


	
STATE OF CALIFORNIA
DEPARTMENT OF FORESTRY AND FIRE PROTECTION
POSITION ESSENTIAL FUNCTIONS DUTIES STATEMENT
PO-199 (06/16)
	Working Title of Position
Staff Chief, Behavioral Health and Wellness Program

	
	Division and/or Subdivision
Human Resources/Behavioral Health and Wellness

	INSTRUCTIONS:  The Director is required by Government Code Section 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 Statement is used for this purpose.  Enter identifying information and effective date at the right.  Enter brief description of each of the important duties and responsibilities of the position below.  Group related duties in numbered paragraphs and indicate the percentage of total time occupied.  Indicate the "essential functions" of the position by placing an asterisk (*) in front of those individual duties you determine to be essential to the job.  Discuss the duties 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.
	Location of Headquarters: Sacramento 
Work Location: West Sacramento

	
	Class Title of Position
Forestry and Fire Protection Administrator (FFPA)

	
	Position Number
542-035-1031-002

	
	Effective Date
     

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

	
     

     

     

     

     

     

     


25%

	[bookmark: _Hlk208823513]
The Department of Forestry and Fire Protection’s (CAL FIRE) Behavioral Health and Wellness Program (BHWP) is designed to provide resources that promote health and wellness, empowering individuals and their families through innovation, collaboration, and mentorship. Under the general direction of the Assistant Deputy Director of Human Resources, the incumbent is responsible for all programs sponsored by BHWP. These statewide programs include Employee Support Services Unit, Wellness Unit, Administrative and Family Support Unit and the Special Projects Unit, which include components such as, but not limited to, the Employee Assistance Program (EAP), peer support, Addiction and Substance Assistance Program (ASAP), Critical Incident Stress Management (CISM), physical fitness, nutrition, research and analysis, training, curriculum development, family support, law enforcement and military support. 

Duties and responsibilities include, but are not limited to the following:


Supervision and Accountability: 

*Supervises the Deputy Chief of Employee Support Services Operations and the Deputy Chief of Administration and Special Projects, the Administrative and Family Support Unit Staff Services Manager I and the Wellness Unit Staff Services Manager I.*Maintains overall team cohesion and provides timely coordinated program direction for BHWP managers and staff. *Responsible for creating a safe, trusting environment by actively listening to team members, encouraging open communication, and showing respect for diverse perspectives. *Lead by example, address concerns fairly, and foster psychological safety where individuals feel comfortable speaking up without fear of judgment or retaliation. *Provides mentorship to develop BHWP Leadership and to ensure succession planning for the program.

     

     

     

     

     

     

     


	
	*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
	[bookmark: Check1]|_|  Posted to Directory
	
	

	
	
	Initials and date
	

	
STATE OF CALIFORNIA
DEPARTMENT OF FORESTRY AND FIRE PROTECTION
POSITION ESSENTIAL FUNCTIONS DUTIES STATEMENT
PO-199 (06/16) - PAGE 2

	Working Title of Position
Staff Chief, Behavioral Health and Wellness Program 

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

	
     

     

     

     

25%

     

     

     






25%
	
*Support training and development opportunities for managers and staff. *Provides leadership to BHWP management team. *Provides one-on-one employee and weekly BHWP Leadership meetings. *Ensure availability for additional staff consultations. *Approve staff time sheets utilizing the approved time recording programs. *Review travel claims, Individual Development Plans (IDP), and other administrative duties as requested, utilizing department approved programs and forms. *Implementing Performance Management practices. *Maintains employee operational accountability. 

Program Administration: 

*Support the BHWP Administrative Officer (AO) with approval and/or authorization of core administrative processes. (i.e. hiring, contracts, data collection, curriculum, ground support, budget etc.) *Review, approve, and/or authorize core operational processes to include the development of associated policy and procedures. *Communicate program and operational updates to CAL FIRE Leadership and Executive, using approved methods and request formats, as requested. *Provide monthly program reports to the Assistant Deputy Director of Human Resources. *Forward after-action reports and documents to appropriate CAL FIRE Leadership and Executive.  *Ability to navigate various Department approved applications such as Microsoft Outlook, Share Point, Excel, Word, DocuSign etc. 


Outreach and Communication: 

*Foster communication and collaboration with CAL FIRE Headquarters, Regions and Unit level program administrators. *Provide crisis care and peer support as requested. *Assume a subject matter expert role in Behavioral Health and Wellness, to help individuals navigate components of the BHWP. *Foster communication and collaboration with external stakeholders, including other local, state, federal and private programs. *Participate in cadres, teams, committees, working groups, etc. as requested and/or approved. 	Comment by Quarisa, Connie@CALFIRE: not a complete sentence, something is missing	Comment by Tippit, Nikole@CALFIRE: Added a different word and also added BHW words too. 


     

     

     

     

     

     

     

	
	*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
	









	
STATE OF CALIFORNIA
DEPARTMENT OF FORESTRY AND FIRE PROTECTION
POSITION ESSENTIAL FUNCTIONS DUTIES STATEMENT
PO-199 (06/16) - PAGE 3

	Working Title of Position
Staff Chief, Behavioral Health and Wellness Program 

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

	
20%

     

     

     

     

     

     

     
5%
	
Development and Direction:

*Collaborates with internal and external stakeholders (i.e. Labor, Statewide Training, Safety, Occupational Health, Crews Program, Professional Standards Program, Equal Employment Opportunity Program, public safety agencies, CAL FIRE Regions, other State, Federal and Local agencies etc.) *Serves the role as Vice Chair on the CAL FIRE Wellness Advisory Committee. *Serves as program representative on various health and safety meetings. Participates as an active member of the Human Resources Management Team. *Establishes program direction, goals and objectives in alignment with Department Strategic Plan and operational guidelines. *Ensure the Behavioral Health and Wellness Program (BHWP) is prepared to support organizational growth of the Department (i.e. program components and staffing, bill analysis, Budget Change Proposals (BCP), grants, research and analysis etc.) 

     

*Performs other job-related duties as required in support of BHWP and the Department mission, vision and values. *Maintains operational readiness for emergency assignment in an all-risk environment. Responds to and participates in emergency assignments as directed by the Department. 	Comment by Quarisa, Connie@CALFIRE: spelling??	Comment by Tippit, Nikole@CALFIRE: updated


     

     

     

     

     

	
	*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: Job qualifications and/or conditions of employment: This position may require travel up to 25% of the time. This travel may be local or statewide and may involve overnight stays. 



	"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
	






