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DUTY STATEMENT

Classification:		Career Executive Assignment, Level A
Job Title:			Assistant Deputy Director (ADD)
Name:			
Scheme/Class Code	ZZ90-7500
Position Number:	813-031-7500-XXX
Reports to			Deputy Director
FLSA Status:		WWG E
Division:			Vocational Rehabilitation Employment Division (VRED)
Location:			Statewide			
Primary Assignment:	Assistant Deputy Director (ADD)

SPECIAL REQUIREMENTS OF POSITION:

[bookmark: Check1]     |X|      Designated under Conflict-of-Interest Code.


JOB OBJECTIVES:
[bookmark: _Hlk20129877]
Under the direction of the Deputy Director of the VRED, the ADD has the authority and responsibility for supporting the operations of the Division, primarily the division’s regional districts delivering vocational rehabilitation services to Californians with disabilities. The ADD’s principal responsibility is to provide direct supervision and support for Regional Directors within the division who lead VR services and community partnerships through multiple teams across their region. The ADD may also oversee teams who support the division and teams working on special projects. The ADD advises and assists in the formulation, implementation, and evaluation of departmental programs, policies, and procedures, and provides executive support and direction to the Division. 

ESSENTIAL JOB FUNCTIONS:

The ADD performs the following duties: 

40% (E)     Proactively plans, organizes and directs program operations through oversight and support of the 12 regional districts and division sections. Provides guidance and direction to section and unit management and monitors the capacity and effectiveness of programs and operations in the division. Provides oversight to up to six (6) Regional Directors (Staff Services Manager IIIs) who oversee direct employment services for individuals with disabilities. Oversees contract development and administration, including evaluation and compliance with the delivery of vocational rehabilitation services. Ensures compliance with state and federal funds and responsible use of federal dollars.  Supports succession planning and leadership development of Regional Directors and their staff through coaching, mentoring and guidance.
25% (E)	Advises and consults with executive leadership team and Directorate concerning issues of significant programmatic, policy and fiscal impact relating to consumer services. Establishes and maintains positive, collaborative and productive working relationships with DOR leadership as well as with other state and local entities including government partners, elected officials, disability service providers, Local Education Agencies, businesses, vendors, and other stakeholders. Provides sound judgment and strong leadership in setting divisional priorities. Promotes leadership development and succession planning for the division
20% (E)	Provides leadership and management in completing cross-divisional and cross-departmental projects and initiatives to improve service delivery. Leads initiatives to create system efficiencies, support regulatory and policy compliance, and improve productivity. Develops and implements departmental policies to provide quality services to consumers, potentially eligible students with disabilities, and businesses. Recommends changes to policies and procedures that will mitigate problems or address issues and inefficiencies. Directs the implementation of adopted recommendations. 
10% (E)	Provides guidance and oversight to ensure the efficient and effective delivery of services, oversees compliance with state and federal regulations, addresses audit findings through corrective action plans, and directs the identification and application for and oversight of appropriate grant opportunities.
5% (E)	Interacts directly with stakeholders to address issues relating to services, advocacy, recruitment, training, budget and the ability of the department to provide quality vocational rehabilitation services to its consumers. Represents the department with control agencies, both state and federal, on issues and questions related to service delivery. 
SUPERVISION RECEIVED:
Incumbent reports to and receives general direction from the Deputy Director of the Vocational Rehabilitation Employment Division.
SUPERVISION EXERCISED:
Provides direct supervision to up to six (6) Regional Directors and one or more managers from within VRED for teams supporting the provision of VR services or special projects. 
ADMINISTRATIVE RESPONSIBILITIES:
The Assistant Deputy Director is responsible for providing guidance, direction, and executive leadership to the Vocational Rehabilitation Employment Division and its districts to ensure the success of this highly sensitive program.
PUBLIC AND INTERNAL CONTACTS:
The Assistant Deputy Director will interact on a regular basis with department managers, supervisors, and executive staff, as well as state and federal government oversight entities, advocacy groups, regional businesses, and the workforce development system. 
Travel is required in order to build and maintain relationships within the DOR’s regional service districts, both with staff and managers within the division as well as with business owners, non-profit organizations and local education agencies, Workforce Innovation and Opportunity Act (WIOA) core agencies, and state and local workforce development boards
Travel: 	5% or more travel may be required to attend forums, conferences,  trainings or meetings. 

All Times:	Communicate effectively in a professional, tactful, respectful manner with individuals from varied experiences, perspectives and backgrounds, by telephone, email and other technologies as well as in-person; provide excellent customer service to both internal and external customers; ensure the timely completion of assignments; attempt to resolve individual concern at the lowest possible level; offer other dispute resolution options, and elevate to next level if needed; use initiative, problem solving skills, organizational skills, good judgment, and resourcefulness.  

Work Environment and Physical Requirements

The majority of the work will take place in one of the following locations with consumers, the public, colleagues, and other stakeholders: a DOR open office setting in a cubicle environment, offsite in the community, at events and various partner locations, and/or at an approved alternate work location. The incumbent must have the ability to work in an office setting for up to 40 hours per week and remain at a workstation for extended periods while utilizing a personal computer, peripherals, and other office equipment with or without accommodation. The incumbent will be working in an office setting with both natural and artificial lighting. Strong interpersonal skills are required to interact effectively with consumers, the public, colleagues, and other stakeholders. 
Consequence of Error: 

This position has responsibility to help ensure that the principles and practices of the Division are carried out and implemented in accordance with the Department’s mission, policies, and procedures, as well as federal, state, and local laws. Lack of knowledge, inaccurate work, misunderstanding, poor judgement, or inadequate analyses could result in misleading information being provided to the Department, state and local agencies or create misleading perceptions. Failure to effectively carry out the responsibilities of this position can result in adverse media exposure for the Department, impact the level of Federal funding the Department receives, and be a disservice to consumers and stakeholders who rely on services from the Department. If the functions of this position are not executed in the most professional manner, the Department could suffer adverse consequences.

Note: It is the policy of the Department of Rehabilitation to provide equal employment opportunity to qualified individuals with disabilities through compliance with FEHA and ADA (where it would result in broader protection of the civil rights of an applicant or employee with a disability).  

I have read, understand, and agree to perform the above listed duties and all duties typically performed by this classification. I certify that I possess essential personal qualifications including integrity, initiative, dependability, good judgment, and ability to work cooperatively with others and in a state of health consistent with the ability to perform the assigned duties as described above with or without reasonable accommodations.

________________________________		___________
(Employee’s Name)					Date



_______________________________		____________
(Supervisor’s Name and Title)			Date

Original:  Employee’s Official Personnel File
Copies:  Employee and Supervisor’s drop file
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