STATE OF CALIFORNIA - HEALTH AND HUMAN SERVICES AGENCY

CALIFORNIA DEPARTMENT OF SOCIAL SERVICES

State of California - Department of Social Services

DUTY STATEMENT

EMPLOYEE NAME:

TBD

CLASSIFICATION:

Research Data Analyst Il

POSITION NUMBER:

800-803-5731-004

DIVISION/BRANCH/REGION: (UNDERLINE ALL THAT APPLY)

CCLD/Policy, Training and Quality Improvement Branch

BUREAU/SECTION/UNIT: (UNDERLINE ALL THAT APPLY)

Quality Assurance Unit

SUPERVISOR'S NAME:

Micaela Williams

SUPERVISOR'S CLASS:

Supervisor |

SPECIAL REQUIREMENTS OF POSITION (CHECK ALL THAT APPLY):

Designated under Conflict of Interest Code.

O 0o oo

None

(]

Other (Explain below)

Duties require participation in the DMV Pull Notice Program.
Requires repetitive movement of heavy objects.

Performs other duties requiring high physical demand. (Explain below)

Criminal record background check required by DOJ and FBI.

| certify that this duty statement represents an accurate
description of the essential functions of this position.

| have read this duty statement and agree that it represents the

duties | am assigned.

SUPERVISOR'S SIGNATURE

DATE

EMPLOYEE'S SIGNATURE

DATE

SUPERVISION EXERCISED (Check one):

O None [J  Supervisor

[l Lead Person

[J 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:

The Quality Management Bureau (QMB) provides accurate and timely information along with training and support to
the entire Community Care Licensing Division (CCLD), its licensees, and public to assure individuals who live in
licensed community care facilities are safe and receive high quality care.

PS 373 (8/00)
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CONCEPT OF POSITION:

The Research Data Analyst Il (RDAII) supports the Continuous Quality Improvement (CQI) initiatives of the CCLD
programs. The RDAII analyzes data, identifies program trends, and forecasts staffing and training needs. The RDAII
will help improve program efficiency, and collaborate closely with the Inspection Process Project team and
stakeholders. The role requires strong Microsoft Excel skills or other data analysis software. Familiarity with the
CCLD Field Automation System (FAS), Licensing Information System (LIS), and Compliance and Regulatory
Enforcement (CARE) Tools are desired.

A. RESPONSIBILITIES OF POSITION:

40% Independently conducts technical research and statistical analysis related to community care facilities and
caseloads. Uses research methods to identify and explore problems in these areas. Responsible for analyzing written
and numerical data obtained from CCLD information systems and other data collection systems, e,g, Compliance and
Regulatory Enforcement (CARE) Tools. Measures program productivity and efficiency, providing valuable insights for
the management team to enhance field operations. Applies intermediate and advanced research and statistical
methods to delve into complex issues. This includes exploring problems, interpreting findings, and creating intricate
computerized spreadsheets. Responsibilities extend to researching and preparing various statistical data and reports,
which will serve to answer inquiries from management and field offices. Collaboration with CCLD programs is vital to
ensure their needs are met and complement their quality assurance initiatives.

40% Supports staff by assisting in the development of automated methods for collecting, reporting, and utilizing data.
Collaborates with program staff and Division managers, and identifies and addresses data, information, and
system-related challenges. Involved in consultations and meetings with various units, including Adult and Senior Care,
Child Care, Children's Residential Program Leadership, Project Management, Policy units, and external partners like
Sacramento State University. Works closely with the Information Systems Division to optimize system functionality.

15% Prepares statistical reports and assumptions based on the analysis of data collected during program and system
reviews. Tasked with identifying immediate health and safety risks to clients in care that require follow-up actions by
the Department. Identifies inconsistencies in the adherence to policies and procedures and identifies training needs
for field staff.

5% Duties may also encompass preparing and delivering presentations and training sessions for the Department's
internal and external stakeholders, and may involve occasional travel.
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B. SUPERVISION RECEIVED:

The RDA 1l receives direct supervision from the Supervisorr I, Quality Assurance Unit.

C. ADMINISTRATIVE RESPONSIBILITY:

None.

D. PERSONAL CONTACTS:

RDA 1l must work closely with staff from Project Management, Research Automation and Data Division, QMB
Bureau Chief, QA Unit Supervisor | and other QA Unit staff. The RDA Il has contact with the Program
Administrator, Assistant Program Administrators, Regional Managers, Program and Regional Office staff at all levels
as well as staff in other programs within the Division.

E. ACTIONS AND CONSEQUENCES:

Not having this position would result in the use of incorrect statistical information by management or unavailable
statistical information and increase the risk of adopting policies which are ineffective in promoting the health and
safety of vulnerable clients in community care settings. In addition, the RDA Il must be able to objectively handle
assignments and diplomatically work with others. Failure to exercise tact and good judgment in dealing with others
can result in the Program’s loss of credibility.

F. OTHER INFORMATION:

The position requires strong personal computer, analytical, statistical, interpersonal, and communication skills. It
requires knowledge of statistical sampling, statistical analysis, and research methodologies. Expertise in Microsoft
Excel is required and knowledge of various database and statistical software packages including CCLD's FAS and
LIS is highly desirable.
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