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:

Staff Services Manager | 800-291-4800-001

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

FEED/Child and Adult Care Food Program PA Bureau/PAl Section/Analytics and Improvement Unit
SUPERVISOR’S NAME: SUPERVISOR'S CLASS:

Brandi Airada Staff Services Manager Il (SSM II)

SPECIAL REQUIREMENTS OF POSITION (CHECK ALL THAT APPLY):

(]

Designated under Conflict of Interest Code.

I Duties require participation in the DMV Pull Notice Program.

L Requires repetitive movement of heavy objects.

U Performs other duties requiring high physical demand. (Explain below)

] None

LI Other (Explain below)

| 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 O Supervisor L Lead Person 0 Team Leader

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

Supervises three Associate Governmental Program Analysts and one Research Data Analyst II.

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:

The mission of the California Department of Social Services 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.

Under the general direction of the Branch Chief and Program Administration Bureau Chief, the Program Analytics
and Integrity Section of the CACFP Branch provides direction and leadership for the program integrity and data
management for CACFP.
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CONCEPT OF POSITION:

Under direction of the Staff Services Manager Il (SSM 1), the SSM | will lead the Analytics and Improvement Unit
(AIU) to provide complex program data analysis, program evaluation, program oversight, and technical assistance to
internal staff and external stakeholders regarding the administration of the CACFP. This includes coordinating and
participating in CACFP policy and data reviews and technical assistance efforts, collaborating with internal and
external stakeholder groups to assist in making data driven program decisions, and participating in other
programmatic special projects.

A. RESPONSIBILITIES OF POSITION:

25% Responsible for leadership and supervision of unit staff. Prepare annual work plans for data reporting and
financial management processes. Continually evaluate the AlU's progress in meeting both the AlU's and
FEED/CACFP's mission, goals, and objectives. Monitor and evaluate staff performance of routine and special tasks
and projects. Counsel employees regarding disciplinary problems and initiate punitive action as necessary. Act as the
first line supervisor. Respond to employee grievances from those employees reporting directly to the SSM |. Complete
hiring packets and interviews to fill vacant AlU positions. Attend and conduct team meetings and one on one meetings
with staff. Ensure that all reports and correspondence from the AIU meet the CDSS' standards and policies.

20% Responsible for the development, extraction, and analysis of key data points that will be used to evaluate various
components of the CACFP. Data points will be extracted from the Child Nutrition Information and Payment System
(CNIPS) as well as other tangential data systems that provide information related to food, nutrition, and social service
programs. Oversee the development, finalization, and publication of data analysis reports that will comprehensively
provide CACFP program evaluation including performance metrics, program benefits, and areas of improvement.
Oversee the program related activities for the current and future data system for CACFP including processing any
system updates, participating as a program liaison for new system development, and providing user support.

20% Responsible for the oversight of the CACFP budget including the State Administrative Expense Fund, the Audit
Fund and any other State, Federal, or additional funding sources used for the administration of the CACFP. Budget
activities include fiscal forecasting, developing annual spending plans, requesting additional funds, monitoring federal
grant awards, reporting for federal grant awards, ensuring adherence to fiscal policy, drafting of budget change
proposals, and other duties to ensure the timely and appropriate management of program funds.

20% Responsible for the implementation and oversight of Continuous Quality Improvement (CQI) efforts throughout
the CACFP Branch. Will meet with Bureaus, Sections, and Units in the CACFP Branch to provide guidance for
collecting data and using automation in program operations and projects. Will partner with external Bureaus, Sections,
and Units, and external stakeholders to analyze current processes and recommend data-driven improvements in
program administration. Activities will include conducting meetings, holding trainings, and providing materials and
technical assistance to Branch staff to increase their understanding and usage of the CQI process.

10% 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 Unit 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.
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B. SUPERVISION RECEIVED:

The SSM | receives general program direction from and reports directly to the Program Analytics and Integrity
Section Chief (SSM II). On a day-to-day basis the SSM | is expected to operate with a significant degree of
independence while briefing the Section Chief on the status of assignments, problems impeding progress, potential
legal ramifications, and stakeholder or contractual issues and controversies. The SSM | must exhibit excellent
judgment about when to seek direction and when to make independent decisions.

C. ADMINISTRATIVE RESPONSIBILITY:

The SSM | is responsible for all administrative and management functions associated with supervision of staff,
including the assignment and completion of the Unit's projects and activities. The SSM | is able to identify and
recommend resolutions to issues surrounding business process, capacity improvement, organizational structure,
and branch-wide implementation. The SSM I is responsible for developing analytical staff skills toward

independence and practices of continuous improvement. In the absence of the SSM II, the SSM | may serve as
acting Section Chief.

D. PERSONAL CONTACTS:

The SSM I has regular contact with all levels of CDSS staff, CACFP stakeholders, CACFP Operators,
representatives from USDA, other federal, state, and local governmental agencies, and legal staff.

E. ACTIONS AND CONSEQUENCES:

The SSM | exercises judgment in planning, organizing, directing, and ensuring consistency in the work performed by
the staff of the unit. The SSM | supports the consistent and equitable application of program integrity

requirements to all aspects of the CACFP by ensuring that recommendations made by staff regarding program
integrity and monitoring align with Federal guidelines and CACFP bulletins/notices, issues related to program
integrity/compliance standards are appropriately elevated, and monitoring findings are accurately and sufficiently
recorded in written reports. 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.

F. OTHER INFORMATION:

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