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DUTY STATEMENT

Classification: 		Analyst II 
Job Title:	Vocational Rehabilitation Contract Manager
Name:			
Scheme/Class Code	5393
Position Number:	813-024-5393-XXX
FLSA Status:		WWG 2  
Division:	Specialized Services Division/Deaf and Hard of Hearing Services Section
Location:	Central Office
Primary Assignment: Performs duties as the ASL Interpreting and Captioning Services Contract Manager

JOB OBJECTIVES:
Under the direction of the Supervisor I in the Deaf and Hard of Hearing Services (DHHS) Section, the Analyst II independently performs complex analytical and contract management work in support of district American Sign Language (ASL) interpreting and captioning services. This requires a strong understanding of ASL interpreting and captioning service models, industry standards, and accessibility requirements to effectively support service delivery and contract oversight.
The incumbent has primary responsibility for the development, administration, and monitoring of contracts, including fiscal oversight, vendor management, and compliance with departmental policies and applicable federal and state regulations, including Federal Title I Vocational Rehabilitation program requirements and the Americans with Disabilities Act (ADA).
This includes analyzing contract utilization and expenditures, ensuring compliance with contract terms and accessibility requirements, and supporting the continuity of services through effective contract planning and oversight.
Using a high degree of initiative, judgment, and analytical skill, the incumbent evaluates contract performance, identifies risks and service gaps, and provides recommendations to management to support informed decision-making and efficient use of resources.
The incumbent also serves as a key liaison between district staff, contracted vendors, and internal stakeholders, and provides consultation on complex and high-impact service requests to ensure alignment with contract parameters, funding limitations, and program priorities.
ESSENTIAL JOB FUNCTIONS:

Performs the following duties:

50%	Contract Management and Fiscal Oversight: Manages district ASL interpreting and captioning contracts and related administrative contracts in collaboration with the DHHS Supervisor I and District leadership. Develops and coordinates contract requests, amendments, and renewal documents in partnership with Contracts and Procurement Services and Budgets to support ongoing service delivery.

In support of contract execution, initiates and coordinates procurement actions, including the development and processing of quote requests and purchase orders, ensuring alignment with procurement requirements and timelines. Coordinates submission of vendor payee information for eligibility review and confirms small business certifications, as applicable.

Oversees the full contract invoicing lifecycle, including reviewing invoices for accuracy and compliance with contract terms, and processing invoices in accordance with Prompt Payment Act requirements. Tracks contract balances, expenditures, and utilization trends to ensure continuity of services and alignment with available funding, including monitoring encumbrances and completing disencumbrances. Conducts periodic reviews of supporting documentation and billing practices to maintain accuracy and accountability. Resolves invoice discrepancies and billing-related disputes in coordination with vendors and internal partners.

Analyzes fiscal data and contract utilization to identify risks and potential shortfalls. Based on these analyses, provides recommendations to management regarding funding needs, contract adjustments, and resource allocation to support uninterrupted service delivery. 
25%	Vendor and Relationship Management: Provides consultation and support on complex or high-impact service requests that may affect contract utilization, funding, or vendor performance, and collaborates with staff to determine appropriate solutions.
Establishes and maintains professional relationships with contracted vendors, district staff, and partner organizations to support effective service delivery. Serves as a point of contact for vendors regarding contract performance and service delivery concerns and leads resolution of escalated or complex issues that impact contract utilization, funding, or vendor performance.
Addresses vendor performance issues by coordinating with appropriate stakeholders to resolve concerns related to service quality, timeliness, or fulfillment. Conducts contract evaluations, including coordinating and participating in on-site or virtual reviews, and documents findings.
Based on evaluation results, supports the development and documentation of corrective action plans to address performance concerns and ensure compliance with contract expectations, and coordinates implementation with Contracts and Procurement Services, as appropriate. Communicates vendor performance trends to support continuous improvement in service delivery.
10%	Contract and Fiscal Compliance: Collaborates with internal partners to interpret policies, procedures, and regulatory requirements. Provides guidance to staff to support consistent application and compliance. Develops job aids and provides training, as needed, to reinforce compliance with established requirements and promote consistent practices.
Ensures contract and fiscal compliance with departmental policies and applicable federal and state regulations, including Federal Title I Vocational Rehabilitation requirements and the Americans with Disabilities Act. Reviews contract documentation and related records to ensure completeness, accuracy, and adherence to established requirements.
Supports audit readiness by maintaining organized records and ensuring required documentation is complete, accurate, and accessible for review. Prepares compliance-related documentation and summaries, as needed, to support internal reviews and audits.
5% 	Special Projects: Performs special assignments and projects related to contract management, fiscal oversight, and service delivery, as assigned by the DHHS Supervisor I. Supports cross-functional initiatives by coordinating with internal partners and contributing to process improvements, documentation updates, and implementation of procedures.
Assists with the development of materials, reports, or tools to support operational and compliance-related activities. 
5%	Team Support and Coverage: Provides limited backup support to other team functions, as needed, to ensure continuity of operations. Assists with coverage during workload surges or high-priority needs, within the scope of the classification and in coordination with the DHHS Supervisor I.

MARGINAL JOB FUNCTIONS:

5% 	Represents the Section and the Department at public meetings, conferences, trainings, and other events. Delivers presentations with prior approval from the DHHS Supervisor I. Supports Department events, including the annual Senate Bill 105 Conference. 

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

All Times:	Communicate effectively and professionally with individuals from diverse backgrounds, both verbally and in writing, using email, virtual platforms, and other communication methods. Provide excellent customer service to internal and external stakeholders. Ensure timely completion of assignments and exercise sound judgment, initiative, and problem-solving skills. Address concerns at the lowest appropriate level and elevate issues as needed.

Work Environment and Physical Requirements
Work is performed in a combination of a DOR office setting and a telework environment, consistent with departmental telework policies. Duties may also require work at offsite locations, including community settings, events, and partner locations, as needed. 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 desktop computer, peripherals, and other office equipment, with or without reasonable accommodation. The work environment includes both natural and artificial lighting. The incumbent must effectively interact with colleagues, stakeholders, and members of the public.
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

Rev: 12/11/2025		
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