
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:

Page 2 of 3



B.  SUPERVISION RECEIVED:

C.  ADMINISTRATIVE RESPONSIBILITY:

D.  PERSONAL CONTACTS:

E.  ACTIONS AND CONSEQUENCES:

F.  OTHER INFORMATION:
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	Text1PS373PG1: Vacant
	Text2PS373PG1: Analyst III
	Text3PS373PG1: 812-5402-955
	Text4PS373PG1: CCLD/Central Operation Branch
	Text5PS373PG1: Information Technology Liaison Bureau 
	Text6PS373PG1: Edna Simbi
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	box11PS373PG1: Off
	box12PS373PG1: Off
	box13PS373PG1: Yes
	other14PS373PG1: All applicants will be fingerprinted and must pass a criminal background check
	date15PS373PG1: 
	date16PS373PG1: 
	box17PS373PG1: Yes
	box18PS373PG1: Off
	box19PS373PG1: Off
	box20PS373PG1: Off
	ssup21PS373PG1: 0
	number22PS373PG1: 
	lead23PS373PG1: None
	mission24PS373PG1: The Community Care Licensing Division's (CCLD) mission is to promote the health, safety, and quality of life of each person in community care through the administration of an effective collaborative regulatory enforcement system.
	concept25PS373PG2: The Facility Management System (FMS) is a Salesforce-based enterprise licensing platform that will replace multiple legacy licensing systems within the Community Care Licensing Division (CCLD). Under the general direction of the Information Technology Liaison Bureau (ITLB) Bureau Chief (Manager II), the Analyst III performs advanced analytical, consultative, and coordination work in support of FMS implementation. The position works collaboratively with CCLD program staff, Information Systems Division staff, and contractors to support business process reengineering (BPR), discovery, design, testing, data migration, and implementation activities for the Salesforce platform.
	responsibilities26PS373PG2: 30% – Discovery, Design, and Solution Analysis Support

Working closely with the project team, the Analyst III performs advanced analysis to support FMS discovery and design activities. Responsibilities include analyzing business requirements, evaluating solution options, supporting development of future-state processes, and ensuring alignment with statutory, policy, and operational needs. The Analyst III facilitates design discussions, documents decisions, and supports development teams by translating business needs into clear, actionable requirements.



25% – Business Process Reengineering (BPR) and Operational Improvement

Leads and supports BPR efforts to streamline and optimize licensing operations impacted by FMS. Responsibilities include reviewing current-state workflows, developing future-state process recommendations, supporting implementation of approved BPR changes, and ensuring alignment with organizational objectives. The Analyst III develops documentation, supports cross-functional collaboration, and assists with performance measurement and compliance considerations.



20% – Cross-Functional Coordination and Stakeholder Engagement

Works collaboratively across CCLD programs, CDSS divisions, ISD, vendors, and other stakeholders to ensure system development meets business needs and complies with applicable standards, policies, and procedures. Facilitates stakeholder meetings, coordinates input sessions, supports consensus-building, and ensures statewide processes are consistently documented and applied.



15% – Project Coordination, Communication, and Reporting

Contributes to project-level planning, coordination, and decision-making activities. Represents CCLD at project meetings, prepares written reports and briefings, communicates project status, and responds to inquiries related to system development, implementation progress, and operational impacts.



5% – Dependency Monitoring and Impact Analysis

Monitors related projects, initiatives, and legislation to identify dependencies or impacts affecting FMS implementation. Ensures coordination with related efforts and documents impacts to timelines, scope, or implementation planning.



5% – Other Duties as Required


	supervision27PS373PG3: The Analyst III reports to and receives general direction from the ITLB Bureau Chief (Manager II).
	administrative28PS373PG3: Administrative responsibility is limited to project coordination, execution tracking, documentation, and advisory support related to the Facility Management System (FMS).
	personal29PS373PG3: Develops and maintains effective working relationships with CCLD branches and programs, CDSS divisions, ISD, vendors, and external stakeholders to support coordination, information sharing, and successful execution of all phases of the FMS project.
	actions30PS373PG3: Failure to exercise sound judgment, manage sensitive information appropriately, or complete assigned analytical and coordination responsibilities may result in delayed project milestones, increased costs, system readiness issues, or reduced service quality. Inadequate performance may negatively impact licensing operations and the Department's ability to approve or advance future system initiatives.
	other31PS373PG3: This is an advanced journey-level classification requiring a high degree of professional and analytical skill. The Analyst III must demonstrate strong written and verbal communication skills, the ability to work effectively in a complex, multi-stakeholder environment, and the capacity to manage competing priorities. This is a limited-term position with possibility of becoming permanent.


