PROPOSED

Working Title of Position

STATE OF CALIFORNIA -
DEPARTMENT OF FORESTRY AND FIRE PROTECTION BHWP Wellness Unit Manager

POSITION ESSENTIAL FUNCTIONS DUTIES STATEMENT | Division and/or Subdivision

PO-199 (06/16) Behavioral Health & Wellness Program/
Wellness Unit
INSTRUCTIONS: The Director is required by Government Code Section Location of Headquarters: West Sacramento

19818.12 to report (or to record) “...material changes in the duties of any

position in his or her jurisdiction”. The Position Essential Functions Duties Work chatlon' W_e_St Sacramento
Statement is used for this purpose. Enter identifying information and effective | Class T'tle of Position
date at the right. Enter brief description of each of the important duties and Supervisor |

responsibilities of the position below. Group related duties in numbered Position Number
paragraphs and indicate the percentage of total time occupied. Indicate the _ . -
"essential functions" of the position by placing an asterisk (*) in front of those 941-035-4800-002

individual duties you determine to be essential to the job. Discuss the duties Effective Date
with the employee assigned to the position. Both the employee and
supervisor sign the document where indicated. The supervisor retains the
original document and provides a copy to the employee.

Percentage of Time | Effective on the date indicated, the employee assigned to the position identified above performs
Required the following duties and responsibilities.

Under the direction of the Behavioral Health and Wellness Program (BHWP) Supervisor Il, the
incumbent is responsible for directly supervising the staff responsible for the successful
development and implementation of the Department’s Wellness Unit in accordance with all
rules, regulations and accepted standards. Specific duties include but are not limited to:

25% Supervision and Staff Management

*Directly supervise staff responsible for the successful development and implementation of the
Department’s Wellness Unit in accordance with all rules, regulations, and accepted standards,
including but not limited to National Fire Protection Association codes and standards (NFPA
1583).*Plan, organize, and direct the work of analysts responsible for development,
implementation, administration, and evaluation of the Department’s physical fithess and
wellness components. *Evaluate employee performance, prepare and deliver performance
evaluations, and apply corrective action when needed. *Provide initial program orientation to
new employees, assess training needs of staff, and arrange or provide appropriate instruction.
*Promote teamwork internally within the Wellness Unit and externally with the BHWP to ensure
a fair, safe, and productive work environment. *Supervise social media content and Intranet
resources involving physical fithess and wellness unit resources. *Provide support to staff and
other special projects assigned, in accordance with the class specification.

Program Development, Management, and Oversight

*Provide direction and component oversite of various wellness tools such as, but not limited to,
online applications, wellness challenges, physical fitness program templates, standard
equipment lists for physical fitness equipment, and networking tools for Unit Physical Fitness
Coordinators (UPFC). *Oversee and monitor the statewide BeWELL voluntary wellness
screening program. *Regularly stay abreast of changing trends in wellness. *Assess, develop,
revise, and maintain Departmental policy, procedures, guidelines, and best practices.

25%

*These are the essential functions for this position. Essential functions are those functions that the individual who holds
the position must be able to perform unaided or with the assistance of a reasonable accommodation.

Equal Employment Opportunity (EEO) Statement: All CAL FIRE employees are expected to conduct themselves in
a professional manner that demonstrates respect for all employees and others they come in contact with during work
hours, during work related activities, and anytime they represent the department. Additionally, all CAL FIRE employees
are responsible for promoting a safe and secure work environment free from discrimination, harassment, inappropriate
conduct, or retaliation.

Job qualifications and/or conditions of employment:
See Page 3

"We have discussed this document in its entirety and understand the duties of this position.”

Employee Signature Date Supervisor Signature Date

Personnel use only [ Posted to Directory
Initials and date
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STATE OF CALIFORNIA -
DEPARTMENT OF FORESTRY AND FIRE PROTECTION BHWP Weliness Unit Manager

POSITION ESSENTIAL FUNCTIONS DUTIES STATEMENT
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Percentage of Time | Effective on the date indicated, the employee assigned to the position identified above performs
Required the following duties and responsibilities.

15% Collaboration, Liaison, and Stakeholder Engagement

*Work cooperatively with BHWP, Region, Unit, and Headquarters staff to identify health and
wellness needs, establish goals, identify objectives, responsibilities, and accountability
processes/procedures. *Actively participate in establishing and accomplishing identified goals
within the Wellness Unit using team-based project management tools, techniques, and
principles. *Act as the CAL FIRE subject matter expert/liaison between other state agency
wellness coordinators, including the California Department of Human Resources (CalHR), and
CAL FIRE’s field units and programs. *Work with all components of the Behavioral Health and
Wellness Program (BHWP), including but not limited to, Employee Support Services Unit,
Administrative and Family Support Unit, the BHWP Special Projects Unit. *Work with
Headquarter Programs such as, but not limited to, Department Safety Program and
Occupational Health Program (OHP). *Relay relevant information on a variety of wellness
topics, aligning with the strategic plan and policies/procedures, addressing both uniform and
support staff. *Liaise with CAL FIRE’s Business Services Office (BSO) to develop and manage
contracts necessary to carry out duties (including grant-related contracts and documentation).

15% Training and Education Delivery

*Provide instructional services, as needed, at the CAL FIRE Training Centers, Headquarters,
Regions and Unit levels. *Support staff with providing instructional services statewide. *Provide
directional oversite on the development, management, and implementation of grant-funded
training for Unit Physical Fitness Coordinators (UPFC), researching of qualified instructors and
tailoring course content for Department-specific needs. Work in collaboration with the BHWP
Training and Curriculum Development Bureau to ensure program messaging is accurate and
identified.

10% Program Evaluation, Reporting, and Data Management

*Work closely with staff and vendors to evaluate the success of Wellness Unit associated tasks,
by gathering feedback and providing reports to management and the BHWP Program
Administrator, as requested *Conduct research and prepare issue papers, reports, legislative
bill analysis, and assist with budget change proposals. *Work with staff to develop, revise, and
maintain Department Intranet resources on wellness, including topics such as physical fitness,
nutrition, mindset, mobility and stability, and screening/prevention. *Extract relevant data from
the Injury Assessment and Prevention System (IAPS) database to report to management and
share information, as approved, with the field. *Provide articles for the Department’s Annual
Focus on Safety, citing all sources of data. Work in collaboration with the BHWP Research and
Analysis Bureau.

*These are the essential functions for this position. Essential functions are those functions that the individual who holds
the position must be able to perform unaided or with the assistance of a reasonable accommodation.

Equal Employment Opportunity (EEO) Statement: All CAL FIRE employees are expected to conduct themselves in
a professional manner that demonstrates respect for all employees and others they come in contact with during work
hours, during work related activities, and anytime they represent the department. Additionally, all CAL FIRE employees
are responsible for promoting a safe and secure work environment free from discrimination, harassment, inappropriate
conduct, or retaliation.

Job qualifications and/or conditions of employment:
See Page 3

"We have discussed this document in its entirety and understand the duties of this position.”

Employee Signature Date Supervisor Signature Date

Personnel use only [0 Posted to Directory

Initials and Date




STATE OF CALIFORNIA Working Title of Position
DEPARTMENT OF FORESTRY AND FIRE PROTECTION BHWP Wellness Unit Manager

POSITION ESSENTIAL FUNCTIONS DUTIES STATEMENT
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Percentage of Time | Effective on the date indicated, the employee assigned to the position identified above performs
Required the following duties and responsibilities.

5% Financial and Administrative Oversight
* Work in cooperation with BHWP Finance and as needed with associated budget and
accounting offices, to monitor Wellness Unit expenditures.

5% Marginal Functions

*Respond to incidents in support of assigned peer support members. *Perform additional duties
as needed to support the mission, goals, and operations of the Behavioral Health and Wellness
Program as well as the Department Strategic Plan.

*These are the essential functions for this position. Essential functions are those functions that the individual who holds
the position must be able to perform unaided or with the assistance of a reasonable accommodation.

Equal Employment Opportunity (EEO) Statement: All CAL FIRE employees are expected to conduct themselves in
a professional manner that demonstrates respect for all employees and others they come in contact with during work
hours, during work related activities, and anytime they represent the department. Additionally, all CAL FIRE employees
are responsible for promoting a safe and secure work environment free from discrimination, harassment, inappropriate
conduct, or retaliation.

Job qualifications and/or conditions of employment:

Must be able to work a 40-hour work week schedule. Must have the ability to work independently and with teams.
Travel may be required for 20% or more of each work week. Travel may be local or statewide and may involve
overnight stays or weekend travel.

"We have discussed this document in its entirety and understand the duties of this position.”

Employee Signature Date Supervisor Signature Date

Personnel use only [ Posted to Directory

Initials and Date




