CALIFORNIA CONSERVATION CORPS
POSITION DUTY STATEMENT

	
WORKING TITLE OF POSITION:
Manager, Non-IT Procurement, FI$Cal, and CalCard
	
REPORTING UNIT NUMBER:
220

	
DIVISION/BRANCH OR CENTER:
Business Services and Contracts Branch	
	
LOCATION:
Sacramento

	
CLASS TITLE:
Supervisor 1
	
POSITION NUMBER
533-220-4800-XXX
	
EFFECTIVE DATE:
07-01-2026



	Supervision Exercised

	
NUMBER
2
2


	
DIRECT SUPERVISION CLASSIFICATION
Analyst 1/2
Management Services Tech
	
NUMBER
3
	
INDIRECT SUPERVISION CLASSIFICATION
SpCM, Student Assistant




	

	Under the supervision of the Manager 1, Director of Business Services and in coordination with two other Supervisor 1s, the incumbent serves as a subject matter expert, working supervisor and manager administering the departmental non-IT goods procurement, CalCard (also known as P-Card), FI$Cal purchase order and CalCard reconciliation programs. The incumbent will have and implement expertise in and be responsible for the requirements of applicable sections of state laws, the State Administrative Manual, departmental and state policies, and procedures pertaining to the areas of responsibility. Must be able to communicate effectively with various control agencies, other agencies both public and private, CCC headquarters and field personnel. The incumbent must be able to be proficient in the use of word processing, spread sheet, cloud systems and database programs such as Fi$Cal and others. The position requires some travel and must be able to respond to internal and declared emergencies. 

In all job functions, employees are responsible for creating an inclusive, safe, and secure work and program environment that values diverse cultures, perspectives, and experiences, and is free from discrimination. Employees are expected to provide all members of the public with equitable services and treatment, collaborate with underserved communities and tribal governments, and work toward improving outcomes for all Californians. 
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Non-IT Goods Procurement, FI$Cal, CalCard Programs and Staff Management
Subject matter expert in working, directing, and managing assigned staff procurement operations including non-IT goods purchasing, CalCard administration, FI$Cal systems related to purchase orders and CalCard reconciliation, in accordance with established Public Contracts Code, State Government Code, State Administrative Manual, and State Contracting Manual rules/regulations.  Monitors and ensures the performance and compliance of the above programs both statewide and local.  Provides written and verbal instructions, reports, and other business intelligence to delegated financial and leadership personnel regarding requirements, processes, and performance. Responsible for the work in maintaining the departmental procurement manual chapters for assigned area responsibilities.  Will be assigned as a liaison between the CCC and the Department of General Services Procurement Division and Office of Small Business Certification & Resources.  May attend State advisory meetings on behalf of the CCC. 

Supervise, develop and set performance expectations for staff assigned to the development of a wide variety of non-IT procurements, FI$Cal and CalCard usage. In this capacity, the incumbent acts as an expert level person in the development of staff to journey level capability. Incumbent will actively monitor and review the entire procurement process for all assigned staff from the contract request stage through vendor selection, performance, payment, and conclusion, ensuring program objectives are achieved and State/federal regulations and requirements are met. Training plans will be designed with improving demonstratable skills, retention, and upward mobility efforts as guiding factors.

Procurement Performance Analysis, Audit, and Training
Acts as a subject matter expert in, oversee and manage the auditing all incoming Fi$Cal level 3 procurement activity to ensure Field and Headquarter staff understand the state’s procurement process and follow state regulations.  Responsible for reviewing statewide procurements to ensure accurate completion and that the reported information is in accordance with state regulations, departmental policies and spending plans; and that they are properly authorized. 

Incumbent will develop, manage, supervise, and provide field and HQ procurement staff with direct and coordinated training and customer service to get the knowledge, skills and abilities of statewide procurement staff up to subject matter expertise level including mandatory training requirements.

Promote Diversity, Equity, and Inclusion
Participate in professional development trainings, as well as tasks, trainings and activities that support programmatic and workplace diversity, equity, and inclusion.
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