
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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	number22: 
	lead23: 
	concept25: Under the general guidance of the Data Stewardship Section Manager (SSM II), the SSM I Specialist performs as lead project manager for the planning and implementation of federal legislation, payment accuracy efforts, and the overall program integrity of public safety net programs. The SSM I Specialist works closely with all bureaus within RADD as well as other internal and external partners including, but not limited to, California Work Opportunity and Responsibility to Kids (CalWORKs), CalFresh, the Information Services Division (ISD), and the Department of Health Care Services (DHCS).
	responsibilities26: 40% Utilize and Analyze Data. Independently develop and maintain metrics utilized to evaluate the effect of project implementations in relation to federal legislation, payment accuracy efforts, and the overall program integrity of public safety net programs. Ensure new solutions reflect a streamlined user-centered business process that best represents Program Integrity, Data Stewardship, and project goals. Utilize and analyze data on program integrity efforts to evaluate and identify areas for improvement in relation to Program Integrity and Data Stewardship. Analyze and organize data to inform decision making and evaluate the efficacy of Program Integrity efforts. 

25% Project Management: Act in authoritative manner as the Program Integrity and Data Stewardship expert in relation to federal legislation, payment accuracy efforts, and the overall program integrity of public safety net programs. Manage execution of project deliverables as they relate to Program Integrity and Data Stewardship through direct coordination with project partners and leadership. Organize, review, and track project deliverables, including written policy guidance and policy and data analysis to support desired project outcomes. Work with internal and external partners such as other internal subject matter experts, CalFresh, CalWORKs, ISD, as well as external partners such as DHCS, legislative staff, County Welfare Departments (CWDs), and client advocates.

15% Provide Data Driven Subject Matter Expertise and Recommendations. Serve as the lead subject matter expert for federal legislation, payment accuracy efforts, and the overall program integrity of public safety net programs. Provide data driven recommendations to leadership in order to prioritize change and improve Program Integrity and Data Stewardship utilizing tools such as dashboards and data hubs. Present deliverables to inform critical decisions with leadership to educate key audiences, such as internal stakeholders, legislative staff, client advocates, and the general public. 

10% Liaison to Other CDSS Divisions, State Departments, and Impacted Partners. Use a
collaborative approach, regularly interacting with partners. Connect policy, procedures, data analytics, and IT development during project engagement activities. Act as lead in the coordination and facilitation of internal and external meetings, provision of technical assistance, trainings, and other related engagement opportunities.  Draft and disseminate information to internal and external partners including issue papers, briefing materials, and reports. Prepare and conduct presentations related to project development and goals.

10%  Perform other duties as appropriate. Support Branch leadership responsibilities as assigned including, but not limited to, supporting the training of staff, other Program Integrity efforts, and drafting policy guidance.

	supervision27: The SSM I Specialist receives direction from and reports directly to the Data Stewardship Section Chief (SSM II)

who ensures that the incumbent is sufficiently aware of division and department goals and policies.
	administrative28: The SSM I Specialist is responsible for all project management functions from the program

integrity and data stewardship perspective, maintenance of effective policies and procedures, data analytics, and contracts content and management.
	personal29: The SSM I Specialist represents the department in discussions and negotiations with representatives of the federal

government, advocacy groups, county administrators and staff, private, state, and county agencies, and legislators

and their staff.
	actions30: The SSM I Specialist is responsible for the oversight and operations of many critical project activities. Poor

judgment or inappropriate decisions could result in diminished project planning and implementation results,

inappropriate expenditure of federal/state/county funds, and can affect the overarching verifications outcomes.

Failure to comply with privacy and disclosure laws can result in a data breach, which could lead to criminal charges,

loss of personal information, and federal penalties.
	other31: The position requires strong leadership skills, excellent verbal and written communication skills, the ability to effectively make decisions and accurately convey information to partners, and the ability to quickly organize and effectively respond to multiple projects. Oversight of project and data needs for program integrity and data stewardship. The SSM I Specialist often works in areas where precedents are lacking or limited knowledge of or experience with the subject exists and where innovativeness is crucial. Travel may be required as needed. 
	mission24pg1: The mission of the California Department of Social Services (CDSS) is to serve, protect, and support the people of California experiencing need in ways that empower wellbeing and disrupt systemic inequities. The vision of the CDSS is to provide quality services with a commitment to an inclusive, diverse, and equitable California where all people can thrive.



The Research, Automation, and Data Division's (RADD) mission is to improve the way the Department collects, manages, and deploys data to support the efficient, effective, and equitable delivery of government social services. RADD manages major statewide initiatives to streamline and automate eligibility determination and benefit administration for key safety net programs, and leads efforts such as human-centered design, data governance, automation and continuous quality improvement, data visualization and analysis, and research partnerships to improve client outcomes and promote program integrity. Across these efforts, RADD provides coaching to the Department on all aspects of the data lifecycle. 
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