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	DIVISION
	CLASSIFICATION/WORKING TITLE
	POSITION NUMBER 
(Agency-Unit-Class-Serial)

	Enforcement
	CEA (Level A)/Asst Deputy Director
	326-278-7500-001

	UNIT/PROGRAM/SECTION
	EFFECTIVE DATE
	CBID

	Enforcement/Housing
	TBD
	M01

	INCUMBENT
	REPORTING LOCATION
	IMMEDIATE SUPERVISOR

	Vacant
	TBD
	Maria Gonzalez

	POSITION DESCRIPTION

	
Under the general direction of the Deputy Director of Enforcement, the Assistant Deputy Director (ADD) is responsible for providing leadership, vision, and strategy for the Enforcement Housing Unit. The ADD maintains and establishes Enforcement Division procedures and processes and oversees the functions of the Division. The ADD exercises broad responsibility for developing and implementing policies and functions as a senior-level staff member.


	ALL EMPLOYEES ARE RESPONSIBLE FOR CONTRIBUTING TO AN INCLUSIVE, SAFE, AND SECURE WORK ENVIRONMENT THAT VALUES DIVERSE CULTURES, PERSPECTIVES, AND EXPERIENCES, AND IS FREE FROM DISCRIMINATION.

	ESSENTIAL FUNCTIONS:

	%
	TASK/DUTIES

	40%
	Establishes program policies, goals, and priorities, and provides leadership and guidance to staff to ensure proper enforcement of the statutes, timely investigation of discrimination, harassment, and retaliation complaints, and compliance with federal requirements. Evaluates program performance and leads team of managers, supervisors, and staff in identifying and implementing new policies or changes in existing policies, process improvements, or other program improvements. 

	25%
	Assists with complex case-related issues and problem resolution and, in collaboration with the Enforcement Division leadership team ensures consistency in policies, procedures, and communication across all teams/offices. Collaborates and works with the Legal Division, Dispute Resolution Division (DRD), Legislation, Regulation and Policy Division, and Strategic Initiatives and External Affairs Division. Responds to external inquiries from interested parties, including members of the legislature, other governmental agencies, and the public regarding Enforcement related matters.

	10%
	Serves as a senior member of the Enforcement Division Leadership team and participates in decision-making that impacts the entire Enforcement Division, including the development and implementation of division-wide policies and procedures and the division’s strategic and action plans. Oversees development, updates, and maintenance of Enforcement’s training materials and procedures.

	10%
	Ensures proper tracking and reporting of data and information related to the Housing Enforcement Program and provides reports to the Director, Chief Deputy Director, and Deputy Director of Enforcement. Ensures proper reporting to HUD on an ongoing basis.

	5%
	Travels to district offices to conduct meetings and other business as needed.

	5%
	Establishes and maintains relationships with major constituent groups, both respondent and complainant oriented and may serve as a liaison with the US Department of Housing and Urban Development (HUD). Assists in developing and implementing community education and outreach initiatives related to employment and ensures that the Department’s civil rights mission is properly presented to the public.

	MARGINAL FUNCTIONS:

	%
	TASK/DUTIES

	5%
	Other job-related duties as assigned and necessary for operational continuity. Attend staff meetings and trainings and prepare administrative paperwork to meet operational needs. Serves as the Deputy Director of Enforcement in their absence, as requested.

	DESIRABLE QUALIFICATIONS:

	(a) Knowledge of the organization and functions of the California State Government, including the organization and practices of the Legislature and Executive Branch; principles, practices, and trends of public administration, organization, and management, techniques of organizing and motivating groups; program development and evaluation; methods of administrative problem solving; principles and practices of policy formulation and development; personnel management techniques; the department’s or agency’s equal employment opportunity objectives; and a manager’s role in the equal employment opportunity program.
(b) Ability to plan, organize, and direct the work of multidisciplinary professional and administrative staff; analyze administrative policies, organization, procedures, and practices; integrate the activities of a diverse program to attain common goals; gain the confidence and support of top-level administrators and advise them on a wide range of administrative matters; develop cooperative working relationships with all levels of government, the public, and the Legislative and Executive Branches; analyze complex problems and recommend effective courses of action; prepare and review reports; and effectively contribute to the department’s or agency’s equal employment opportunity objectives.

These knowledge and abilities are expected to be obtained from the following kinds of experience (experience may have been paid or volunteer; in State service; other government settings; or in a private organization):

CEA Level A
Broad administrative or program manager experience with substantial participation in formulation, operation, and/or evaluation of program policies.

Work Environment, Physical, or Mental Abilities: 
The demands described here are representative of those that must be met by the incumbent, with or without a reasonable accommodation, to successfully perform the essential functions of the job.
· Requires the ability to effectively handle stress, and work in a noisy and fast-paced environment.
· Requires daily use of a personal computer and related software applications at a workstation.
· Requires ability to complete tasks that typically may require repetitive hand movements in the performance of daily duties, with or without reasonable accommodations and modifications to facilitate such tasks.
· Requires punctual and regular attendance.
· Willingness to work irregular hours and to travel widely within an assigned area.


	

	

	TELEWORK DESIGNATION:

	This position is designated as telework eligible-hybrid.

	SPECIAL REQUIREMENTS:	

	N/A

	The statements contained in this job description reflect general details as necessary to describe the principal functions of this job. It should not be considered an all-inclusive listing of work requirements. The incumbent of this position may perform other duties (commensurate with the classification) as assigned, including work in other functional areas to cover during absences, to equalize peak work periods, or to otherwise balance the workload.

	

	SUPERVISOR STATEMENT: 
I CERTIFY THIS DUTY STATEMENT REPRESENTS AN ACCURATE DESCRIPTION OF THE ESSENTIAL FUNCTIONS OF THIS POSITION. I HAVE DISCUSSED THE DUTIES OF THIS POSITION WITH THE EMPLOYEE AND PROVIDED THE EMPLOYEE WITH A COPY OF THIS DUTY STATEMENT.

	SUPERVISOR NAME (PRINT OR TYPE)
	SUPERVISOR SIGNATURE
	DATE

	
	
	

	EMPLOYEE STATEMENT:
I CERTIFY I HAVE READ, UNDERSTAND, AND CAN PERFORM THE DUTIES OF THIS POSITION EITHER WITH OR WITHOUT REASONABLE ACCOMMODATION. I HAVE DISCUSSED THESE DUTIES WITH MY SUPERVISOR AND HAVE BEEN PROVIDED A COPY OF THIS DUTY STATEMENT.

	EMPLOYEE NAME (PRINT OR TYPE)
	EMPLOYEE SIGNATURE
	DATE
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