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1. Institution/Division/Office:

Central Office/Executive/CALCTRA

2. Enterprise/Unit:
Executive Office

3. Classification Title:

Supervisor Il

4. Working Title:
Supervisor Il

5. Position Number (Agency-Unit-Class-Serial): | 6. CBID: 7. WWG: 8. Working County:
063-020-4801-002 S01 E (Exempt) Sacramento
9. Tenure: 10. Time Base:

Limited Term Full-Time

11. License Requirement: 12. Endorsement Requirement:

N/A - Not Applicable N/A

13. Retirement Category: 14. Work Schedule:

Industrial Mon-Fri, 08:00 — 17:00 hours
15. Incumbent Name (If known): 15a. Effective Date:
Vacant

16. Briefly (1 or 2 sentences) describe the position’s organization setting and major functions:

Under general direction of the Director, the Supervisor Il, Special Assistant (SA) to the Director,
provides high-level expertise and assistance to the Director as well as the Executive Officer
(EO) of the Correctional Training and Rehabilitation Board (CTRB). The SA manages the
California Correctional Training and Rehabilitation Authority (CALCTRA) executive office and
CTRB administrative support personnel.

17. Percentage (%) of
time performing
duties:

25%

18. Indicate the duties and responsibilities assigned to the position and the percentage (%) of time spent for
each. Group-related tasks under the same percentage (%) with the highest percentage (%) listed first.

ESSENTIAL FUNCTIONS

Prepares and reviews highly sensitive reports, correspondence, and other
strategic and executive-level work on behalf of the Director and Executive
Officer of the CTRB. Evaluates and provides recommendations to the Director
on the impact of proposed policy and program topics relating to CALCTRA.
Manages internal/external information processing and distribute information to
appropriate  CALCTRA or CTRB for action and disposition. Overall
responsibility of developing and maintaining policy and procedures for the
executive office. Attends executive staff meetings, advises and consults with
the Director and other executives as requested on policy decisions.

(Essential Functions Continued on Page 2)
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17. Percentage (%) of
time performing
duties:

25%

20%

15%

10%

18. Indicate the duties and responsibilities assigned to the position and the percentage (%) of time spent for
each. Group-related tasks under the same percentage (%) with the highest percentage (%) listed first.

Directly manages the executive office administrative support staff. Oversees
day-to-day activities and coordinates staffing needs for executive support
functions in accordance with state laws, rules, and regulations.

Coaches executive administrative staff on maintaining a professional working
environment, managing complex and confidential meetings and materials, and
building relationships with various executives, boards, commissions,
departments, agencies, and other public or private organizations. Manages
the administrative support staff responsible for maintaining the working
schedules and calendars of the Director, executive staff and the CTRB.
Oversees coordination of travel activities, arrangement of meetings, new
CTRB member orientations, and other activities as performed by executive
administrative staff.

Supports all activities related to the five stages of the Strategic Business Plan.
Assists Director with defining objectives, participant interaction formats and
queries for stakeholders. Leads the collection efforts to gather feedback of
workshops and brainstorming sessions, facility tours, interviews and surveys.
Carries out analysis activities of data to categorize and action results,
assessing trends and prioritization of needs. Creates attainable measures and
goals to be tracked over predetermined duration of time. Assists the Project
Management Office (PMO) in the tracking and delivery of milestones, tasks
and deliverables and communicates progress to stakeholders. Assists the
Director in reporting accomplishments, lessons learned and future process
improvements.

Develops, establishes, and maintains the appropriate protocol, policies and
procedures for the CTRB to include board member announcements and
memorandums, board briefings and portfolios, meetings and special events.
Collects and reviews all board meeting information and action items.
Coordinates arrangements for all external stakeholder attendance and/or
presentation of materials to the CTRB. Supports the Director with the CTRB
Executive Committee activities. Responsible for the production and
dissemination of all materials required for meetings, hearings and special
events including agendas, board items and recordings. Ensures all
government code public meeting notice requirements are met.

Maintains budgetary records and items for the executive office to include
travel (for both the Director and CTRB), miscellaneous office expenses, and
overtime. Monitors and assists administrative staff in a wide variety of
assignments including preparing and reviewing budget documents, reports,
tracking fiscal information.

(Marginal Functions on Page 3)
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DUTY STATEMENT

17. Percentage (%) of | 18. Indicate the duties and responsibilities assigned to the position and the percentage (%) of time spent for
time performing each. Group-related tasks under the same percentage (%) with the highest percentage (%) listed first.
duties:

5% Completes all mandatory and job-related training. Performs other duties as
assigned.

(Expectations & Requirements on Page 4)
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ADDITIONAL EXPECTATIONS

SPECIAL REQUIREMENTS

The California Correctional Training and Rehabilitation Authority (CALCTRA) operates within
California Department of Corrections and Rehabilitation (CDCR) facilities. CDCR does not
recognize hostages for bargaining purposes. CDCR has a "NO HOSTAGE" policy, and all incarcerated
individuals, visitors, non-employees, and employees shall be made aware of this.

19. Supervisor Statement: “/ have discussed the duties of the position with the employee”.

20. Date Supervisor Provided Employee with a Copy of this Duty Statement:

PRINT EMPLOYEE NAME: EMPLOYEE SIGNATURE: DATE:
Vacant
PRINT MANAGER/SUPERVISOR NAME: MANAGER/SUPERVISOR SIGNATURE: DATE:
Suzie Changus

HR APPROVAL:
JS 4/21/26
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	16 Briefly 1 or 2 sentences describe the positions organization setting and major functions: Under general direction of the Director, the Supervisor II, Special Assistant (SA) to the Director, provides high-level expertise and assistance to the Director as well as the Executive Officer (EO) of the Correctional Training and Rehabilitation Board (CTRB). The SA manages the California Correctional Training and Rehabilitation Authority (CALCTRA) executive office and CTRB administrative support personnel.  
	18: 
	 Essential Functions: Prepares and reviews highly sensitive reports, correspondence, and other strategic and executive-level work on behalf of the Director and Executive Officer of the CTRB. Evaluates and provides recommendations to the Director on the impact of proposed policy and program topics relating to CALCTRA. Manages internal/external information processing and distribute information to appropriate CALCTRA or CTRB for action and disposition. Overall responsibility of developing and maintaining policy and procedures for the executive office. Attends executive staff meetings, advises and consults with the Director and other executives as requested on policy decisions.
 
 
 
	 Essential Functions1: Directly manages the executive office administrative support staff. Oversees day-to-day activities and coordinates staffing needs for executive support functions in accordance with state laws, rules, and regulations.
 Coaches executive administrative staff on maintaining a professional working environment, managing complex and confidential meetings and materials, and building relationships with various executives, boards, commissions, departments, agencies, and other public or private organizations. Manages the administrative support staff responsible for maintaining the working schedules and calendars of the Director, executive staff and the CTRB. Oversees coordination of travel activities, arrangement of meetings, new CTRB member orientations, and other activities as performed by executive administrative staff.
 
Supports all activities related to the five stages of the Strategic Business Plan. Assists Director with defining objectives, participant interaction formats and queries for stakeholders. Leads the collection efforts to gather feedback of workshops and brainstorming sessions, facility tours, interviews and surveys. Carries out analysis activities of data to categorize and action results, assessing trends and prioritization of needs. Creates attainable measures and goals to be tracked over predetermined duration of time. Assists the Project Management Office (PMO) in the tracking and delivery of milestones, tasks and deliverables and communicates progress to stakeholders. Assists the Director in reporting accomplishments, lessons learned and future process improvements.
 
Develops, establishes, and maintains the appropriate protocol, policies and procedures for the CTRB to include board member announcements and memorandums, board briefings and portfolios, meetings and special events. Collects and reviews all board meeting information and action items. Coordinates arrangements for all external stakeholder attendance and/or presentation of materials to the CTRB. Supports the Director with the CTRB Executive Committee activities.  Responsible for the production and dissemination of all materials required for meetings, hearings and special events including agendas, board items and recordings. Ensures all government code public meeting notice requirements are met.  
 
Maintains budgetary records and items for the executive office to include travel (for both the Director and CTRB), miscellaneous office expenses, and overtime. Monitors and assists administrative staff in a wide variety of assignments including preparing and reviewing budget documents, reports, tracking fiscal information.
 
	 Marginal Functions: Completes all mandatory and job-related training. Performs other duties as assigned. 
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