
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)

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:

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

SUPERVISOR’S NAME: SUPERVISOR’S CLASS:

POSITION NUMBER:

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
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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:



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:
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	box18PS373PG1: Yes
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	ssup21PS373PG1: The Supervisor II directly supervises two Supervisor Is.
	number22PS373PG1: 8
	lead23PS373PG1: 
	mission24PS373PG1: The Fiscal Forecasting Branch (FFB) is comprised of three bureaus: Child Care Estimates and Allocations Bureau, Family Engagement and Equity Estimates Bureau and Children, Adult, and Housing Programs Estimates Bureau. FFB develops the annual Local Assistance Governor’s Budget and May Revision for public assistance programs administered by the County Welfare Departments and child care agencies, which include the California Work Opportunity and Responsibility to Kids (CalWORKs), CalFresh, Child Welfare, Adult Programs, and Child Care Development. The Child Care Estimates and Allocations Bureau (CCEAB) consists of three Units: Child Care Estimates, Child Care Allocations, and the Fiscal Development team. The Bureau plays a key role in working with the Department’s core programs to develop the annual Local Assistance Governor’s Budget and distributing funds to Child Care and Development contractors for program administration and completing the research and data analysis required for sound decision making.
	concept25PS373PG2: Under the direction of the Manager II, the Supervisor II oversees functions associated with the apportionment of approximately $6 billion in state and federal funds to over 900 agencies for California’s subsidized childcare and development and CalWORKs Child Care programs. The Supervisor II is responsible for all aspects of fiscal program review and technical assistance. The Supervisor II daily functions include reviewing estimates, assisting the Manager II and the Branch Chief in serving as the liaison between internal and external stakeholders, and directing staff in the development and maintenance of complex calculations and ensures compliance by the contractors of all applicable state and federal laws and regulations
	responsibilities26PS373PG2: 40% The Supervisor II provides guidance and direction to oversee semi-annual budget development and implementation of the Department's vision through policy development. Directly supervises staff to prepare estimates of the fiscal and/or caseload for budget proposals, proposed state and federal legislation, regulations, court mandates, and program proposals. Coordinates with program managers and supervisors at all levels within the Department to develop appropriate program assumptions to be used in developing estimates. Ensures the technical integrity of the work and that estimates are developed with reasonably tested assumptions, appropriate data sources and application, and statistical forecasting techniques. Monitors, evaluates, and reviews the accuracy of information and data sources, defensible logic and soundness of methodology, and ensures that all work products and deliverables meet agreed upon quality and time frames.

25% Works with multi-disciplinary professional staff across the Department, oversight agencies, and the stakeholder community, as appropriate, to identify their expectations and define shared business objectives. Informs customers of constraints that may impact the delivery of the work products. Present logical and convincing arguments in defense of the fiscal analyses. Advises the Bureau Chief on budgetary policies, strategies for negotiation, and sensitive matters to inform the decision-making process. Respond to priority requests and communicate complex and sensitive information to Bureau and Branch management, Program managers, Executives, oversight agencies, legislative staff, the Administration of Children and Families, Region IX; advocacy groups and associations, such as the California Alternative Payment Programs Association, the Child Care and Development Administrators Association, and the Child Development Program Advisory Committee; and childcare and development agencies

20% - Directs the monitoring of local childcare operations to ensure adherence to state and federal policies and procedures. Oversees the provision of technical assistance activities to local childcare agencies. Administers activities associated with the fiscal expansion of childcare programs. Oversees contract processing activities including the approval of original child development contracts and amended contracts. Approves the processing of amendments resulting from budgetary changes. Ensures that contract, encumbrance, and expenditure data is properly maintained in the appropriate databases, including the internal payment system and state-wide accounting system, FI$Cal. Coordinates with other departmental divisions in providing mandated reporting and data related to childcare budgets and expenditures.  Through subordinate manager and staff, ensures the completion of Unit administrative activities, including personnel transactions, performance evaluations and staff training.

10% Mentors and provides training opportunities to staff to ensure the Department has a strong pool of technical researchers with the skills, attributes, and experiences needed to perform highly complex data production and research duties. Promote continuous staff development and employee retention. Ensures staff meet professional standards and follow established procedures and policy. Manage personnel, recruitment, staffing resources, training, staff development, and other needs for the Section. Creates an environment that aligns staff activities, contributions, services and products with the Branch mission and strategic goals. Respects concerns expressed by others, manage conflicts and difficult situations, and provide coaching and mentoring of staff on addressing the concerns of others.

5% - Apprises the Manager II of project status, identifies potential issues, participates in strategic planning, program/policy change discussion, and presentations to legislative staff, oversight agencies, Department executive staff, the Legislative Analyst's Office, and other stakeholders.





	supervision27PS373PG3: The Supervisor II receives general direction of the Manager II.  Assignments and data requests may also come from the Branch Chief. The incumbent is required to display considerable independence, initiative and resourcefulness in carrying out his/her responsibilities.
	administrative28PS373PG3: The Supervisor II is responsible for all management functions for their units, the maintenance of effective policies and procedures and organizational structure and staff.
	personal29PS373PG3: The Supervisor II has frequent contact with: other departmental analysts and managers, including Executive staff,
regarding program and fiscal related issues; county welfare department and Child Care agency staff regarding fiscal policy inquiries; federal agencies such as the Administration of Children and Families, and other state and county agencies. Communication is both written and verbal and may involve information requests, resolution of problems, settlement negotiation, and clarification of policy from a program, fiscal and/or personnel perspective.
	actions30PS373PG3: This position requires working under stressful conditions and irregular hours during peak workload periods. Professionalism and a collaborative approach are imperative.  Failure to provide accurate data and exercise sound judgment can result in significant consequences for the program and fiscally. Various welfare legislation enacted in the state over the last decade requires comprehensive research evaluations for all demonstration projects. Poorly designed and implemented programs could also result in the loss of federal funds. Failure to comply with federal funding requirements may place the department at risk of federal penalties, dis-allowances and loss of funding audit exceptions, and in some instances, of existing funds.
	other31PS373PG3: The estimates prepared by the Fiscal Forecasting Branch are the foundation for the Governor’s Budget as well as other legislation and are therefore subject to legislative schedules and time frames. In order to meet such deadlines, there are times throughout the year when mandatory overtime becomes a requirement for analysts and managers in the Branch. All estimates and work created by this unit are confidential in nature until they have been published. Knowledge of management procedures, personnel, budget processes and data systems is necessary.

This position requires strong supervision, communication and interpersonal skills. The Supervisor II is the acknowledged program expert of the unit's and/or bureau's operations.


