STATE OF CALIFORNIA - HEALTH AND HUMAN SERVICES AGENCY CALIFORNIA DEPARTMENT OF SOCIAL SERVICES

State of California - Department of Social Services

DUTY STATEMENT

EMPLOYEE NAME:

VACANT

CLASSIFICATION: POSITION NUMBER:

Staff Services Manager | (SSM 1) 800-811-4800-001
DIVISION/BRANCH/REGION: (UNDERLINE ALL THAT APPLY) BUREAU/SECTION/UNIT: (UNDERLINE ALL THAT APPLY)
Care Provider Management Branch Training Unit

SUPERVISOR’S NAME: SUPERVISOR’S CLASS:

Aubrey Biscoe Staff Services Manager Il (SSM II)

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)

[ S I N O O A B

The SSM I is subject to fingerprinting and a criminal records check by the Department of Justice.
Supervision 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 Supervisor [ ] Lead Person [] Team Leader

FOR SUPERVISORY POSITIONS ONLY: Indicate the number of positions by classification that this position DIRECTLY supervises.

The SSM | provides supervision to four (4) analysts.

Total number of positions for which this position is responsible: 4

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

N/A

MISSION OF ORGANIZATIONAL UNIT:

The mission of the Care Provider Management Bureau (CPMB) is to ensure and promote the health and safety of
each person in community care. Through the Guardian Management System, we serve, aid, and protect the most
vulnerable persons associated to our agencies and registries by processing background checks that meet all State
and Federal mandates in an equitable manner.
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CONCEPT OF POSITION:
Under the direction of the SSM Il/Bureau Chief, the SSM | plans, organizes, and directs the work of analytical staff

who are responsible for workload associated with the development, maintenance and delivery of CPMB specific
training for Community Care Licensing Division(CCLD) staff and external engaged partners.

A. RESPONSIBILITIES OF POSITION:

45% - Oversight of Analytical Staff

Plan, direct and manage analysts who are responsible for workload associated with the development, maintenance
and delivery of CPMB specific training topics to CCLD staff, CCLD licensed care facilities, care provider applicants,
care provider associations, advocacy groups, and the public. Oversee the development of comprehensive training
curriculum, including learning objectives, training materials, and visual aids for trainees. Collaborate with CPMB
partners to identify training and performance gaps, patterns and trends, and other training needs to ensure efficient
processing of criminal background checks. Oversee the development and delivery of webinars, round tables, and
tutorials and online curriculum for internal and external partners on the navigation of the Guardian background check
system.

Plan, direct and manage the CPMB website content. Ensure website information is up to date and relevant. Ensure
CPMB website and all on-line forms and documents comply with accessibility requirements. Oversee the evaluation of
the CPMB website usage and analyze data on user experience of CPMB website to identify areas for improved
communication. Oversee the research for new and emerging approaches, formats, and technology for using social
media to reach target populations.

Respond to elevated telephone and email inquiries from applicants, regional office staff, engaged partners and the
general public on background check processes and case status'.

40% - Administrative Tasks

Conduct all administrative tasks associated with managing the unit, including but not limited to, advise and make
recommendations to the SSM Il/Bureau Chief on staff activities, manage time off and ensure adequate coverage,
conduct regular staff meetings and one-on-ones, address staff development needs and personnel issues, monitor staff
workload logs, track data as needed, maintain active work plans, and ensure ongoing project/case management as
needed. Conduct timely performance evaluations and annual individual development plans for staff. Recruit for
vacancies promptly.

15% - CPMB Representative

Act as a subject matter expert for exemption case processing and unit responsibilities. Participate in special projects
and meetings. Consult with peers and leadership to ensure consistency across the branch. Inform and make
recommendations to leadership on improving timeliness, completeness, and quality of case processing. Participate as
an integral member of a team environment to accomplish objectives, and goals. Provide guidance to staff. Represent
CPMB in engaged partner meetings, hearings, or other venues. Perform additional duties as assigned to support
program needs and objectives.
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B. SUPERVISION RECEIVED:

The SSM | reports to and receives direction from the SSM lI/Bureau Chief. The SSM | is expected to keep
their respective supervisor proactively informed of progress and potential problem areas.

C. ADMINISTRATIVE RESPONSIBILITY:

The SSM | is responsible for all management functions of the unit and the maintenance of effective policies,
procedures, organizational structure, and staffing. The SSM I is also responsible for the preparation of appropriate
performance reports and ensuring staff are aware of and following department policies and procedures.

D. PERSONAL CONTACTS:

The SSM | has frequent contact with the SSM II/Bureau Chief to plan and direct unit activities. Additionally, the SSM
I may be required to coordinate the implementation of policy and procedural activities concerning CPMB with other
CCLD peers/partners within the branch, regional offices, engaged partners, representatives of provider and advocate
associations.

E. ACTIONS AND CONSEQUENCES:

The SSM | must exercise good judgment. Poor judgment/decisions can adversely affect the mission of California
Department of Social Services' to serve, aid, and protect needy and vulnerable children and adults. Failure to protect
PII or perform the duties and responsibilities effectively could lead to violations of laws, regulations, and codes
governing community care licensing, ultimately endangering the well-being of those the department is committed to
safeguarding.

F. OTHER INFORMATION:

The SSM | is expected to work cooperatively with team members to ensure the Branch is providing the highest level
of service possible. Creativity and productivity are encouraged. The SSM I's efforts to treat others fairly, honestly
and with respect are important to everyone who works at CPMB.

Operate a computer keyboard/terminal to complete assignments. Prioritize and organize workload to ensure time
frames are met. Think logically, multi-task, apply laws, rules, regulations and to all work.

The SSM | position requires adaptability to a hybrid work schedule, with potential adjustments based on business
needs.
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