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1. Institution/Division/Office:

2. Enterprise/Unit:

3. Classification Title:

4. Working Title: 

5. Position Number (Agency-Unit-Class-Serial): 6. CBID: 7. WWG: 8. Working County:

9. Tenure: 10. Time Base:

11. License Requirement: 12. Endorsement Requirement:

13. Retirement Category: 14. Work Schedule:

15. Incumbent Name (If known): 15a. Effective Date: 

16. Briefly (1 or 2 sentences) describe the position’s organization setting and major functions:

17. Percentage (%) of
time performing
duties:

18. Indicate the duties and responsibilities assigned to the position and the percentage (%) of time spent for
each. Group-related tasks under the same percentage (%) with the highest percentage (%) listed first.

ESSENTIAL FUNCTIONS 

(Essential Functions Continued on Page 2) 
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17. Percentage (%) of
time performing
duties:

18. Indicate the duties and responsibilities assigned to the position and the percentage (%) of time spent for
each. Group-related tasks under the same percentage (%) with the highest percentage (%) listed first.

ESSENTIAL FUNCTIONS

(Marginal Functions on Page 3) 
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17. Percentage (%) of
time performing
duties:

18. Indicate the duties and responsibilities assigned to the position and the percentage (%) of time spent for
each. Group-related tasks under the same percentage (%) with the highest percentage (%) listed first.

MARGINAL FUNCTIONS 

(Expectations & Requirements on Page 4) 
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ADDITIONAL EXPECTATIONS 

SPECIAL REQUIREMENTS 

The California Correctional Training and Rehabilitation Authority (CALCTRA) operates within 
California Department of Corrections and Rehabilitation (CDCR) facilities. CDCR does not 
recognize hostages for bargaining purposes. CDCR has a "NO HOSTAGE" policy, and all incarcerated 
individuals, visitors, non-employees, and employees shall be made aware of this. 
19. Supervisor Statement: “I have discussed the duties of the position with the employee”.
20. Date Supervisor Provided Employee with a Copy of this Duty Statement:
PRINT EMPLOYEE NAME: EMPLOYEE SIGNATURE: DATE: 

PRINT MANAGER/SUPERVISOR NAME: MANAGER/SUPERVISOR SIGNATURE: DATE: 

HR APPROVAL: 


	1 InstitutionDivisionOffice: Central Office/Administration Division
	2 EnterpriseUnit: Human Resources
	3 Classification Title: Manager II
	4 Working Title: Chief, Human Resources
	5 Position Number AgencyUn tClassSerial: 063-043-4802-001
	8 Working County: Sacramento
	12 Endorsement Requirement: N/A
	14 Work Schedule: Monday - Friday, 8:00AM - 5:00PM
	15 Incumbent Name If known: Vacant 
	15a Effective Date: 
	17 Percentage  of time performing duties: 

30%





30%



	17 Percentage of time performing duties: 

15%




10%




10%





	17 Percentage  of time performing duties_2: 
5%

	20 Date Supervisor Provided Employee with a Copy of this Duty Statement: 
	PRINT EMPLOYEE NAME: Vacant 
	DATE:  
	PRINT MANAGERSUPERVISOR NAME: Tina Ramirez 
	DATE_2: 
	HR APPROVAL: NO 3/24/2026
	16 Briefly 1 or 2 sentences describe the positions organization setting and major functions: Under the general direction of the Deputy Director, Administration Division, the Chief of Human Resources (HR), is responsible for the management of the fully developed human resources program of CALCTRA.  HR consists of the following functions: Classification and Pay; Workers' Compensation/Return-to-Work program; Exams, Recruitment and Selection; Certification; Payroll and Transactions; Position Control and Workforce Analysis; Labor Relations, and Staff Development.
 
	18: 
	 Essential Functions: Direct and manage supervisory, professional, technical and support staff responsible for all aspects of Human Resources, including: Transactions, Benefits, Staff Development, Recruitment, Workers Compensation/Return-to-Work, and Labor Relations, along with providing oversight and direction to staff engaged in a variety of other HR activities; evaluate performance; assign, review, and edit the work of staff; formulate and administer statewide HR policies and procedures; direct staff in the development of policies and procedures for various HR activities; direct the establishment and monitoring of systems in the various functional areas to ensure compliance with established rules, policies, and procedures; make recommendations to executive management and propose changes to policy and procedures.
 
Oversee the development of policies and procedures relating to CALCTRA's HR and Labor Relations management programs; consults with and advises management regarding various HR and labor relations related issues. Provide assistance and advice to management on HR administration matters; advise management on human resources interpretation and application of contract provisions; advise management on the proper course of action in dealing with complex HR issues; oversee activities associated with CALCTRA budget reductions, enterprise closures, or other overage situations, including the layoff and placement process; participate in union negotiations; oversee the direction of investigations related to nepotism and merit issue complaints; and oversee the development of goals and timetables for hiring staff in under-represented groups.
	 Essential Functions1:  
Through the Labor Relations Manager, monitor the statewide CALCTRA incarcerated worker grievance/appeals (602) program; ensure mandated timelines are met, program meets required laws and regulations, and the Legal Office and management are kept abreast of significant finding or issues.
 
Attends meetings to discuss policy issues and activities of CALCTRA; make presentations to Correctional Training and Rehabilitation Board (CTRB) on HR and Labor Relations activities; and serve on other committees, as needed. Represent CALCTRA and provide testimony at administrative hearings, including grievances, labor arbitrations, meetings with various employee labor organizations, adverse action, examination, involuntary transfer and layoff appeals, and provide testimony at civil hearings regarding human resources policies.  Works closely with attorneys representing CALCTRA and oversees the direction of staff in the compiling of materials and data needed for the preparation of CALCTRA's defense.  
 
Determine annual budget needs; oversee the preparation of budget change proposals and equipment requests; monitor HR/SDU expenditures; review and evaluate periodic expenditure reports prepared by staff; and determine ways to reduce costs as needed. Remain current on trends and activities which pertain to personnel management.
 
 
 
 
 
 
 
 
 
	 Marginal Functions:  
Attend off-site meetings, complete all mandatory and job-related trainings, and provide expert level guidance to executives related to all areas of HR. 
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