
SPECIAL REQUIREMENTS OF POSITION (CHECK ALL THAT APPLY):

■■ Designated under Conflict of Interest Code.

■■ Duties require participation in the DMV Pull Notice Program.

■■ Requires repetitive movement of heavy objects.

■■ Performs other duties requiring high physical demand.  (Explain below)

■■ None

■■ Other (Explain below)

STATE OF CALIFORNIA - HEALTH AND HUMAN SERVICES AGENCY CALIFORNIA DEPARTMENT OF SOCIAL SERVICES

State of California - Department of Social Services
DUTY STATEMENT
EMPLOYEE NAME:

CLASSIFICATION:

DIVISION/BRANCH/REGION:  (UNDERLINE ALL THAT APPLY) BUREAU/SECTION/UNIT:  (UNDERLINE ALL THAT APPLY)

SUPERVISOR’S NAME: SUPERVISOR’S CLASS:

POSITION NUMBER:

I certify that this duty statement  represents an accurate
description of the essential functions of this position.

I have read this duty statement and agree that it represents the
duties I am assigned.

SUPERVISOR’S SIGNATURE DATE EMPLOYEE’S SIGNATURE DATE

SUPERVISION EXERCISED (Check one):

■■     None ■■     Supervisor ■■     Lead Person ■■     Team Leader
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FOR SUPERVISORY POSITIONS ONLY:  Indicate the number of positions by classification that this position DIRECTLY supervises.

Total number of positions for which this position is responsible:

FOR LEADPERSONS OR TEAM LEADERS ONLY:  Indicate the number of positions by classification that this position LEADS.

MISSION OF ORGANIZATIONAL UNIT:



CONCEPT OF POSITION:

A.  RESPONSIBILITIES OF POSITION:
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B.  SUPERVISION RECEIVED:

C.  ADMINISTRATIVE RESPONSIBILITY:

D.  PERSONAL CONTACTS:

E.  ACTIONS AND CONSEQUENCES:

F.  OTHER INFORMATION:
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	box8: Off
	box9: Off
	box10: Off
	box11: Off
	box12: Off
	box13: Yes
	other14: Fingerprint clearance required
	date15: 
	date16: 
	box17: Off
	box18: Yes
	box19: Off
	box20: Off
	ssup21: 5 Analyst II's
	number22: 
	lead23: 
	concept25: Directs policy oversight, training and support services for the Adoption Assistance Program (AAP) and serves as the co-compact administrator of the Interstate Compact on Adoption and Medical Assistance (ICAMA). Specifically, provides policy direction via regulation and policy directives to public agencies regarding AAP and ICAMA.  Responsible for statewide Adoption Assistance Program monitoring of 58 counties and CDSS’ adoptions regional offices.
	responsibilities26: 45% Supervise the ongoing activities and staff of the AAP and Support Unit (AAPSU).  This includes conducting AAP monitoring reviews which involve conducting entrance meetings, performing risk assessments, selecting samples of AAP cases to be reviewed, performing reviews of selected AAP case files, performing exit meetings, and producing AAP monitoring findings reports; Development of regulations and All County Letters, preparing legislative proposals and trailer bill language, creating and updating AAP forms, updating the CDSS AAP website regularly, overseeing the AAP e-mail box and responding to requests for information and policy guidance from counties, adoptive families, CDSS regional offices, stakeholders, service providers and other members of the adoption community, and provides AAP policy technical assistance to counties and CDSS Regional Offices; Serves as co-compact administrator of the Interstate Compact on Adoption and Medical Assistance (ICAMA), assists California counties, other states, adoptive families with ensuring continuing medical coverage for AAP eligible children who move across state lines; prepare quarterly invoices for agency adoption services provided by CDSS Regional Offices; serves as branch representative for audits involving AAP.
    
25%  Consults with, and provides advice and opinions to Department management regarding work of the AAPSU.  Discuss through in-person and virtual meetings, written correspondence or electronic communication, reports findings and recommendations of assigned work and provides staff training, guidance and development plans.

15%  Clarify issues related to AAP laws, regulations, policies and procedures for upper division management, internal and external stakeholders, including CDSS legal and legislative staff, private attorney's, private service providers, through in-person and virtual meetings, electronic communication, and telephone.

10%  Ensure goals and objectives of the unit are met.  Recruit, select, develop and oversee professional development of AAPSU staff to ensure the availability of skills necessary to accomplish the goals of the Bureau.  Assign, distribute, review and edit all work produced by AAPSU staff to meet deadlines and content requirements of management.  This includes prioritizing, planning and directing staff assignments, evaluating staff work, providing training and constructive and timely performance feedback.  Approve or deny leave requests and take staff disciplinary action as necessary.  Serves as a contributing member of the branch management team.

5% Assume and perform additional responsibilities and duties as assigned and/or delegated by the Assistant Branch Chief and Branch Chief.          

	supervision27: The Supervisor I receives direction from and reports directly to the Supervisor II Assistant Bureau Chief who will ensure that he/she is sufficiently aware of the Bureau, Branch, Division, and departmental goals and policies so that he/she can support them through assigned activities and management.
    

	administrative28: None
	personal29: The Supervisor I has frequent contact with branch staff and other departmental staff, to ensure uniform policy and practice implementation and to report on the Bureau’s activities.  The Supervisor I has contacts with county child welfare and adoption program administrators, state district office staff and managers, private adoption agencies and child advocacy groups.
	actions30: The Supervisor I exercise judgment in making decisions affecting all aspects of the Unit.  Poor judgment and wrong decisions can adversely impact, Bureau, Branch and Division morale and effectiveness.
	other31: Periodic travel required.  Fingerprint clearance required.


	mission24pg1: Ensure that every child grows up in a permanent family that will give them the best chance of becoming a happy, fulfilled, and productive adult.


	Text1: Vacant (Proposed)
	Text2: Supervisor I
	Text3: 521-4800-005
	Text4: CFSD/Adoption Services Branch
	Text5: Adoption Assistance Program and Support Unit
	Text6: Vacant
	Text7: Supervisor II


