
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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	Text1PS373APG1: Vacant (NEW) (Current/Proposed)
	Text2PS373APG1: Supervisor I
	Text3PS373APG1: 529-4800-955
	Text4PS373APG1: Children and Family Services Division/CSQMB
	Text5PS373APG1: CWLEB/Child Welfare Workforce Unit 3
	Text6PS373APG1: Amiee Foster
	Text7PS373APG1: Supervisor II
	box8PS373APG1: Off
	box9PS373APG1: Off
	box10PS373APG1: Off
	box11PS373APG1: Off
	box12PS373APG1: Off
	box13PS373APG1: Yes
	other14PS373APG1: Fingerprints Required
	date15PS373APG1: 
	date16PS373APG1: 
	box17PS373APG1: Off
	box18PS373APG1: Yes
	box19PS373APG1: Off
	box20PS373APG1: Off
	ssup21PS373APG1: 4 Analyst I/Analyst II 
	number22PS373APG1: 4 
	lead23PS373APG1: 
	mission24PS373APG1: The Child Welfare Learning and Evaluation Bureau is dedicated to strengthening the child welfare workforce and advancing system accountability to ensure the safety, permanency, and well-being of children and families. By fostering strategic partnerships with Tribes and statewide stakeholders, the Bureau enhances the capacity of child welfare professionals and probation placement officers through comprehensive training, education, and resource management. 
The Child Welfare Workforce units oversees and supports capacity building and training of child welfare professionals via contractual relationships with public universities supporting the Title IV-E stipend, the Regional Training Academies, and Chief Probation Officers of California. The Child Welfare Workforce units also collaborates with additional vendors, and statewide stakeholders to achieve our mission. The Child Welfare Workforce units oversees the coordination of training efforts for new initiatives and program development across the Children and Family Services Division (CFSD).
	concept25PS373APG2: Under the general direction of the Chief, Child Welfare Learning and Evaluation Bureau (CWLEB), the SSM I
provides planning, organization, direction, and guidance of their unit to ensure effective, efficient and equitable
management of the statewide training system for social workers and other child welfare service providers. The SSM
I will also provide technical assistance to CFSD staff with the coordination of training needs as identified in the
implementation of new and on-going program and policy development.
	responsibilities26PS373APG2: 40% Supervises and directs staff work related to the provision of support and resources to county governments, CDSS and other departmental staff, stakeholders, advocacy groups and other interested parties on state and federal policy issues related to Title IV-E training programs and contract agreements. This includes overseeing assignments of staff; establishing time frames and priorities for assignments; ensuring that staff work is complete and meets the requirements of management. Additional oversight includes activities associated with the development of regulatory letters, budget premise development, analysis and synthesis of rules governing outside contract procurement processes.

25% Act as the liaison between the Children's Division, Administration Division, Legal Division, other State
Departments and outside contract providers including California Workforce Innovation and Support in Education (CalWISE) Partners and the Chief Probation Officers of California. Coordinate training efforts throughout the Children's Division and maintain effective communication with all partners to support a statewide standardized training structure for all social workers, probation placement officers and additional child welfare service providers. Supervise the development of the systems, procedures and tools necessary to implement and maintain the training system.

10% Supervises the preparation of appropriate written and sensitive correspondence related to training including the
development of training contracts, amendments, and payment of invoices; participates in statewide training work
groups and subcommittees.

10% Oversees training budget for the Child Welfare Services Training Line item. On-going coordination with the Budget Bureau, Fiscal Policy Bureau and Estimates Bureau.

10% Represents the Bureau in meetings and work groups with representatives of other CDSS, federal, state, local,
county, legislative and private agencies regarding current child welfare services and probation placement program
policy, statutory and regulatory issues.

5% Performs administrative/supervisory functions associated with employee screening and selection, employee
performance evaluation, review of employee attendance and time reporting, completion of employee disciplinary
actions and other examination forms, conducts Section staff meeting, etc. Participates in Bureau planning and
management activities. Other duties as assigned.
	supervision27PS373APG3: The Supervisor I receives direction from and reports directly to the CWLEB Chief (Supervisor II).
	administrative28PS373APG3: The Supervisor I is responsible for management functions of his/her unit and assists the Supervisor II with management functions of the Bureau. The Supervisor I will work to establish and, as necessary, modify ongoing workload and child welfare training programs and contract procurement. The Supervisor I acts as Bureau Chief in the absence of the Supervisor II.
	personal29PS373APG3: The Supervisor I has frequent contact with other CDSS management and staff, other state departments and agencies, county welfare departments, probation advisory groups, private agencies or organizations, advocacy groups, California Health and Human Services Agency, Administration for Children and Families Region IX, private sector consultants and vendors, numerous California educational institutions, the legislative branch, and the general public.
	actions30PS373APG3: Poor judgment and decisions can adversely impact Bureau and Branch morale and effectiveness; jeopardize federal
financial participation in child welfare training programs and administrative costs; place the department at risk of
audit findings resulting in loss of state general funds; jeopardize relationships with county and federal staff; and
diminish the Department’s ability to consult and effectively administer child welfare programs. Poor judgment and
decision making can also have significant negative impact of the children and families the programs serve.
	other31PS373APG3: - Detail-oriented with strong analytical, organizational, and document editing skills
- Competent with MS Office (Word, Excel, Power Point, Teams, and Outlook)
- Background in Child Welfare Services Programs is desired
- Experience working collaboratively with multiple stakeholders with varying interests to achieve a common goal.
- The ability to communicate orally and in writing in a well organized, accurate, clear and concise mannerand
confidence in communicating with a broad range of stakeholders with diverse thoughts.
- Excellent interpersonal skills and ability to arbitrate/mediate among various stakeholders with differing interests.
- Knowledge of administrative processes including state and federal legislation, regulatory and budgetary processes
and contract procurement.
- Experience with staff development to enhance the knowledge and skills of a diverse unit and to support on-going
team development.


