CALIFORNIA CORRECTIONAL TRAINING AND @ﬂ&c I RA

REHABILITATION AUTHORITY (CALCTRA) Career Training | Quality Products | Changed Lives
DUTY STATEMENT
1. Institution/Division/Office: 2. Unit/Industry/Enterprise:
Central Office/Administration Business Services Section
3. Classification Title: 4. Proposed Incumbent (if known):
Manager Il Vacant
5. Current Position Number (Agency-Unit-Class-Serial): 6. Effective Date:
063-042-4802-001

7. Briefly (1 or 2 sentences) describe the position’s organization setting and major functions:

Under general direction of the Deputy Director, Administration, the Business Services Section Chief is responsible
for oversight and management of CALCTRA's procurement and contracting statewide program, facilities and fleet
management programs for Central Office, in addition to other Central Office business services functions.

Work Schedule: Monday-Friday / 8:00AM-5:00PM

9. Percentage (%) of
time performing
duties:

30%

20%

20%

15%

10. Indicate the duties and responsibilities assigned to the position and the percentage (%) of time spent for each. Group
related tasks under the same percentage (%) with the highest percentage (%) listed first.

ESSENTIAL FUNCTIONS

Procurement and Contracting:

Responsible for management and oversight of CALCTRA procurement and contracting operations for all CALCTRA, including
Central Office and the field. Oversee, develop and implement processes and procedures to streamline efficiencies in
CALCTRA procurement and contracting. Ensure contracts and procurements are processed timely and in compliance with
contract and procurement auditing standards, best practices, state laws, rules and regulations, state and departmental
policies and procedures including the State Contracting Manual and State Administrative Manual. Work with CALCTRA
staff, management and the legal office on contracting and procurement matters; develops, implements and recommends
strategies to address audit findings and resolve complex issues related to procurement and contracting matters. Establish
and manage delegated purchasing authority in accordance with laws, rules and regulations including Penal Code and Title
15 and authorize emergency purchase as needed.

Facility Management:

Lead and manage Central Office facilities projects. Liaison to various internal and external stakeholders, including the
California Department of Corrections and Rehabilitation (CDCR); manage multiple contracts such as scanning,
shred/confidential destruct, and facilities maintenance. Oversee management and operation of the Central Office mail
room, pool vehicles, building and facility maintenance, space planning and modifications, shipping and receiving; storage
and supplies, forms/records management and recycling. Coordinates with external vendors and entities to ensure facility
meets required standards for operation including health and safety. Oversee Health Care Facility Maintenance (HFM)
program at Central Office to ensure compliance with HFM standards. Act as primary contact ensuring physical building
security and ensure all Business Services Section (BSS) continuity procedures are current and compliant. Responsible for
overseeing and complying with statewide Sustainability goals and reporting requirements. Works in close partnership with
CDCR management and staff on joint matters.

Policy Development:

Responsible for the evaluation, development, and implementation, of statewide BSS policies, forms, and operating
procedures to ensure compliance with laws, rules, regulations, and Quality Management System standards (ISO). Oversee
and implement strategic business plan and administrative objectives as it relates to BSS. Work with Central Office, field
staff, and other stakeholders to identify, formulate. develop and implement policy and operational changes in support of
business efficiencies and program objectives. Provides advice and recommendations to the Assistant General Manager of
Administration on matters related to area of responsibility. Oversee the development and delivery of training and
presentations related to all BSS programs. Prepare and present reports and data as needed on various BSS activities to
stakeholders.

Fleet and Asset Program:

Manage and oversee departmental fleet and asset program for CALCTRA Central Office including receipt, collection, surplus
and sale of equipment. Act as departmental liaison with Department of General Services. Responsible for mandatory fleet
reporting; acquisition of vehicles and equipment; state fuel card services, and vehicle home storage permits. Ensure fleet
assets and related departmental and state policies and procedures are monitored to ensure compliance.

(Continued on Page Two)
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AUTHORITY (CALCTRA)
DUTY STATEMENT

Career Training | Quality Products | Changed Lives

9. Percentage (%) of
time performing
duties:

10%

5%

10. Indicate the duties and responsibilities assigned to the position and the percentage (%) of time spent for each. Group
related tasks under the same percentage (%) with the highest percentage (%) listed first.

MARGINAL FUNCTIONS
Administrative Activities: Provide guidance and direction to subordinate managers,
including performance management, coaching, evaluation of work, mentoring,
performance evaluations, probationary reports and assessing training needs. Ensure
staff are trained in BSS matters, conduct staff meetings, and initiate recruitments as
needed. Monitor operating budget and expenditures and evaluate program
workload, goals, priorities, and staffing needs; initiate budget requests/changes.
Oversee utilization of various systems (e.g. SAGE, Salesforce) to achieve BSS
operational goals. Ensure compliance with bargaining contracts, hiring practices and
policies and procedures.

Represent CALCTRA in meetings with internal and external stakeholders, including
but not limited to members of the executive team, CALCTRA Field Managers, CDCR
Representatives, Vendors, Contractors, and other State agencies to report on
operation status. Leads or participates in special projects as directed to ensure the
department meets administrative and business standards. Present on various
matters as needed on behalf of the BSS and perform other job-related duties as
assigned.

ADDITIONAL EXPECTATIONS

This position may require travel to off-site meetings, trainings, and other
work-related activities. Must be available 24/7 for building emergencies, etc.
Required to complete mandatory and job-related training.

11. SUPERVISOR’S STATEMENT: | HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.

12. DATE SUPERVISOR PROVIDED EMPLOYEE WITH A COPY OF THE DUTY STATEMENT:

PRINT EMPLOYEE NAME:
Vacant

EMPLOYEE SIGNATURE: DATE:

PRINT MANAGER/SUPERVISOR NAME: MANAGER/SUPERVISOR SIGNATURE: DATE:

Tina Ramirez

HR APPROVAL:
JD 02/03/26
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	ESSENTIAL FUNCTIONS: Procurement and Contracting:
Responsible for management and oversight of CALCTRA procurement and contracting operations for all CALCTRA, including Central Office and the field.  Oversee, develop and implement processes and procedures to streamline efficiencies in CALCTRA procurement and contracting.  Ensure contracts and procurements are processed timely and in compliance with contract and procurement auditing standards, best practices, state laws, rules and regulations, state and departmental policies and procedures including the State Contracting Manual and State Administrative Manual.   Work with CALCTRA staff, management and the legal office on contracting and procurement matters; develops, implements and recommends strategies to address audit findings and resolve complex issues related to procurement and contracting matters.  Establish and manage delegated purchasing authority  in accordance with laws, rules and regulations including Penal Code and Title 15 and authorize emergency purchase as needed.  

Facility Management:  
Lead and manage Central Office facilities projects.  Liaison to various internal and external stakeholders, including the California Department of Corrections and Rehabilitation (CDCR);  manage multiple contracts such as scanning, shred/confidential destruct, and facilities maintenance.  Oversee management and operation of the Central Office mail room, pool vehicles, building and facility maintenance, space planning and modifications, shipping and receiving; storage and supplies, forms/records management and recycling.  Coordinates with external vendors and entities to ensure facility meets required standards for operation including health and safety.    Oversee Health Care Facility Maintenance (HFM) program at Central Office to ensure compliance with HFM standards.  Act as primary contact ensuring physical building security and ensure all Business Services Section (BSS) continuity procedures are current and compliant.   Responsible for overseeing and complying with statewide Sustainability goals and reporting requirements.  Works in close partnership with CDCR management and staff on joint matters.

Policy Development: 
Responsible for the evaluation, development, and implementation, of statewide BSS policies, forms, and operating procedures to ensure compliance with laws, rules, regulations, and Quality Management System standards (ISO).  Oversee and implement strategic business plan and administrative objectives as it relates to BSS.  Work with Central Office, field staff, and other stakeholders to identify, formulate. develop and implement policy and operational changes in support of business efficiencies and program objectives.  Provides advice and recommendations to the Assistant General Manager of Administration on matters related to area of responsibility.  Oversee the development and delivery of training and presentations related to all BSS programs.  Prepare and present reports and data as needed on various BSS activities to stakeholders. 

Fleet and Asset Program:
Manage and oversee departmental fleet and asset program for CALCTRA Central Office including receipt, collection, surplus and sale of equipment.  Act as departmental liaison with Department of General Services.  Responsible for mandatory fleet reporting; acquisition of vehicles and equipment; state fuel card services, and vehicle home storage permits.  Ensure fleet assets and related departmental and state policies and procedures are monitored to ensure compliance.  
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	MARGINAL FUNCTIONS: Administrative Activities:  Provide guidance and direction to subordinate managers, including performance management, coaching, evaluation of work, mentoring, performance evaluations, probationary reports and assessing training needs.  Ensure staff are trained in BSS matters, conduct staff meetings, and initiate recruitments as needed.  Monitor operating budget and expenditures and evaluate program workload, goals, priorities, and staffing needs; initiate budget requests/changes.  Oversee utilization of various systems (e.g. SAGE, Salesforce) to achieve BSS operational goals. Ensure compliance with bargaining contracts, hiring practices and policies and procedures.  

Represent CALCTRA in meetings with internal and external stakeholders, including but not limited to members of the executive team, CALCTRA Field Managers, CDCR Representatives, Vendors, Contractors, and other State agencies to report on operation status.  Leads or participates in special projects as directed to ensure the department meets administrative and business standards.  Present on various matters as needed on behalf of the BSS and perform other job-related duties as assigned.  
	ADDITIONAL EXPECTATIONS: This position may require travel to off-site meetings, trainings, and other work-related activities. Must be available 24/7 for building emergencies, etc. Required to complete mandatory and job-related training.


