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:

Supervising Administrative Law Judge 800-409-6017-002

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

State Hearings Division In Home Supportive Services

SUPERVISOR’S NAME: SUPERVISOR'S CLASS:

Onuaku Chambers Assistant Deputy Director - Hearing Operations, North

SPECIAL REQUIREMENTS OF POSITION (CHECK ALL THAT APPLY):

(]

Designated under Conflict of Interest Code.

I Duties require participation in the DMV Pull Notice Program.
L Requires repetitive movement of heavy objects.
U Performs other duties requiring high physical demand. (Explain below)
] None
O Other (Explain below)
Fingerprinting required
| 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

SUPERVISION EXERCISED (Check one):

L None O Supervisor L Lead Person 0 Team Leader

FOR SUPERVISORY POSITIONS ONLY: Indicate the number of positions by classification that this position DIRECTLY supervises.
15 Administrative Law Judges (ALJs), 1 Senior ALJ, 1 Staff Services Manager | (SSM 1)

Total number of positions for which this position is responsible: 17

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

MISSION OF ORGANIZATIONAL UNIT:

We provide timely, independent and impartial due process hearings and produce timely, legally correct decisions.
We maintain the integrity of the state hearing process, provide efficient administration of the state hearing process,
communicate with counties, claimants, and others to achieve an efficient and effective state hearing process and
identify and influence various issues that arise in the state hearings process that appear inconsistent with existing
law or policy.
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CONCEPT OF POSITION:
Under the direction of the Assistant Deputy Director - Hearing Operations, North (ADD), the Supervising

Administrative Law Judge supervises the administrative operations of the ALJs, Senior ALJ, and Staff Services
Manager | (SSM 1) of the In Home Supportive Services (IHSS) Bureau.

A. RESPONSIBILITIES OF POSITION:

30% Assume overall responsibility for the supervision and administration of the IHSS Bureau with other local
Supervising ALJs. Must be an integral part of the Division’s management team, responsible for working
collaboratively with other members of the team in ensuring the effective and efficient operation of the Region and
Division, including monitoring performance measures for the office/bureau, workload assessments, resource
allocation, budgeting, strategic and contingency planning, use of technology, staff development and retention,
leadership development and staff reward and recognition. Coordinate with other State Hearings regional offices to
ensure that all back-up support they need is available to ensure all cases are scheduled, heard and written decisions
issued timely. Responsible for monitoring ALJ performance and addressing performance issues at the earliest
opportunity, to avoid late cases and late case penalties.

15% Assure that the quality of final and proposed decisions meet departmental standards; responsible for the timely
review of those cases where the final decision authority is not delegated to ALJs and responsible to act on behalf of
the Director in reviewing proposed decisions, including the authority to adopt proposed decisions, prepare an alternate
decision or recommend a further hearing. Advise and consult with ALJs on emerging points of law; provide regular
staff training to both ALJ’s and other SHD staff, participate in the recruitment and training of State Hearings staff in the
region; evaluate ongoing ALJ performance.

10% Plan, budget and implement resource and staffing needs for changes in the law or programs served, including
both ALJ and administrative operational support. Devise, develop, plan and implement efficiency steps, both
technology driven and process improvements, to enhance the productivity of the Division. Examples include video
conference and telephone hearings, special projects, analyst preparation of cases, and decision formats.

10% In collaboration with other Supervising ALJs, facilitate regular communication with program managers for the
programs for which SHD provides hearings, regarding the establishment and clarification of department policies. This
includes CalWORKSs, CalFresh, Medi-Cal, IHSS, Foster Care, Adoptions Assistance, the Department of Health Care
Services (DHCS), Department of Aging, Covered California, and the Department of Rehabilitation.

10% Maintain ongoing liaison with the following external State Hearings stakeholders including: NCAC, CAC, SCAC,
County Appeals Supervisors, CWDA, County Welfare Departments, Advocates and authorized representative
individuals and groups, legal aid organizations, and community organizations. Participate in NCAC, SCAC, CAC and
Advocates meetings bimonthly and the Statewide Appeals Workgroup.

5% Ensure State Hearings policies and practices comply with HIPAA requirements, and keep informed of technology
opportunities to comply with HIPAA, such as the SFT program from OTech.

5% Solve regional problems that can be resolved locally and escalate those of statewide importance to the Chief ALJ;
keep the Chief ALJ advised of problems that arise within their respective regions.

5% Coordinate with the SHD Support team and CDSS Administrative Services on division administration, including
BCP'’s, Funds Availability Reports, Personnel planning recruitment, hiring and adverse actions, and facilities needs.
Use State Hearings data to support analysis of productivity, penalty trends, process improvements, and requests for
resources and staffing.

5% Engage, assign, supervise and monitor retired annuitants.

5% Assists on special projects and other duties as assigned by the Chief Administrative Law Judge.
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B. SUPERVISION RECEIVED:

The Supervising ALJ receives direction from and reports directly to the Assistant Deputy Director - Hearing
Operations, North (ADD).

C. ADMINISTRATIVE RESPONSIBILITY:

The Supervising ALJ directly supervises 11 Administrative Law Judges (ALJs), 1 Senior ALJ, and 1 Staff Services
Manager | (SSM ) in the IHSS Bureau.

The Supervising ALJ is responsible for all supervisory and operational functions of the IHSS Bureau, the
maintenance of effective policies and procedures, and organizational structure and staffing.

The Supervising ALJ has overall responsibility for the operational success of their office/Bureau, including

developing and maintaining a good working relationship with the assigned staff services manager(s) and their
teams, to enhance the smooth flow of work /communications between line staff and judges.

D. PERSONAL CONTACTS:

The Supervising ALJ frequently represents the ADD and the Chief Administrative Law Judge in contacts with
departmental management, counties, state/federal/county government agencies, members of the legislature and
committees, legal aid groups and recipients, applicants of public assistance programs and other stakeholders.

E. ACTIONS AND CONSEQUENCES:

The Supervising ALJ exercises good judgment in the review of proposed decisions and may act on behalf of the
Director by adopting such decisions. The supervisor also exercises good judgment in making decisions that affect
the regional office. Poor judgment may affect recipients, the Bureau, the Division and the administration of public
welfare programs and the consistent interpretation of state regulations governing such programs. Failure to ensure
timely hearing decisions may result in imposition of monetary penalties which burden the General Fund.

F. OTHER INFORMATION:
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