
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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	ssup21PS373APG1: None.
	number22PS373APG1: 
	lead23PS373APG1: N/A
	mission24PS373APG1: The Safety, Prevention and Early Intervention Branch is responsible for policy, program planning and the funding of organizations and counties that address the safety and well-being of children, youth, and families using prevention and early intervention strategies. The main policy focus areas are in emergency response to child abuse or neglect , the commercial sexual exploitation of a child or non-minor, substance abuse, family maintenance, and the office of child abuse prevention. Additional responsibilities include, financial audit reviews of non-profit organizations, providing centralized administrative and program supports to the Division.
	concept25PS373APG2: Under the direction of the Branch Chief, the Analyst I will provide direct administrative and program support to the branch and lead analysts in coordinating technical assistance to County Child Welfare Departments and their multidisciplinary partners, supporting the maintenance of internal systems and correspondence, and assisting lead analysts in developing responses to policy and practice interpretations as they relate to the implementation of the Family First Prevention Services (FFPS) Program and other major prevention initiatives and reform efforts. This position requires a skill set to work independently, communicate clearly, be organized, possess relationship skills to collaborate with internal and external stakeholders, and the ability to connect the work to the mission. 
	responsibilities26PS373APG2: 25% Assist team in providing technical assistance to county Child Welfare Departments and their multidisciplinary partners via virtual meetings, conference calls, webinars, and/or email correspondence. This includes scheduling calls and trainings, preparing agendas, taking notes, completing action items and assisting the lead analysts with any additional support requested by the stakeholder. Use these meetings to assist lead analysts in developing responses to policy and practice interpretations. 

25% Provide administrative and program support via such activities as maintenance and monitoring of the FFPS Program Inbox, obtaining certification in accessibility, coordination of monthly webinars and screenings, updates and maintenance of branch websites, organizing the development of a Frequently Asked Questions, organization and maintenance of the team’s SharePoint sites, collection and organization of prevention plans, expenditure and data reports, as well as county child welfare and probation department contact logs.

20% Assist lead analysts with the development of written or oral responses, as appropriate, to queries from other governmental entities and the public regarding FFPS and other major prevention efforts as well as any contract administration including processing invoices, routing packages, and supporting follow up action items. 

15% Collaborate and support branch management and lead analysts to provide support and feedback on current prevention and intervention strategies that will continually inform and improve the branch's guidance and technical assistance that it provides to counties. Assist lead analysts in drafting written speeches, talking points, issue papers, memos, and written reports to management, the federal government, and to the Legislature.

10% The Analyst I assists with analyzing less complex proposed state and federal legislation relating to services for children and families; writes bill analyses, develops and evaluates alternatives to legislation, prepares background information to be used for briefing management and participates in and/or provides materials for committee-hearing testimony. The Analyst I represents the Department at a variety of meetings held by public and private entities.

5% Perform other duties as required.

	supervision27PS373APG3: The Analyst I receives general direction from the Branch Chief and works independently on less complex assignments and act as a team member on collaborative projects. The Analyst I periodically completes and submits progress and status reports to the Branch Chief.
	administrative28PS373APG3: None.
	personal29PS373APG3: The Analyst I has frequent contact with other Department staff, county welfare and social service departments, other state departments and agencies, public and private non-profit agencies, community-based and other child advocacy organizations, federal program staff and occasional contact with the legislative branch staff and the general public. 
	actions30PS373APG3: The Analyst I exercises professional judgment in analyzing issues and making recommendations regarding the design and delivery of public social services. Faulty analyses, ineffective program development or inaccurate technical assistance information, may result in inadequate or inappropriate services for children and families, or inefficient use of state, federal and local funds.
	other31PS373APG3: Knowledge of collaborative teaming, family strengthening systems is essential; analytical and written and oral skills are necessary; and knowledge of integrating state systems serving the same vulnerable population is desirable. Knowledge and experience of the Microsoft Office suite (i.e., Excel, PowerPoint, and Word), and the Windows operating system is required. 


