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DUTY STATEMENT

Classification:		Supervisor I
Job Title:			Assistive Technology (AT) Program Supervisor
Name:			N/A
Scheme/Class Code	JY15-4800 
Position Number:	813-068-4800-901
Reports to:		Deputy Director
FLSA Status:		WWG E
Division:			Independent Living and Community Access Division
Location			Voice Options Unit
Primary Assignment:	Plans, develops, and manages department’s assistive technology programs.


JOB OBJECTIVES:
Under the general supervision of the Deputy Director, the Supervisor I will plan, develop, manage, and report on the Department of Rehabilitation’s (DOR) current and future assistive technology (AT) grant programs. The AT Program Supervisor will provide critical resources to nonprofit community-based organizations and providers, manage day-to-day activities of the California AT Program, Voice Options, other AT related grants and programs, and help develop and build programs that support direct AT services to Californians with disabilities. The AT Program Manager will be the direct supervisor over the California AT Program and Voice Options analysts.

The AT Program Supervisor is responsible for managing the Assistive Technology Advisory Committee (ATAC) and AT State Plan, including seeking input from stakeholders and community groups to: enhance and grow AT programs; maximize impact and positive outcomes for Californians with disabilities who need access to AT. The AT Program Supervisor also serves as DOR’s primary point of contact with the California Public Utilities Commission (CPUC) for the Voice Options program.

ESSENTIAL JOB FUNCTIONS:

35% 	Provides leadership and direction to staff, oversees the preparation and administration of grants and contracts, and ensures compliance with state, federal, and grant requirements. Develops and implements policies and procedures, coordinating with the California Public Utilities Commission (CPUC), community partners and stakeholders, and managing the Assistive Technology Advisory Committee (ATAC) and AT State Plan. Analyzes programmatic issues, recommends improvements to enhance service delivery, prepares reports, resolves operational challenges, and responds to inquiries and escalated concerns. 

	
35%	Provides recommendations on best practices to improve service delivery and strengthen grant and contract management, while implementing policy and procedural changes and offering guidance to community-based organizations seeking to partner or enhance their programs. Develops and executes AT State Plan goals in collaboration with the ATAC and other stakeholders, maintaining strong relationships with staff, partners, and governmental agencies, and representing DOR with state and nonprofit entities. Responds to ad‑hoc inquiries and escalated concerns, resolving complex operational issues related to independent living, accessibility, and supports for individuals with disabilities.

15%	Plans, organizes, directs, and reviews the workload of the California AT and Voice Options program staff; prepares required program reports; assigns priorities and supervises staff; and ensures timely, accurate completion of work. Provides direct supervision, personnel management, and staff development including training, career development, and timely performance evaluations. Provides formal and informal mentoring opportunities for direct reports. Attends meetings (departmental, managerial, divisional, unit/section, team, 1:1, etc.)

10% 	Oversee technical assistance and training programs for internal and external stakeholders, reviews relevant legislation, and leads efforts to maintain program effectiveness, accessibility, and alignment with departmental goals while fostering strong partnerships throughout the statewide AT community. Works with divisional team to create and host biennial summits for statewide stakeholder attendance. 

MARGINAL JOB FUNCTIONS:

5%	Performs other related duties, as required.


Travel: 	Up to 5% travel may be required to attend forums, conferences or trainings or meetings. 

All Times:	Communicate effectively in a professional, tactful, respectful manner with individuals from varied experiences, perspectives and backgrounds, by telephone, email and other technologies as well as in-person; provide excellent customer service to both internal and external customers; ensure the timely completion of assignments; attempt to resolve individual concern at the lowest possible level; offer other dispute resolution options, and elevate to next level if needed; use initiative, problem solving skills, organizational skills, good judgment, and resourcefulness.  

Work Environment and Physical Requirements

The majority of the work will take place in one of the following locations with consumers, the public, colleagues, and other stakeholders: a DOR open office setting in a cubicle environment, offsite in the community, at events and various partner locations, and/or at an approved alternate work location. The incumbent must have the ability to work in an office setting for up to 40 hours per week and remain at a workstation for extended periods while utilizing a personal computer, peripherals, and other office equipment with or without accommodation. The incumbent will be working in an office setting with both natural and artificial lighting. Strong interpersonal skills are required to interact effectively with consumers, the public, colleagues, and other stakeholders. 
Consequence of Error: 

This position has responsibility to help ensure that the principles and practices of the Division are carried out and implemented in accordance with the Department’s mission, policies, and procedures, as well as federal, state, and local laws. Lack of knowledge, inaccurate work, misunderstanding, poor judgement, or inadequate analyses could result in misleading information being provided to the Department, state and local agencies or create misleading perceptions.

Note: It is the policy of the Department of Rehabilitation to provide equal employment opportunity to qualified individuals with disabilities through compliance with FEHA and ADA (where it would result in broader protection of the civil rights of an applicant or employee with a disability).  

I have read, understand, and agree to perform the above listed duties and all duties typically performed by this classification. I certify that I possess essential personal qualifications including integrity, initiative, dependability, good judgment, and ability to work cooperatively with others and in a state of health consistent with the ability to perform the assigned duties as described above with or without reasonable accommodations.

________________________________		___________
(Employee’s Name)					Date



_______________________________		____________
(Supervisor’s Name and Title)			Date

Original:  Employee’s Official Personnel File
Copies:  Employee and Supervisor’s drop file
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