
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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	ssup21PS373PG1: 
	number22PS373PG1: 
	lead23PS373PG1: 
	mission24PS373PG1: The Quality Management Bureau (QMB) provides accurate and timely information along with training and support to the entire Community Care Licensing Division (CCLD), its licensees, and public to assure individuals who live in licensed community care facilities are safe and receive high quality care.  The System Review Unit in the Quality Management Bureau conducts quantitative and qualitative analysis to ensure the quality and consistency of CCLD enforcement activities and provides information regarding licensee performance to CCLD, its licensees, and the public.  
	concept25PS373PG2: Under the general supervision of the SSMI, the RDAII independently performs complex and advanced data research and statistical analysis to support the Bureau’s oversight of statewide quality assurance efforts. The RDAII utilizes structured and unstructured data sources to identify program trends, evaluate performance, and support data-informed decision-making. The incumbent develops and maintains data models, tools, and dashboards; conducts longitudinal studies; evaluates program and policy impacts; and presents findings in a user-friendly format to program staff, leadership, and stakeholders. The RDAII may lead data projects, mentor staff, and provide consultation to program management on research methodology, data quality, and analytic best practices.
	responsibilities26PS373PG2: 40% – Independently conducts complex data research and statistical analysis
• Designs and implements data analysis projects and performance evaluations aligned with the Bureau’s priorities.
• Applies appropriate statistical methods to analyze trends, identify anomalies, and support policy or operational decision-making.
• Develops analytic approaches to answer research questions using both structured and unstructured data.

25% – Develops and maintains reports, dashboards, and visualizations
• Builds and maintains automated dashboards and reports to support ongoing monitoring of program performance and compliance trends.
• Translates complex data into user-friendly visual formats, such as charts, infographics, and tables, to support internal and external reporting.
• Ensures data accuracy, timeliness, and clarity of output products.

20% – Supports strategic planning and continuous quality improvement
• Conducts data modeling and scenario analysis to evaluate proposed program changes or pilot initiatives.
• Provides evidence-based insights and recommendations for improving licensing operations and program effectiveness.
• Participates in cross-functional teams to advance quality improvement efforts using data-informed strategies.

10% – Provides consultative support and leads research projects
• Serves as a subject matter expert on data analysis and research methodology to Bureau and Division staff.
• Leads or coordinates multi-disciplinary research projects and initiatives, including developing project timelines and ensuring deliverables.
• Advises stakeholders on data interpretation, limitations, and recommended actions.

5% – Maintains data documentation and ensures data quality
• Develops and updates technical documentation, metadata, and research protocols.
• Performs data validation and quality checks to ensure completeness, consistency, and reliability of data used in analysis.
• Recommends improvements to data collection tools and processes.



	supervision27PS373PG3: The RDA II receives direct supervision from the SSM I.  The incumbent is required to display considerable independence, initiative, and resourcefulness in carrying out responsibilities.  
	administrative28PS373PG3: None
	personal29PS373PG3: The RDA II has frequent contact with Community Care Licensing Division leadership as well as staff in other programs within the Division. 
	actions30PS373PG3: The RDA II must be able to objectively handle assignments and diplomatically work with others. Failure to exercise tact and good judgment in dealing with others can result in the Program's loss of credibility.
	other31PS373PG3: The RDA II is subject to fingerprinting and a criminal records check by Department of Justice. 



