STATE OF CALIFORNIA - HEALTH AND HUMAN SERVICES AGENCY CALIFORNIA DEPARTMENT OF SOCIAL SERVICES

State of California - Department of Social Services

DUTY STATEMENT

EMPLOYEE NAME:

Ana Zambrano

CLASSIFICATION: POSITION NUMBER:

Staff Services Analyst 800-433-5157-910
DIVISION/BRANCH/REGION: (UNDERLINE ALL THAT APPLY) BUREAU/SECTION/UNIT: (UNDERLINE ALL THAT APPLY)
State Hearings Division Scopes

SUPERVISOR’S NAME: SUPERVISOR'S CLASS:

Christopher St. Mary Staff Services Manager |

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)

O 0o oo

None

(]

Other (Explain below)

Fingerprint clearance required.

| 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):

O None L Supervisor L Lead Person 0 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:

We provide timely, independent and impartial due process hearings and produce timely, legally correct decisions.
We maintain the integrity of the state hearing process, provide efficient administration of the state hearing process,
communicate with counties, claimants, and others to achieve an efficient and effective state hearing process and
identify and influence various issues that arise in the state hearings process that appear inconsistent with existing
law or policy.
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CONCEPT OF POSITION:
Under supervision of the Staff Services Manager | (SSM 1), the Staff Services Analyst is responsible for performing

less complex analytical work and for providing assistance with a variety of activities and tasks to assist with the
Scope of Benefits caseloads.

A. RESPONSIBILITIES OF POSITION:

45% Respond to inquiries from internal and external stakeholders which includes staff and judges from other units
within SHD, claimants, authorized representatives, advocates and program representatives. Provide assistance to
shareholders by analyzing complex issues related to the Scope of Benefits caseload, researching the status of cases
in the Appeals Case Management System (ACMS), providing responses to stakeholder inquiries, escalating inquiries
when needed and updating information in case files. Perform duties to assist with finalizing hearing schedules.

35% Review of written/verbal hearing requests received from claimants to add hearing requests to ACMS. Research
and analyze requests to determine if claim is valid and to assign to appropriate DHCS or DOR program. Correspond
with DHCS programs and claimants to gather additional information when needed. Analyze facts against appropriate
regulatory and policy provisions to determine if prehearing tasks needed for expedited hearing requests,
administrative dismissal or bifurcation. Prepare prehearing task and elevate for review by Administrative Law Judge
when needed. Assist with maintaining organizational program material to ensure information is up to date and
accurate.

15% Assists with responding to complex program questions in accordance with Federal and State regulations. Assist
with providing interpretation of State and Federal eligibility statues, regulations, policies and guidelines to the general
public and internal and external stakeholders as related to the Scope of Benefits caseloads.

5% Performs other related duties pertaining to SHD.
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B. SUPERVISION RECEIVED:

The SSA is directly supervised by the SSM I.

C. ADMINISTRATIVE RESPONSIBILITY:

None

D. PERSONAL CONTACTS:

The SSA has daily contact with all levels of department staff, county social services staff, DHCS staff, Medi-Cal
beneficiaries, Medi-Cal managed care plan staff, authorized representatives, Department of Rehabilitation (DOR)
staff, DOR clients, as well as representatives from other State agencies.

E. ACTIONS AND CONSEQUENCES:

The consequences of error of the SSA is high in the preparation and review of decisions and the tracking of cases
since staff receive minimal review of work. An error in these areas could adversely affect claimants/county staff,
reflect inaccurate statistical information and cause monetary penalties to the Department.

F. OTHER INFORMATION:

The SSA must have good interpersonal communication skills and be able to work well under pressure in order to
meet mandated time frames.
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