
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)

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:

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

SUPERVISOR’S NAME: SUPERVISOR’S CLASS:

POSITION NUMBER:

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
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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:



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:
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	name1: 
	 pg1: Vacant

	class1: 
	 pg1: Staff Services Manager I

	position1: 
	 pg1: 800-291-4800-003

	division1: 
	 pg1: Family Engagement & Empowerment Division/Child and Adult Care Food Programs Branch

	bureau1: 
	 pg1: Community Nutrition Programs Bureau

	sup2: 
	 pg1: Catherine Hardin

	sup1: 
	 pg1: Staff Services Manager III

	box1: 
	 pg1: Off

	box2: 
	 pg1: Off

	box3: 
	 pg1: Off

	box4: 
	 pg1: Off

	box5: 
	 pg1: Yes

	box6: 
	 pg1: Off

	other1: 
	 pg1:    
	 pg3: The SSM I Specialist must be flexible, have excellent judgment and interpersonal skills, exceptional leadership and team building skills, the ability to interact with high level officials and program partners. The SSM I Specialist must also have excellent verbal and written communication skills, work well under pressure, and demonstrate initiative and resourcefulness with ensuring the timely completion of assignments.

	date1: 
	 pg1: 

	date2: 
	 pg1: 

	box7: 
	pg1: Yes

	box8: 
	 pg1: Off

	box9: 
	 pg1: Off

	box10: 
	 pg1: Off

	ssup2: 
	 pg1: 

	number1: 
	 pg1: 

	lead1: 
	 pg1: 

	mission1: 
	 pg1: The mission of the California Department of Social Services (CDSS) is to serve, aid, and protect needy and vulnerable children and adults in ways that strengthen and preserve families, encourage personal responsibility, and foster independence. The Child and Adult Care Food Program (CACFP) is a federal and state-funded program that provides reimbursements for nutritious meals and snacks to eligible children and adults who are enrolled for care at participating child care centers, day care homes, and adult day care centers. CACFP also provides reimbursements for meals served to children and youth participating in afterschool care programs, children residing in emergency shelters, and adults over the age of 60 or living with a disability and enrolled in daycare facilities. CACFP contributes to the wellness, healthy growth, and development of young children and adults in the United States.

	concept1: 
	 pg2: Under the general direction of the Staff Services Manager (SSM) III, the SSM I Specialist will lead and perform project management activities for the CACFP Branch. Activities will include leading collaboration on policies and procedures within the Branch, supporting internal communication and relationship building, and supporting the implementation of branch-wide initiatives to grow, expand, and maintain the program integrity of the CACFP.

	responsibilities1: 
	 pg2: 35% Responsible for the implementation and oversight of functions to support the Community Nutrition Program Bureau. These functions can include contract management, bureau budget management, coordination of budget drills, disaster response planning, training support and other high level requests requiring management coordination.  Activities for these functions can include developing policies and procedures, conducting outreach and engagement efforts with internal and external partners, leading and participating in cross-functional workgroups, and drafting reports and communications with other State and Federal officials.

25% Lead branch-wide efforts to implement State and Federal regulations and policy related to the CACFP and act as the Branch legislative analyst to coordinate required analyses with the CDSS Office of Legislation. Lead the implementation of federally approved waivers to CACFP requirements. Activities include evaluating the need for new or updated policies and procedures; gathering input from internal and external partners to assess the impact of regulations, policies, and waivers; planning outreach and communication efforts to support CACFP operators’ understanding of new or changed requirements; preparing work plans for project teams to implement internal and external policies and procedures; and continually evaluating Branch policies’ and procedures’ ability to uplift FEED/CACFP's mission, goals, and objectives. Ensure that all documents and reports meet the CDSS' standards and policies, and work with managers throughout the Branch to ensure that policies and procedures are fully integrated in business processes.

20% Responsible for facilitating and managing regularly occurring meetings that support communication and relationship building between CACFP Bureaus and internal CDSS partners. Activities include collaboratively developing meeting agendas, presentations, and speaking notes; facilitating discussions; and documenting and following up on action items and decisions.

15% Responsible for contributing to CACFP Branch leadership priorities related to workplace culture. Will engage in work to create and promote a workplace environment and culture of psychological safety, collaboration, equity, and inclusion. Will collaborate with staff and managers across the Branch on branch-wide activities and initiatives. Will uplift blockers and successes to the leadership team to strengthen the work of the bureau and the Branch. Will represent the CACFP Branch with clients, oversight agencies, advocacy groups, and other CDSS staff.

5% Performs other duties as appropriate for the classification.

	supervision1: 
	 pg3: The SSM I Specialist receives general program direction from and reports directly to the Community Nutrition Programs Bureau Chief (SSM III) and may also receive instructions and guidance from the Branch leadership team. On a day-to-day basis the SSM I Specialist is expected to operate with a significant degree of independence while briefing the Bureau Chief on a timely basis on the status of assignments, problems impeding progress and potential legal ramifications, stakeholder or contractual issues and controversies. The SSM I Specialist must exhibit excellent judgment about when to seek direction and when to make independent decisions.



	administrative1: 
	 pg3: The SSM I Specialist is able to identify and recommend resolutions to issues surrounding business process, capacity improvement, organizational structure, and branch-wide implementation.

	personal1: 
	 pg3: The SSM I Specialist has regular contact with all levels of CDSS staff, CACFP partners, CACFP operators, representatives from the United States Department of Agriculture, other federal, state and local governmental agencies, and legal staff.

	actions1: 
	 pg3: The SSM I Specialist exercises judgment in planning, organizing, directing, and ensuring consistency in the work performed by teams for which the SSM I Specialist is the lead or project manager. The SSM I Specialist supports the consistent and equitable application of program requirements to all aspects of the CACFP by ensuring that recommendations regarding program integrity and monitoring align with Federal guidelines and CACFP bulletins/notices, and issues related to program integrity/administrative requirements are appropriately elevated. Failure to use good judgment in handling sensitive and confidential information could result in misspent program dollars, litigation against the department, and/or the deprivation of services to CACFP recipients.



