


CONCEPT OF POSITION: 

Under guidance from an Staff Services Manager 1 (SSMI), the Staff Services Analyst (SSA) performs less complex analytical, policy, 
and technical work relative to the In Home Supportive Services (IHSS) program and Case Management lnformation & Payrolling 
System (CMIPS). 

A. RESPONSIBILITIES OF POSITION:

Essential Functions: 

35% Assist in the implementation of new federal and legislatively mandated IHSS initiatives. Use effective written 
and oral communication to inform counties, departmental staff, stakeholders, and IHSS program participants and 
providers of new IHSS system changes. Assist in the revision of instructional materials, including outreach and 
training materials and Release Notes, to effectively communicate changes to system policies and procedures. 
Assist in the facilitation of APD focus groups and stakeholder meetings related to the implementation of new 
initiatives for IHSS and CMIPS. Under the guidance of the SSMI, the SSA will facilitate informational sessions and 
training webinars with interna! and externa! groups using a variety of electronic platforms (MS Teams, Zoom, 
Webex, etc.), and monitor the delivery and effectiveness of training materials and make recommendations. 

25% Assist with researching, analyzing, monitoring, and the development of system policies and procedures to 
operationalize ongoing CMIPS changes in compliance with federal and state legislation and regulations. Use 
Microsoft Office suite to create, compile, analyze, organize, and present reports and other tracking activities. Assist 
with review and progress of projects and assignments. Under guidance from the SSMI, review and monitoring of 
key functions provided by the CMIPS vendor including IHSS Service Desk call reviews, identification of trends, 
procedures, and related materials. 

20% Under guidance from the SSMI, analyze federal and state legislation and regulations that may impact APD 
and CMIPS functions. Assist in the development of ADA accessible written and presented materials such as 
briefing documents, resource guides, recordings, and provide training on IHSS program requirements. Assist in the 
development of IHSS participant information notices and forms. Under manager guidance, review, analyze and 
provide guidance, both verbally and in writing, to less complex inquiries from the public, IHSS program participants 
and providers, stakeholders, and county welfare departments on IHSS regulations, policies and procedures related 
to CMIPS. Under guidance from the SSMI, write CMIPS Policy lnterpretations and lssue Papers. Under guidance 
from the SSMI, monitor and prepare AII-County Letters (ACLs), AII-County lnformation Notices (ACINs). Provide 
effective written and verbal communication. including but not limited to public inquiries and official correspondence, 
informational and training materials, presenting webinars, and stakeholder communication. 

15% Under the guidance from the SSMI, analyze and evaluate progress and completion of projects and 
assignments including assessing alternate resolutions and/or formulating action/work plans; provide status and 
progress reports of current work assignments to peers and management staff. 

5% Prepare for and attend team meetings and Bureau/Division meetings as scheduled. The ability to occasionally 
travel through various modes of transportation. 
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