
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: 

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

SUPERVISOR’S NAME: SUPERVISOR’S CLASS: 

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) 

 
 
 
 
 

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 

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: 
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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: 


	CLASSIFICATION: Senior Management Auditor
	POSITION NUMBER: 667-4161-910
	DIVISIONBRANCHREGION UNDERLINE ALL THAT APPLY: Administration Division/Office of Audit Services
	BUREAUSECTIONUNIT UNDERLINE ALL THAT APPLY: Internal and External Audit Bureau
	SUPERVISORS NAME: Daniel Tobia
	SUPERVISORS CLASS: CEA
	SUPERVISORS SIGNATURE: 
	DATE: 
	EMPLOYEES SIGNATURE: 
	DATE_2: 
	FOR SUPERVISORY POSITIONS ONLY Indicate the number of positions by classification that this position DIRECTLY supervises: Two (3) to four (4) Associate Management Auditors
Two (2) Staff Services Management Auditors
	FOR LEADPERSONS OR TEAM LEADERS ONLY Indicate the number of positions by classification that this position LEADS: 
	MISSION OF ORGANIZATIONAL UNIT: The vision of the Office of Audit Services (OAS), in keeping with professional standards, is to collaborate with management to promote good governance, strengthen policies and procedures, strengthen systems and processes, and provide high-quality, professional, timely, and responsive services. 

In alignment with the OAS' vision, the Internal and External Audit Bureau (IEAB) is responsible for providing the California Department of Social Services (CDSS) management with ongoing independent assessments of the Department's internal control and risk management strategy, compliance with State and Federal regulations, and the effectiveness and efficiency of operations.
	Text1: Vacant
	Text12: Under the general direction of the Chief Audit Executive (CAE), the Senior Management Auditor (SrMA) supervises a group of auditors and is responsible for overseeing all projects pertaining to IEAB including complex internal audits, external audits of CDSS subrecipients, and other assurance services. The SrMA also manages an ongoing risk assessment of the CDSS and its internal control effectiveness and assists the CAE with strategic planning and developing multi-year audit plans.
	Text13: 40% - Supervises audit staff in planning, developing, and conducting audits, risk assessments, and other assurance services of program areas within CDSS to ensure compliance with State and Federal regulations and/or operational effectiveness. Conduct fieldwork as necessary to supervise staff and address sensitive and critical issues that may occur during audit engagements. This includes providing guidance to auditors and resolving concerns with auditees regarding audit objectives, scope, internal control deficiencies, non-compliance, the audit reporting process, and applicable regulations.

20% - Conducts quality control reviews of audits and audit related projects by reviewing planning documents, working papers, audit findings (point sheets), and audit reports prepared and submitted by audit staff for compliance with professional auditing standards and the CDSS  Writing Standards. Also, refers audit findings requiring legal interpretation to Legal Counsel and makes policy recommendations to Department management.

15% - Performs special projects. Assists the CAE with multi-year audit planning, facilitating the State Leadership Accountability Act, and maintaining and enhancing the TeamMate Audit Solution for IEAB staff and projects. Attends and participates in work groups, conferences, and meetings to develop recommendations to management to enhance, streamline, and/or improve the application of rules/regulations governing the administration of CDSS programs.

15% - Supervises and approves office activities, including office correspondence; oversees personnel actions; conducts employee performance evaluations; reviews and approves staff travel and leave time; establishes and implements continuing professional education training plans for staff; manages audit section budget; recruits and hires new staff. Attend management meetings as directed.

10% - Reviews changes to auditing standards and best practices, and changes to state and federal laws and regulations impacting CDSS programs and audits. Incorporates the changes into updated standard operating procedures and risk management strategy. Also, maintains required training hours for supervisory training and professional education requirements.


	Text14: The SrMA reports to the Chief Audit Executive in an office setting and works independently. The SrMA must have the skills and knowledge to be sufficient and pro-actively lead, coach, and guide staff conducting audits and audit related activities. 
	Text15: None
	Text16: The SrMA has frequent contacts with all levels of Departmental staff and management, other state departments, federal agencies, county assessor staff, and various independent CPA firms.
	Text17: The SrMA must make timely judgments and recommendations to Department staff and management, as well as counties and food banks, regarding internal control effectiveness and deficiencies that are factual and supported. Failure to provide responses that are professional, accurate, responsive and timely may jeopardize the State's federal funding for social service programs.
	Text18: 
	Text19: Up to 10% travel.
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