State of Califomia — Health and Human Services Agency Department of Health Care Services
DUTY STATEMENT

Classification: Career Executive Assignment (CEA), Level A

Working Title: Chief, Strategic Planning and Workforce Development Division
Program: Director's Office

Division: Strategic Planning and Workforce Development

Branch:

Section:

Unit:

Office Location: 1501 Capitol Avenue, Sacramento, CA 95814

COl Position: O Yes []No Telework Eligible: O Yes [] No
CBID: MO01 Position Number: 808-500-7500-001
Bilingual Position: []Yes [ No Specify Language: Not Applicable

This position requires the incumbent to perform their essential functions; maintain consistent and regular
attendance in-person and/or virtually; to communicate effectively and professionally, both orally and in
writing; to develop and maintain knowledge and skills related to specific tasks, methodologies, materials,
tools, and equipment; to complete assignments in a timely manner; and to adhere to departmental policies
and procedures regarding attendance and conduct including those outlined in the Health Administrative
Manual and the DHCS Telework Program. To promote collaboration and connection, essential functions are
generally in-person consistent with the DHCS Telework Program and pursuant to an approved Telework
Agreement.

Job Summary:

Under the direction of the Chief Deputy Director (CDD), Policy and Program Support (PPS), the Chief,
Strategic Planning and Workforce Development Division (SPAWDD), serves as the principal policy advisor,
implementer, and administrator on all strategic planning; enterprise governance/portfolio management, in
partnership with the Senior Advisor for Policy and Program Support and Enterprise Technology Services,
respectively (including planning and facilitating leadership meetings); Director's Office administration
(including Directorate and other Department-wide communications and Executive hiring, onboarding, and
offboarding); employee belonging and engagement (including diversity, equity, and inclusion [DEI]);
workforce development; and succession planning functions.

The Chief, SPAWDD, plans, organizes, and directs the policy and operational functions of the Director's
Office (DO) Administration Section, Strategy and Engagement Section, and Professional Development
Section. The Chief, SPAWDD, provides expertise, leadership, and consultation in the development,
implementation, and administration of high-visibility and high-impact Director’s Office administration as well
as enterprise planning, governance, and operational functions.

The Chief, SPAWDD, is a member of DHCS' Executive Staff and subject to the Department's Conflict of
Interest Code and filing a Statement of Economic Interests (Form 700).
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Job Summary (cont):

The duties contained in this job description reflect general details as necessary to describe the principal
functions of this job. It should not be considered an all-inclusive listing of work requirements. The incumbent
of this position may perform other duties (commensurate with this classification) as assigned, including work
in other functional areas to cover during absences, to equalize peak work periods or to otherwise balance
the workload.
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Description of Duties:

% of Time |Essential Functions

35% Develops, implements, and measures performance of the DHCS Strategic Plan. Advises senior
leadership on DHCS’ Annual Operational Plan to set strategic goals and priorities, allocate
resources, manage issues and risks, and measure and monitor performance. Provides
recommendations to senior leadership on the formulation and/or administration of policy and
long-range planning for SPAWDD initiatives and services using data gathered from team
members, external partners, and stakeholders.

30% Provides strategic direction and oversight to staff responsible for the following: workforce
development and administration, succession planning initiatives, and employee engagement
(including DEl initiatives), and DO administration (including Directorate and other
Department-wide communications and Executive hiring, onboarding, and offboarding).

10% Plans and facilitates leadership meetings including weekly and quarterly off sites for Senior
Staff; monthly Executive Staff; quarterly leadership forums for managers and supervisors;
annual all-team forums; and ad hoc meetings as necessary.

10% Develops, implements, and administers, in partnership with the Office of Communications, the
Department's annual internal communications strategy and is the primary driver for internal
communications including Director's office emails to all employees, the Department’s weekly
internal newsletter, and the intranet.

10% Represents the Department/Director’s Office in contact with employees; the California Health
and Human Services Agency; other state and federal organizations; and public inquiries.
Participates on statewide workgroups as appropriate.
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Description of Duties:

% of Time |Essential Functions
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Description of Duties

% Of Time|Essential Functions

% Of Time|Marginal Functions

5% Perform other related duties as required to fulfill the Department's purpose, goals and
objectives.
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Supervision Received: Under General Direction by the (enter supervisor classification):
Chief Deputy Director, Policy and Program Sup,

Supervision Exercised: (check all that apply) [] Non-Supervisory Classification / None

[] Clerical Staff [ Analytical Staff [] Technical Staff
[] Professional Staff [] Supervisory Staff [2] Managerial Staff
Special Requirements:

[[] Medical Evaluation /Clearance [] Typing Certificate [[] Valid Driver's License

[] Background Check / Finger Printing Clearance
[[] Valid Professional License (please specify):

Desirable Qualifications:

-Knowledge of/experience with managing, guiding, and influencing strategic planning, governance,
workforce development, succession planning, operational planning, employee engagement and diversity,
equity and inclusion efforts.

-Knowledge of/experience implementing workforce development and succession planning policies and
practices statewide.

-Demonstrate clear, concise written and verbal communication skills with tact.

-Ability to apply state rules and regulations, including effectively presenting information to senior
leadership, management, and all levels of departmental team members.

-Ability to remain flexible and adapt to rapid changes in priorities/assignments without compromising
accuracy or missing deadlines.

-Ability to act with integrity, discretion, and decisiveness while exercising sound judgment in
decision-making, diplomacy, and tact when interacting with others.

Working Conditions (Check all that apply):

Prolonged Periods of: Travel May be Required:

[] standing [ Sitting [ Kneeling [ Bending [] Occasional ~ [] Over Night
Requires Lifting of Heavy Objects up to:

Acknowledgements:

Human Resources Acknowledgement: The Human Resources Division has reviewed and approved this
duty statement.

Analyst Name: Analyst Signature: Date:
Kristin Boldarev

Employee Acknowledgement: | have discussed with my supervisor the duties of the position and have
received a copy of this duty statement.

Employee Name: Employee Signature: Date:

Supervisor Acknowledgement: | certify this duty statement represents an accurate description of the
essential functions of this position. | have discussed the duties of this position with the employee and
provided the employee a copy of this duty statement.

Supervisor Name: Supervisor Signature: Date:
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