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 Analyst 800-641-5157-701

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

Administration Division/Management and Staff Services Branch | Business Services Bureau/Asset Management Section
SUPERVISOR’S NAME: SUPERVISOR’S CLASS:

Joshua Blackford Staff Services Manager |

SPECIAL REQUIREMENTS OF POSITION (CHECK ALL THAT APPLY):

0 Designated under Conflict of Interest Code.
Duties require participation in the DMV Pull Notice Program.

__ Requires repetitive movement of heavy objects.

8 Performs other duties requiring high physical demand. (Explain below)
None

__ Other (Explain below)

This job includes the task of palletizing heavy assets for disposal or resale.

| 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):

0 None __ Supervisor | Lead Person | Team Leader
p

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:

To provide administrative support and the highest quality of customer service in an efficient,
professional, and dependable manner to the California Department of Social Services (CDSS)
management and staff to enable them to to support the people of California experiencing need.
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CONCEPT OF POSITION:

Under the supervision of the Staff Services Manager | (SSM I), Asset Management Section (AMS),
the Staff Services Analyst (SSA) performs varied work related to asset management. Requires
research, analysis, and the use of independent judgment and discretion to interpret and apply
statutes, regulations, policies, and procedures pertaining to asset management.

A. RESPONSIBILITIES OF POSITION:

30% Inputs the less complex Asset Management data into spreadsheets and database. With general
supervision, researches and analyzes the Asset Management data to ensure CDSS is in compliance
with Government Code and State Administrative Manual (SAM) policies and regulations. Works
closely with the Department of General Services (DGS) Office of Fleet and Asset Management to
ensure CDSS is in compliance with all current state and federal statutes and policies. Assists
overseeing assets by gathering and analyzing asset data, inventory logs, and all mandated asset
related documents and reports.

30% Contributes with recommendations for procedural and policy development and changes to
Improve existing business processes. In conjunction with the CDSS Warehouse and outside vendors,
the analyst facilitates the movement, transfer, or storage of surplus equipment. Provides assistance
with developing policy and procedures to management, departmental staff, and vendors regarding the
processes relating to property control in accordance with government code and established
departmental protocols. Collaborates with Purchasing and Accounting to ensure procured equipment
and furniture are tagged with a CDSS property barcode and the supporting documentation is filed and
recorded in accordance with government code and departmental procedures. Actively engages in
updates to the inventory system with accurate information regarding asset locations and conditions.
Ensures meticulous accountability measures are followed to minimize loss or misplacement.

20% Audits, reviews, analyzes, tracks, and produces Asset Management accountability reports for
equipment and furniture by location and program. Makes recommendations following completed
analysis for process and procedure improvement and ensures continuous quality control over data
entry in accordance with government code and SAM rules and requirements. Ensures that destruction
of confidential materials is handled properly by contracted vendors and state personnel.

15% Provides support in overseeing the disposal process of assets that have reached the end of their
useful life or are no longer required. Collaborates with team members to ensure adherence to
disposal regulations and meticulous maintenance of proper documentation. Facilitates coordination
with relevant departments or agencies for the disposal of assets. Contributes to the arrangement and
upkeep of inventory across all CDSS locations, including the basement, warehouse, headquarters,
and out-stationed offices. Aids in the proper designation and secure storage of assets. Engages in
periodic physical inventory counts and reconciliations to ensure accuracy. Provides support through
collaboration with the Facilities Services Section, Warehouse staff, and additional CDSS employees
to support and enhance effective asset management. Assists in coordinating interactions with external
agencies, vendors, and contractors as needed for matters related to assets.

5% Special projects and other duties, as required.
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B. SUPERVISION RECEIVED:

The incumbent reports directly and receives the majority of assignments from SSM |, AMS; however,
direction and assignments may also come from the Chief of the Business Services Bureau (BSB) or
the Chief of the Management and Staff Services Branch (MSSB).

The incumbent works under supervision the majority of the time, receiving direction from the SSM |I.
Completed work is reviewed and approved by the supervisor for accuracy, completeness, and
consistency.

C. ADMINISTRATIVE RESPONSIBILITY:

None.

D. PERSONAL CONTACTS:

The incumbent has frequent contact with all levels within the department and frequent contact with
subject matter experts from DGS, FI$CAL, ServiceNow, CDSS clientele, and external vendors.

E. ACTIONS AND CONSEQUENCES:

The incumbent is responsible for carrying out the BSB goals and objectives while ensuring compliance
with state regulations and guidelines governing these programs. Poor judgment or improper direction
in any of these areas could result in personal injury, property damage, filing of legal action or
employee grievances, or severe financial liability to the state which could negatively impact the
department’s ability to achieve its mission and goals.

F. OTHER INFORMATION:

The incumbent must possess effective communication skills, both oral and written, the ability to work
well under pressure, excellent judgment and interpersonal skills, a detail-oriented and solution-driven
mindset, professionalism in representing the department, and a commitment to delivering outstanding
customer service. This role may involve occasional travel for various purposes, including office
relocations, site inspections, and triennial inventory visits. Additionally, the analyst may be required to
perform physical tasks such as lifting, bending, standing, and walking for extended periods when
performing essential job functions. A valid California Driver's License is required, along with the
completion of a Defensive Drivers training course every four years.
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