DUTY STATEMENT

G\ LCTRA

Career Training | Quality Products | Changed Lives

1. Institution/Division/Office:

Central Office/ Administration/CALCTRA

2. Enterprise/Unit:
Human Resources

3. Classification Title:
Supervisor Il

4. Working Title:
Human Resources Manager

5. Position Number (Agency-Unit-Class-Serial): | 6. CBID: 7. WWG: 8. Working County:
063-043-4801-002 S01 E (Exempt) Sacramento County
9. Tenure: 10. Time Base:

Permanent Full-Time

11. License Requirement: 12. Endorsement Requirement:

N/A - Not Applicable N/A

13. Retirement Category:

14. Work Schedule:

Industrial Monday - Friday, 8 hours per day
15. Incumbent Name (If known): 15a. Effective Date:
Vacant

independent judgment.

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

Under general direction of Manager I, Chief of Human Resources the Supervisor Il serves as
the full supervisory level over a team performing complex program operations. The incumbent
is @ member of the management team with direct influence over programs with statewide or
multi-departmental impact, exercising a high degree of independence and utilization of

duties:

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

Directs, plans, and oversees the daily operations of the Transactions,

35% Classification and Recruitment, Exams, Special Projects & Policies, and
Position Control Units. Assigns, reviews, and monitors workload of staff
across units to ensure project timelines, accuracy, and ensures CALCTRA's
personnel operational mandates are consistently achieved. Evaluates
employee performance by establishing clear expectations, providing ongoing
feedback, and completing annual Performance Appraisal Reports, or
Probation Reports as required. Identifies staff training needs and ensures
appropriate cross-training, professional development, and technical instruction
is provided appropriately. Manages staff attendance, reviews and approves
leave requests, and implements appropriate workplace health, safety, and
operational coverage plans.

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

25%

15%

10%

10%

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.

Oversee CALCTRA's Human Resources workflow to maintain consistent
operational coverage and high-quality customer service delivery for the
department and ensure compliance with state bargaining unit agreements,
CalHR policies, SPB laws and rules. Assign, monitor, and review department
responses to external control agencies regarding complex compliance issues,
SPB Compliance Audits, Merit Issue Complaints, and Minimum Qualification
determination appeals. Resolves the most complex, sensitive, and difficult
human resources, personnel transactions, or classification issues escalated
by unit staff. Provide strategic direction for CALCTRA's statewide recruitment
initiatives; analyze departmental vacancy rates to identify critical staffing
shortages and deploy enhanced outreach strategies.

Assists in leading the development and implementation of CALCTRA's HR
policies and procedures; assist with policy manual development and revision.
Review operational processes regularly to identify bottlenecks, driving
continuous improvement initiatives across all assigned HR units. Maintains
oversight of the International Organization for Standardization (ISO) 9000
procedures, ensuring work instructions and procedures are reviewed timely by
applicable HR units. Functions as the primary operational backup for the Chief
of Human Resources during limited absences or periods of unavailability.

Attends and/or represents CALCTRA in internal and external meetings,
conferences, and works with attorneys representing CALCTRA as
appropriate. Develops and delivers training presentations on specialized state
personnel and human resources subjects as required by the Chief of Human
Resources. Coordinates and maintains professional working relationships with
external state control agencies, including CalHR and the SPB and SCO.

Determines annual contract requirements and structural resource needs for all
units operating under the purview of this position. Directs the preparation,
review, and justification of Budget Change Proposals (BCPs), fiscal resource
allocations, and critical equipment requests. Monitors unit expenditures to
ensure compliance with approved departmental fiscal allocations and state
budgetary constraints.

(Marginal Functions on Page 3)
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DUTY STATEMENT

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

Provide other administrative oversight to all personnel with Human Resources
5% and Staff Development Units may be required. Completes all mandatory
job-related training through LMS. This position may require occasional

statewide travel.

(Expectations & Requirements on Page 4)
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ADDITIONAL EXPECTATIONS

Reason logically and creatively utilize a variety of analytical techniques to resolve complex
governmental and managerial problems; develop and evaluate alternatives; analyze data and
present ideas and information effectively both orally and in writing; consult with and advise
administrators or other interested parties on a wide variety of subject-matter areas; gain and
maintain the confidence and cooperation of those contacted during the course of work; review
and edit written reports, utilize interdisciplinary teams effectively in the conduct of studies;
establish and maintain project priorities; develop and effectively utilize all available resources;
and effectively promote equal opportunity in employment while maintaining a work environment
that is free of discrimination and harassment.

DUTY STATEMENT

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: “/ 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:
Vacant
PRINT MANAGER/SUPERVISOR NAME: MANAGER/SUPERVISOR SIGNATURE: DATE:
Debbie Minnick
HR APPROVAL.:
JS 6/11/26
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	12 Endorsement Requirement: N/A
	14 Work Schedule: Monday - Friday, 8 hours per day
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	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: Debbie Minnick
	DATE_2: 
	HR APPROVAL: JS 6/11/26
	16 Briefly 1 or 2 sentences describe the positions organization setting and major functions: Under general direction of Manager II, Chief of Human Resources the Supervisor II serves as the full supervisory level over a team performing complex program operations. The incumbent is a member of the management team with direct influence over programs with statewide or multi-departmental impact, exercising a high degree of independence and utilization of independent judgment.
 
	18: 
	 Essential Functions:  
Directs, plans, and oversees the daily operations of the Transactions, Classification and Recruitment, Exams, Special Projects & Policies, and Position Control Units. Assigns, reviews, and monitors workload of staff across units to ensure project timelines, accuracy, and ensures CALCTRA's personnel operational mandates are consistently achieved. Evaluates employee performance by establishing clear expectations, providing ongoing feedback, and completing annual Performance Appraisal Reports, or Probation Reports as required. Identifies staff training needs and ensures appropriate cross-training, professional development, and technical instruction is provided appropriately. Manages staff attendance, reviews and approves leave requests, and implements appropriate workplace health, safety, and operational coverage plans. 
 
	 Essential Functions1: Oversee CALCTRA's Human Resources workflow to maintain consistent operational coverage and high-quality customer service delivery for the department and ensure compliance with state bargaining unit agreements, CalHR policies, SPB laws and rules. Assign, monitor, and review department responses to external control agencies regarding complex compliance issues, SPB Compliance Audits, Merit Issue Complaints, and Minimum Qualification determination appeals. Resolves the most complex, sensitive, and difficult human resources, personnel transactions, or classification issues escalated by unit staff. Provide strategic direction for CALCTRA's statewide recruitment initiatives; analyze departmental vacancy rates to identify critical staffing shortages and deploy enhanced outreach strategies.
 
Assists in leading the development and implementation of CALCTRA's HR policies and procedures; assist with policy manual development and revision. Review operational processes regularly to identify bottlenecks, driving continuous improvement initiatives across all assigned HR units. Maintains oversight of the International Organization for Standardization (ISO) 9000 procedures, ensuring work instructions and procedures are reviewed timely by applicable HR units. Functions as the primary operational backup for the Chief of Human Resources during limited absences or periods of unavailability.
 
Attends and/or represents CALCTRA in internal and external meetings, conferences, and works with attorneys representing CALCTRA as appropriate. Develops and delivers training presentations on specialized state personnel and human resources subjects as required by the Chief of Human Resources. Coordinates and maintains professional working relationships with external state control agencies, including CalHR and the SPB and SCO.
 
Determines annual contract requirements and structural resource needs for all units operating under the purview of this position. Directs the preparation, review, and justification of Budget Change Proposals (BCPs), fiscal resource allocations, and critical equipment requests. Monitors unit expenditures to ensure compliance with approved departmental fiscal allocations and state budgetary constraints.
 
	 Marginal Functions: Provide other administrative oversight to all personnel with Human Resources and Staff Development Units may be required. Completes all mandatory job-related training through LMS. This position may require occasional statewide travel. 
 

	Text1: Reason logically and creatively utilize a variety of analytical techniques to resolve complex governmental and managerial problems; develop and evaluate alternatives; analyze data and present ideas and information effectively both orally and in writing; consult with and advise administrators or other interested parties on a wide variety of subject-matter areas; gain and maintain the confidence and cooperation of those contacted during the course of work; review and edit written reports, utilize interdisciplinary teams effectively in the conduct of studies; establish and maintain project priorities; develop and effectively utilize all available resources; and effectively promote equal opportunity in employment while maintaining a work environment that is free of discrimination and harassment.
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