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Description automatically generated with low confidence]DUTY STATEMENT

	1. POSITION INFORMATION

	Civil Service Classification 
	Working Title 

	Information Technology Supervisor (IT Sup) II
	EBT Operations Manager

	Employee Name 
	Position Number

	Vacant
	791-743-1404-017

	Project/Division Name
	Supervisor’s Name

	Electronic Benefit Transfer Project / Benefit and Enrollment Technology Support Division
	Jennifer Wong

	Unit
	Supervisor’s Classification

	EBT Operations
	Information Technology Manager I

	Physical Work Location
	Duties Based on:

	2870 Gateway Oaks, Suite 200, Sacramento. CA 95833
	☒ Full Time ☐ Part Time - Fraction Click here to enter text.

	Effective Date
	

	TBD
	

	2. REQUIREMENTS OF POSITION

	Check all that apply:
☒ Conflict of Interest Filing (Form 700) Required	☐ Requires Fingerprinting & Background Check
☐ May be Required to Work in Multiple Locations	☐ Other (specify below in Description)

	Description of Position Requirements (e.g., the position may move from project to project upon business need, managing staff at an alternate location, graveyard/swing shift, frequent travel, etc.): 

	

	3. DUTIES AND RESPONSIBILITIES OF POSITION

	IT Domains used:

	☒ Business Technology Management
☒ Client Services
☐ Information Security Engineering
	☒ Information Technology Project Management
☐ Software Engineering
☒ System Engineering

	Summary Statement (Briefly describe the position’s organizational setting and major functions):
Under general direction of the ITM I, the IT Sup II will plan, direct, organize, and coordinate the day-to-day activities related to the 24/7 Statewide Automated Reconciliation System (SARS) and the California EBT System.

	Percentage of Duties
	Essential Functions

	30%
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5%
	Plan, direct, and manage staff working with the SARS application to ensure a functional and mission-critical reconciliation system, a user website, and the SARS Help Desk are operational. Examine and ensure compliance with federal and state requirements related to the reconciliation of EBT benefits and capturing other EBT transactional data. Examine and ensure compliance with system and data security regulations. Oversee the planning, reporting, tracking, and resolution of issues. Evaluate, plan and direct application management activities for SARS, including oversight of the automated process, software configuration management, and application changes. Review, plan and oversee the receipt of county and statewide files from the EBT Prime Contractor’s system to the SARS application. Monitor and manage staffing resources to ensure support to timely resolve file transmission problems and errors. Evaluate and manage the SARS production, test, and training environments, along with the Help Desk. Monitor, plan and oversee communications between the SARS Unit, the EBT prime Contractor, the counties, the California Statewide Automated Welfare System (CalSAWS), and the California Department of Technology for all SARS-related network and data issues. Review and direct SARS documentation development and updates (including the SARS Continuation of Business Plan) and plan and manage annual compliance reviews. Evaluate, plan and manage SARS-related data mining queries/research related to ad hoc reports and interdepartmental requests for SARS-related statistical data. 

Plan, direct, and manage complex system support and electronic funds transfer services performed by the Operations staff that monitors system performance. Oversee the 24/7 EBT Client, Retailer, and County call centers, to ensure contractual performance expectations are met. Manage Help Desk support to over 1,500 county users, oversee the 24/7 public EBT Cardholder Website, and oversee equipment management and deployment in hundreds of county offices and over 10,000 retailer locations statewide. Manage and direct the deficiency management and issue resolution tasks to ensure timely compliance with system performance requirements and the terms and conditions of the EBT contract. Manage and direct the retail/benefit access in California including county-specific cash access, wireless EBT at farmers’ markets, and retailers using EBT for the state’s Restaurant Meals Program and manage fraud prevention and detection efforts.

Monitor, plan and direct all system testing activities for the California EBT system and the SARS application. Plan and approve system changes for deployment to the production and test environments. Examine and ensure that technical changes or enhancements are properly designed and thoroughly tested, and that system and documentation changes are made and communicated in conformance with established project policies, contractual requirements, and federal and state regulations. For both the California EBT system and SARS, monitor and manage the CalSAWS and county unit and certification testing of eligibility and financial system interfaces. Review and recommend for approval work authorization proposals. Monitor, review, and approve the EBT Prime Contractor’s test plans and schedules for system and interface changes and updates. Evaluate and review system test plans and test results to ensure system changes and enhancements have been thoroughly tested and correctly documented. Evaluate and review identified regression testing requirements to ensure that all system functionality and performance requirements are met. 

Oversee and participate in the management of identifying, monitoring, tracking, resolving, and the reporting of issues and risks affecting the EBT Project and the SARS application. Provide status updates to the EBT Contract/Change Manager and Change Control Board related to system changes. Collaborate with the EBT prime contractor, CDSS, CalSAWS, counties, and federal and state stakeholders to ensure technical changes or enhancements to the EBT system are properly designed and thoroughly tested. Ensure system and documentation changes are made and communicated in conformance with established project policies, contractual requirements, federal and state regulations, the Quest® Operating Rules, and industry best practices. Investigate and work in collaboration with the CalHHS Office of Technology & Solutions Integration (CalHHS OTSI) Information Security Officer to validate the Operational Recovery Plan for the SARS application component, and act as the first responder for the State related to the recovery of the EBT system. Investigate and collaborate with the CalHHS OTSI Information Technology team to ensure SARS network issues are mitigated timely without customer impact. Review and approve technical deliverables related to the EBT system and SARS application; provide technical advice and subject matter expertise to the EBT Assistant Project Director and EBT Contract Manager prior to final approval. Final approver of the technical details specific to contracting and procurement activities for SARS-related consulting services. Provide the technical oversight for the establishment of the SARS-related bidders’ library design and development. Oversee the preparation of monthly analytical and technical reports, as-needed trend analyses, and ad hoc reports for fraud investigators and District Attorneys. 

Perform various supervisory responsibilities related to staff management and development. Evaluate necessary staff resources and training needs. Establish performance standards and expectations by conducting probationary reviews, annual Individual Development Plans, constructive intervention, corrective and disciplinary actions and training to enhance personnel growth. Establish reasonable deadlines and monitor staff’s workload to ensure work is completed accurately and timely. Provide backup management for the EBT executive team when needed.


	Percentage of Duties
	Marginal Functions

	
5%
	
Perform other duties as assigned.

	4. WORK ENVIRONMENT (Choose all that apply from the drop-down menus)

	Standing:	Occasional (13-25%)
	Sitting:	Frequent (51-75%)

	Walking:	Occasional (13-25%)
	Temperature:	Temperature Controlled Office Environment

	Lighting:	Artificial Lighting
	Pushing/Pulling:	1-25% of the time

	Lifting:	1-25% of the time
	Bending/Stooping:	1-25%

	Other:	Click here to enter text.

	Type of Environment:     a. Cubicle      b. Select  

	Interaction with Public:    a. Required to assist customers on the phone and in person.    b. Select    c. Select. 

	5. SUPERVISION

	Supervision Exercised (e.g., Directly – 1 Information Technology Supervisor II; Indirectly – 5 Information Technology Associates)

	Directly – 3 Information Technology Specialist Is, 2 Information Technology Associates


	6. 
SIGNATURES

	Employee’s Statement: 
I have reviewed and discussed the duties and responsibilities of this position with my supervisor and have received a copy of the Duty Statement and can perform the duties outlined above without a Reasonable Accommodation.

	Employee’s Name (Print)
 

	Employee’s Signature	Date


	Supervisor’s Statement:
I have reviewed the duties and responsibilities of this position and have provided a copy of the Duty Statement to the Employee.

	Supervisor’s Name (Print)
 

	Supervisor’s Signature	Date


	7. HRD USE ONLY

	Human Resources Division Approval

	☐  Duties meet class specification and allocation guidelines.
☐  Exceptional allocation, 625 on file.
	HR Analyst initials
		Date approved




	
	 	

	Reasonable Accommodation Unit use ONLY (completed after appointment, if needed)
*	If a Reasonable Accommodation is necessary, please complete a Request for Reasonable Accommodation form and submit to Human Resource Division (HRD), Reasonable Accommodation Coordinator. 
List any Reasonable Accommodations Made:

	Click here to enter text.




**	AFTER SIGNATURES ARE OBTAINED:
· SEND THE ORIGINAL DUTY STATEMENT TO HRD TO FILE IN THE EMPLOYEE’S OFFICIAL PERSONNEL FILE (OPF) 
· PROVIDE A COPY TO THE EMPLOYEE
· FILE A COPY IN THE SUPERVISOR’S DROP FILE

Rev. 10/2020
Page 2
image1.png
Office of
Technology &
Solutions
Integration





