflict of Interest Code. The position is responsible for making or participating in the making of governmental decisions that may potentially have a material effect on personal financial interests. The appointee is required to complete Form 700 within 30 days of appointment. Failure to comply with the Conflict of Interest Code requirements may void the appointment.
	Conflict: 1
	Medical: 0
	Background: 0
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	Click to insert an item: 
	Click to remove this item: 
	Enter Percentage of Duties Preformed: 35.00000000
	Enter Percentage of Duties Preformed: 30.00000000
	Enter Percentage of Duties Preformed: 20.00000000
	Enter Percentage of Duties Preformed: 10.00000000
	Enter Percentage of Duties Preformed: 5.00000000
	Enter Description of Functions: Directs the Programs Unit by managing the portfolio of agency grants and contracted funding opportunities in adherence to CAC strategic framework and Legislative mandates; overseeing the arts programming budget allocation while ensuring policy development and implementation of program guidelines, procedures, grant applications, outreach strategies; conducting data analysis and program assessment/evaluations; monitoring program outcomes; and making recommendations to the Deputy Director in order to meet all state and federal requirements to ensure program success utilizing the SmartSimple and Grant Management softwares, Excel spreadsheets, Outlook, and CAC Policies and Procedures. 
	Enter Description of Functions: Manages, directs and develops a subordinate supervisor and staff by communicating program goals and objectives, establishing performance expectations, providing coaching and ongoing feedback to staff regarding their performance while addressing performance issues, developing training plans, providing training opportunities, promoting upward mobility as well as equal employment opportunities and a work environment free of harassment and discrimination in order to meet applicable bargaining unit contract provisions, state policies, procedures and applicable laws and regulations to ensure that all deadlines and legal requirements are met utilizing SmartSimple reports, Excel spreadsheets with project timelines, and utilizing various platforms and softwares such as Teams and Zoom.   
	Enter Description of Functions: Oversees programming that reflects CAC’s Strategic Plan by preparing budgets for proposed or actual programming cost allocations per the state's General Fund allocation each fiscal year; monitoring expenditures; preparing periodic budget reports to the Legislature as required; writing and editing correspondence, reports, publications, or other documents; and overseeing a team responsible for producing written documents for external stakeholders reflecting the mission, goals and objectives in order to identify programming and grants that reflect trends in the field and forward promote access to arts funding across the state to ensure all deadlines and legal requirements are met utilizing SmartSimple reports, tools for project timelines, and platforms such as Teams and Zoom.  
	Enter Description of Functions: Prepares financial and program descriptive reports as required by funding sources including the National Endowment for the Arts by identifying and requesting accounting reports in order to meet compliance with annual federal grant requirements to ensure continued grant funding flow for California's arts programs and accessing federal grant sites utilizing existing CAC Policies and Procedures.  
	Enter Description of Functions: Participates in agency activities to advance racial equity in grant making in order to reach the agency's goals and objectives as outlined in the Racial Equity Action Plan Strategic Framework. In addition, the Arts Programs Specialist makes recommendations to the Deputy Director regarding existing policies. These activities will ensure ongoing program success and uninterrupted grant program operations while utilizing existing resources.
	Enter Work Environment, Physical Requirements: -Work effectively with standard office configuration, executive office and cubicles. 
-Work effectively in distributed team (working from home) and reporting to the office as needed/required. 
-Occasional travel required, mostly within the State of California. 
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