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DUTY STATEMENT

Classification:		Supervisor I
Job Title:			Southern Field Manager
Name:			
Scheme/Class Code	4800
Position Number:	813-009-4800-004
Reports to                   Section Chief (Supervisor II) 
FLSA Status:		WWG E
Division:			Specialized Services/Business Enterprises Program (009)
Location			Southern Field Office
Primary Assignment:	Supervision
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Objectives 
	Under the general direction of the Business Enterprises Program (BEP) Manager, (Supervisor II), the Supervisor I provides leadership in collaboration with the BEP Central Operations Manager, the Business Enterprises Consultant, and the Northern Field Manager to advance Southern Field Office functions and other related major projects within the BEP. Leads staff in performing advanced analyses and identifying risk‑mitigation solutions.  The Supervisor I also facilitates cooperative relationships with BEP vendors, contractors, and other stakeholders in support of the BEP program. Using initiative, good judgment, and resourcefulness, the Supervisor I must analyze situations and resolve problems effectively. Ensures staff compliance with mandated statutes and regulations. Reviews and analyzes data for BEP locations to provide recommendations to management. Provides regular evaluations of field procedures and provides recommendations to management.







	Essential Functions
	

	50%
	Provide direct supervision to the Business Enterprise Program Southern Office staff, including Business Enterprise Consultants (Analyst II) and clerical support staff. Review and approve staff work for presentation to the BEP Manager, DOR Directorate, and the California Vendors Policy Committee (CVPC). Arrange training in support of staff’s Individual Development Plans (IDPs) and perform other required supervisory functions in compliance with personnel policies and procedures. Provide management support and coverage for the BEP Manager and BEP Central Operations Manager as needed. Make field inspections of food service facilities to ensure compliance with standards in the following areas:
· Contractual agreements
· Customer Service
· Merchandising
· Sanitation
· Safety and Food Standards (OSHA and local health codes)

Supervises a large equipment inventory at Southern California BEP locations including:

· Equipment transfers
· Identification tag requirements
· Annual physical inventory

Provides leadership to resolve issues with BEP vendors, including the timely handling of complaints and completing first level administrative review of vendor grievances and complaints in consultation with the Program Manager. 

Gathers information and responds to Public Records Act (PRA) requests in consultation with the Program Manager.  Audits and/or reviews financial documents submitted by Analyst II's and vendors.  Approves large purchase and repair expenditures.  Assists in locating suppliers and purveyors for purchasing and maintaining BEP equipment.  Establishes daily field office priorities in consultation with management.




Prepares weekly status reports, monthly financial reports and other reports required by management.



	40%
	Field Office Operations:  
Supervises clerical staff and prioritizes daily activities. Secures and administers service contracts for vending facility equipment, repair, and maintenance. Ensures that Department policy regarding the use of non‑contract service providers is strictly followed. Audits invoices for Analyst II’s approval to ensure contract compliance. Reviews and audits agreements and location permits submitted by Analyst II. Monitors contract balances and encumbers or disencumbers funds as necessary. Approves purchases for office supplies and makes the necessary arrangements for the repair and maintenance of administrative equipment in the Southern Field Office.
 

	

	
Reviews recommendations from the new location/selection staff      and presents those recommendations to management.
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Marginal Functions 
	Performs other related duties as required, including, but not limited to, testifying in vendor evidentiary hearings as requested.  Vending Facility Promotion:
Develop promotional standards, methods, and literature. 
Maintains liaison with policy level officials for the promotion of new food services facilities.  
Meets with and addresses groups interested in BEP and assists in developing interest and participation in the program. 
Negotiate agreements or contracts with building representatives. 

	
	

	5%
	Other duties as assigned in support of divisional and departmental activities. 



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

All Times:	Communicate regularly with DOR staff by telephone, email, video-conferences, Adobe Connect, AWARE, and other technologies as well as in-person; provide excellent customer service to both internal and external customers; ensure the timely completion of assignments; interact with consumers and coworkers in a professional manner, and with integrity and respect. Attempt to resolve individual concern at the lowest possible level; offer other dispute resolution options, and elevate to next level, if needed.

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 opportunities 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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image1.png
D@ DEPARTMENT of
REHABILITATION

Employment, Independence & Equality





