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Description automatically generated with low confidence]DUTY STATEMENT

	1. POSITION INFORMATION

	Civil Service Classification 
	Working Title 

	Information Technology Manager I
	Financial Management Chief

	Employee Name 
	Position Number

	Vacant 
	791-753-1405-003

	Project/Division Name
	Supervisor’s Name

	

	Peter Bedell

	Unit
	Supervisor’s Classification

	Financial Management Office 
	Information Technology Manager II

	Physical Work Location
	Duties Based on:

	2870 Gateway Oaks Blvd. Sacramento, CA 95833
	☒ Full Time ☐ Part Time - Fraction Click here to enter text.

	Effective Date
	

	TBD
	

	2. REQUIREMENTS OF POSITION

	Check all that apply:
☒ Conflict of Interest Filing (Form 700) Required	☐ Requires Fingerprinting & Background Check
☐ May be Required to Work in Multiple Locations	☐ Other (specify below in Description)

	Description of Position Requirements (e.g., the position may move from project to project upon business need, managing staff at an alternate location, graveyard/swing shift, frequent travel, etc.): 

	Remote Centered. Hybrid workplace environment. Hybrid is currently defined as: Requires two (2) on-site
business workdays. In office Wednesday (Core Day) and one (1) alternate workday on-site. Days of the
week subject to change. Telework available based on business need.



	3. DUTIES AND RESPONSIBILITIES OF POSITION

	IT Domains used:

	☒ Business Technology Management
☐ Client Services
☐ Information Security Engineering
	☒ Information Technology Project Management
☐ Software Engineering
☐ System Engineering

	Summary Statement (Briefly describe the position’s organizational setting and major functions):
Under the general direction of the Child Welfare Digital Services (CWDS) Project Management Office (PMO) Director (Information Technology Manager II), the Fiscal Management Chief will plan, manage, and report all financial data pertaining to Child Welfare System/Case Management System (CWS/CMS) and Child Welfare System-California Automated Response and Engagement System (CWS-CARES) project budget and fiscal (financial) functions. The Fiscal Management Chief provides strategic direction and leads the most difficult analysis for expenditures and projections reporting and recommendations to project leadership. Coordinates with internal and external stakeholders for financial, administrative, and contract activities in support of the CWDS. This role works closely with the CWDS Vendor and Contract Management Chief to understand and report contract expenditures and projections, analyze and communicate impacts to the budget by state fiscal year, and mitigate any fiscal risks.   

	Percentage of Duties
	Essential Functions

	40%
	Provides leadership and direction to team members and other project staff on state and federal budget policies, procedures, practices, and standards. Leads and manages fiscal management tasks related to the CWDS budget, expenditures, fiscal risk and issue management, and procurement.  Leads and manages the development and monitoring of the project budget. Serves as a member of CWDS’ management team to formulate, analyze, revise, interpret, and evaluate fiscal requests from the Department of Finance, Health and Human Services Agency, OSI FLSD, and other stakeholder groups.  Make recommendations and advise the Executive Leadership on the strategic management and or direction of very large and complex Information Technology (IT) project resources. Collaborates with control agencies to comply with state and federal administrative requirements pertaining to project cost management.

	25%
	Provides leadership and direction in the development of project management and budget related information on procurements Inter-Agency Agreements (IAA), and other Information Technology (IT) procurements. These activities generally include the development of project management related requirements, evaluation criteria, and responses to the bidder community. Participates in solicitation activities, such as bidder conferences, confidential discussions, evaluations, and other solicitation activities as needed. Manages all project management support services contracts to ensure contractor obligations are fulfilled. Contract management activities include managing and monitoring contractor performance, deliverable acceptance process, and payments as well as preparing work authorizations and contract amendments. Identifies risks and issues related to procurement and contract management activities and recommends alternatives that lead to the best solution.  Develop procurement and contract ad hoc reports as necessary.

	10%
	Responsible for the development of state and federal project approval funding documents (e.g., Special Project Report and federal funding approval documents (e.g., Advance Planning Documents). Manages the development of other control agency reporting documents (e.g., Project Status Reports). Ensures the project management related information provided in these documents is in compliance with State policies and federal regulations. Reviews the draft documents and provides recommended changes to ensure alignment with the project’s goals and objectives.

	10%
	Collaborates with a multi-functional team made up of State, county consultant, and contractor personnel. Prepares and gives presentations, including collateral, to State executives and various stakeholder groups. Participates in meetings with representatives from the California Department of Social Services (i.e., Project Sponsor), County Welfare Directors Association, California counties, vendors, and other entities associated with various CWS automation efforts.

	10%
	Performs various supervisory responsibilities related to staff management and development.  Evaluates necessary staff resources and training needs.  Establishes performance standards and expectations by conducting probationary reviews, annual Individual Development Plans, constructive intervention, corrective and disciplinary actions, and training to enhance personnel growth.  Establishes reasonable deadlines and monitors staff’s workload to ensure work is completed accurately and timely.  Provides advice and consultation to staff on the most difficult and sensitive work issues.  

	Percentage of Duties
	Marginal Functions

	
5%
	
Perform other duties as assigned.

	4. WORK ENVIRONMENT (Choose all that apply from the drop-down menus)

	Standing:	Rarely (1-6%)
	Sitting:	Frequent (51-75%)

	Walking:	Not Applicable
	Temperature:	Temperature Controlled Office Environment

	Lighting:	Artificial Lighting
	Pushing/Pulling:	Not Applicable

	Lifting:	Not Applicable
	Bending/Stooping:	Not Applicable

	Other:	Remote Centered. Hybrid workplace environment. Hybrid is currently defined as: Requires two (2) on-site business workdays. In office Wednesday (Core Day) and one (1) alternate workday on-site. Days of the week subject to change. Telework available based on business need. 

	Type of Environment:     a. N/A      b. N/A  

	Interaction with Public:    a. Select    b. Select    c. Select. 

	5. SUPERVISION

	Supervision Exercised (e.g., Directly – 1 Information Technology Supervisor II; Indirectly – 5 Information Technology Associates)

	Directly supervises various professionals. Directly – 1 – Supervisor II, 2 - ITS I, 1 – ITS II. Indirectly – 1 Supervisor I and 1 Analyst II


	6. 
SIGNATURES

	Employee’s Statement: 
I have reviewed and discussed the duties and responsibilities of this position with my supervisor and have received a copy of the Duty Statement and can perform the duties outlined above without a Reasonable Accommodation.

	Employee’s Name (Print)
Vacant 

	Employee’s Signature	Date


	Supervisor’s Statement:
I have reviewed the duties and responsibilities of this position and have provided a copy of the Duty Statement to the Employee.

	Supervisor’s Name (Print)
Peter Bedell

	Supervisor’s Signature	Date


	7. HRD USE ONLY

	Human Resources Division Approval

	☐  Duties meet class specification and allocation guidelines.
☐  Exceptional allocation, 625 on file.
	HR Analyst initials
		Date approved




	
	NM	03/23/2020

	Reasonable Accommodation Unit use ONLY (completed after appointment, if needed)
*	If a Reasonable Accommodation is necessary, please complete a Request for Reasonable Accommodation form and submit to Human Resource Division (HRD), Reasonable Accommodation Coordinator. 
List any Reasonable Accommodations Made:

	Click here to enter text.




**	AFTER SIGNATURES ARE OBTAINED:
· SEND THE ORIGINAL DUTY STATEMENT TO HRD TO FILE IN THE EMPLOYEE’S OFFICIAL PERSONNEL FILE (OPF) 
· PROVIDE A COPY TO THE EMPLOYEE
· FILE A COPY IN THE SUPERVISOR’S DROP FILE
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