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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: 


	POSITION NUMBER: 820-4800-008
	DIVISIONBRANCHREGION UNDERLINE ALL THAT APPLY: Community Care Licensing Division/Adult and Senior Care Program
	BUREAUSECTIONUNIT UNDERLINE ALL THAT APPLY: Technical Support Program 
	SUPERVISOR S CLASS: Stafff Services Manager lll
	SUPERVISOR S SIGNATURE: 
	DATE: 
	EMPLOYEES SIGNATURE: 
	DATE_2: 
	SUPERVISOR S NAME: Alycia Rayner
	SPECIAL REQUIREMENTS: Fingerprint clearance required by DOJ and FBI
	MISSION OF ORGANIZATIONAL UNIT: The Technical Support Program (TSP) works to provide accurate and timely information to CCLD licensees and the public, as well as training and technical support to promote the greatest levels of health, safety and quality of care provided in community care facilities.
	CLASSIFICATION: Staff Services Manager l
	EMPLOYEE NAME: Vacant
	NUMBER OF POSITIONS SUPERVISED: The Staff Services Manager (SSM) I directly supervises three (3) Associate Governmental Program Analysts (AGPAs).
	NUMBER OF POSITIONS LEADS: 
	CONCEPT OF POSITION: Under general direction of the Adult and Senior Care's Program Office SSM III, the SSM I oversees the TSP which is comprised of three (3) AGPAs, stationed throughout the state. The SSM I will lead and coordinate the unit's analysts to ensure licensing information and resources are accessible to licensed Adult and Senior Care Program (ASCP) providers and the general public, and assist providers in achieving and maintaining compliance with licensing requirements. The TSP develops and delivers individual and group provider training, consultations, and resources to help providers meet and sustain compliance with laws and regulations.
	RESPONSIBILITIES OF POSITION: 35% Plans, organizes, manages, and directs staff, which may include travel to supervise and observe field staff. Utilizes effective and efficient methods and tools for supervision to ensure staff support, individual and unit accountability, workload equity, and strategic plan tasks are met. Recruits, hires, and conducts performance evaluations and probationary reports for TSP staff. Identifies training and development needs and assists staff in accessing training, including training necessary to utilize technologies necessary to maximize outreach and meet strategic plan goals and objectives. Assigns tasks to analysts to ensure an effective workflow is maintained. Develops and provides unit activity and performance measure reports as requested by SSM IIl and every quarter. Regularly reports any licensing issues and other concerns to the SSM III. On an ongoing basis, advises and makes recommendations to the SSM lII on opportunities, e.g., projects and activities to improve business processes and provider outreach.

25% Assists, oversees and ensures TSP staff develop and deliver training (in-person or virtual) on critical topics to large groups of providers to support compliance efforts. This includes developing and reviewing training evaluations to determine what is working with training and what needs to be improved. Reviews TSP staff engagement practices, report summaries, and provider surveys to ensure one on one engagements are effective, efficient, and meeting the needs of the providers served. Oversees the development of trainings for providers on laws, regulations, policies, and procedures; assists in developing materials for the public related to licensing requirements and resource guides and self-assessments for use by providers to evaluate operations. Continually explores and promotes the use of technology to maximize outreach of TSP products and services to the provider community and public.

20% Participates in inter-departmental and public meetings and conferences regarding current issues of concern to licensed ASCP providers; provides information to the external and internal stakeholders of the ASCP licensing programs. Consults with the Regional Office management team regarding local care providers and public concerns.

15% Oversees development and distribution of quarterly webinars for ASCP providers and community stakeholders, ensuring content accuracy, regulatory alignment, and effective dissemination.

5% Other duties as required and assigned, including but not limited to leading and conducting special projects and acting as the SSM lll during their absence.


	B SUPERVISION RECEIVED: SSM I will receive supervision from the Staff Services Manager III.
	ADMINISTRATIVE RESPONSIBILITY: The SSM I is responsible for overall operations of the TSP. 
	PERSONAL CONTACTS: The SSM I will work closely with the SSM lII and have contact with CCLD leadership, including Program Administrators, and Assistant Program Administrators, as well as Regional Managers, Bureau Chiefs, Legal Division, and Department of Social Service's staff at all levels. The SSM I also has contact with provider organizations, providers, state and regional governmental agencies, consumer advocates, private organizations, community care consumers, and the general public.



	ACTIONS AND CONSEQUENCES: Poor judgment, unprofessional behavior, ineffective communication, the inability to present information and to coordinate with others would hinder the Department of Social Service's ability to provide a valuable resource in implementing the laws, regulations, policies and procedures governing the licensing of ASCP community care providers in California.
	OTHER INFORMATION: The SSM I must be able to travel to all parts of California and work evenings and weekends. Because of the high visibility within the community, the SSM I must have the background experience and knowledge of licensing laws, regulations, policies and procedures for ASCP and community care facilities. The SSM I is subject to fingerprinting and a criminal records check by the FBI and DOJ. The SSM I must be reliable and accountable in meeting the duties of this position. The SSM I must maintain regular and routine office hours and attendance.
	COI Designation: Yes
	Pull Notice Requirement: Yes
	Repetitive Movement: Off
	High Physical Demand: Off
	No Special Requirements: Off
	Other Special Requirement: Yes
	No Supervision Exercised: Off
	Supervisor: Off
	Lead Person: Off
	Team Lead: Off
	NUMBER OF POSITIONS RESPONSIBLE: 


