
[image: ]

DUTY STATEMENT

Classification: 		Supervisor I 
Job Title:	Section Chief, Deaf and Hard of Hearing Services Section
Name:			
Scheme/Class Code	4800
Position Number:	813-024-4800-002
FLSA Status:		WWG E  
Division:	Specialized Services Division
Location:	Central Office
Primary Assignment: Supervises statewide program operations, program staff, communication‑access services, project management efforts, and provides program‑level consultation.
JOB OBJECTIVES:
Under the administrative direction of the Programs and Services Branch Chief, the Deaf and Hard of Hearing Services (DHHS) Section Supervisor I oversees statewide program operations and supervises program staff, including Analyst I, Analyst II, and Support Services Assistant – Interpreters (SSA-I). The incumbent manages program initiatives, communication‑access services, and develops policies and procedures that support effective service delivery. Additional responsibilities include coordinating statewide projects, serving as a liaison to community partners and state agencies, and providing program‑level consultation to section and division leadership, as appropriate. The incumbent ensures that DHHS activities align with applicable federal and state requirements, including the Americans with Disabilities Act (ADA) and relevant federal Vocational Rehabilitation regulations, by guiding and overseeing staff responsible for detailed compliance activities. This position supports services for Deaf, Hard of Hearing, DeafBlind, DeafDisabled, and Late‑Deafened individuals without providing case‑specific guidance or field‑operations oversight.
The position requires strong independent judgment and decision‑making in overseeing statewide program activities, interpreting and applying regulatory requirements, and coordinating communication‑access initiatives. The incumbent must also demonstrate strong cultural and communication awareness to effectively address the needs of diverse communities and ensure that program operations meet accessibility standards.
ESSENTIAL JOB FUNCTIONS:
Performs the following duties:
50%	Supervisory Functions and Program Management: Supervises and directs the daily work of DHHS program staff, including assigning work, setting priorities, monitoring workloads, reviewing staff outputs for quality and compliance, and providing coaching, mentoring, and performance evaluations. Oversees the development and maintenance of statewide DHHS program procedures, operational workflows, and service delivery standards. Provides program‑level consultation to Branch and Division leadership regarding operational impacts, systemic issues, and emerging service needs affecting DHHS statewide functions. Manages day‑to‑day administrative and operational activities carried out by staff, ensuring adherence to departmental policies, accessibility standards, and established procedures. Ensures program consistency through quality assurance, problem solving, and continuous improvement activities.

Guides DHHS training and capacity‑building efforts for internal stakeholders, including the development of training materials and resources that promote equitable service delivery to Deaf, Hard of Hearing, DeafBlind, DeafDisabled, and Late-Deafened individuals. Identifies emerging training needs and collaborates with staff, leadership, and partners to address gaps. Offers subject matter expertise to support departmentwide communication-access and cultural competency initiatives.
20%	Leadership Support: Collaborates with Division leadership to support departmental goals, priorities, and initiatives. Provides supervisory‑level oversight of work products prepared by staff, ensuring information provided to leadership is accurate, timely, and aligned with expectations. Ensures administrative activities are completed in accordance with established standards.
Supports leadership in implementing departmentwide directives by communicating expectations to staff, monitoring follow‑up actions, and ensuring consistent application across DHHS program areas. Participates in leadership meetings as appropriate, provides operational updates upon request, and ensures administrative activities supporting departmental initiatives are completed effectively.
10%	Program Monitoring and Evaluation: Assesses program activity trends and reviews staff‑generated data summaries to identify opportunities to strengthen statewide service delivery and improve program effectiveness. Provides recommendations to enhance policies, procedures, and operational practices, and collaborates with internal partners to ensure alignment with departmental standards, accessibility requirements, and statewide goals. Oversees the preparation of reports and materials that inform Branch leadership decision‑making and support long‑range planning and continuous improvement across DHHS functions.
10%	American Sign Language (ASL): Uses ASL to translate and interpret services to DOR consumers, staff, and members of the public.
5%	Team Support and Coverage: Provides limited backup support to other team functions, as needed, to ensure continuity of operations. Assists with coverage during workload surges or high-priority needs, within the scope of the classification and in coordination with Division leadership.
MARGINAL JOB FUNCTIONS:
5% 	Represents the Section and the Department at public meetings, conferences, and trainings. Delivers presentations with prior approval from the Specialized Programs and Services Branch Chief. Supports Department events, including the annual Senate Bill 105 Conference. 
Travel: 	Up to 5% travel may be required to attend conferences, trainings, or meetings. 
All Times:	Communicate effectively and professionally with individuals from diverse backgrounds using email, virtual platforms, and other communication methods. Provide excellent service to stakeholders. Ensure timely completion of assignments and exercise sound judgment, initiative, and problem-solving skills. Address concerns at the lowest appropriate level and elevate issues as needed.
Work Environment and Physical Requirements
Work is performed in a combination of a DOR office setting and a telework environment, consistent with departmental telework policies. Duties may also require work at offsite locations, including community settings, events, and partner locations, as needed. 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 desktop computer, peripherals, and other office equipment, with or without reasonable accommodation. The work environment includes both natural and artificial lighting. The incumbent must effectively interact with colleagues, stakeholders, and members of the public.
Consequence of Error
This position is responsible for overseeing section activities to ensure work is completed in accordance with departmental policies, procedures, and applicable federal and state laws and regulations. Errors in judgment, oversight, or direction may result in inaccurate information, delays in service delivery, or non‑compliance with established requirements. Such errors may affect staff performance, stakeholder experience, and overall Department operations.
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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