
[image: ]

DUTY STATEMENT

Classification:		Supervisor I
Job Title:			Assistant Chief Business Services 
Name:			Vacant
Scheme/Class Code	JY20/4800
Position Number:	813-006-4800-XXX
Reports to:   		Supervisor II
FLSA Status:		WWG E
Division:			Administrative Services Section
Location			Business Services 
Primary Assignment:	Facility Management, Health and Safety and Continuity Programs 


JOB OBJECTIVES:
Under the general direction of the Supervisor II of the Business Services Section (BSS), the Supervisor I oversees a team analytical staff who oversee numerous administrative functions in support of the Mission of the Department of Rehabilitation (DOR).  















ESSENTIAL JOB FUNCTIONS:
		30%	Supervision – Responsible for the direct supervision of staff responsible for   Facility Management, the Health & Safety and Continuity programs. 
Plan, organize, direct, delegate and monitor workload including development of priorities, work plans to achieve objectives, monitoring progress, and making necessary adjustments; arranges for backup including performing subordinate staff duties in their absence;
Selection including preparation of request to fill documents, vacancy announcement, identification of position qualities and competencies, updating duty statements, interview questions and hiring document preparation;
Develop, train and motivate including position orientation; task and duty training; training in governances, processes and procedures; recognition, acknowledgement and communication of job well done; development of knowledge, skills and abilities;
Ensures appropriate job performance including establishing and communicating performance standards; preparation of probationary reports; preparation of individual development plans; taking disciplinary actions as appropriate; assists in resolving competing perspectives and positions from varying parties on the same project/issue; provide guidance on the more complex assignments and/or tasks; assists to manage conflict; and to recognize the difference between conflicting personalities versus conflicting positions;
Reviews or audits and approves leave requests, leave usage, time sheets, over time requests, travel requests and travel claims;
Makes recommendations for staffing needs including identification of appropriate classification and development of duties.


	






20%	Facility Management – Responsible for facility design, leasing and lease management for 77 DOR offices, working though subordinates.
· Plans, organizes, directs, monitors and reviews the activities of three (3) Leasing and Space Planning Specialists (Analyst II);
· Develops and implements procedure and policy changes to enhance customer services as it relates to facilities design and leasing activity.
· Provides assistance and direction to staff in reference to assignments to ensure that any applicable rules, standards and procedures are followed and monitors completion of assignments;
· Works with subordinates, and field representatives to define, and establish space needs in support of organizational needs and changes;
· Ensures workload priorities, quality control objectives and critical deadlines are met in these areas through monitoring service delivery and identifying and resolving specific problem areas;
· Personally handles the most complex facility management and leasing issues and reviews and makes decisions in sensitive situations.  

20%	Health and Safety Programs – Responsible programs that provides guidance to staff to help maintain a safe and health working environment.
· Plans, organizes, directs, monitors and reviews the activities of the Health & Safety Specialist/Officer (Analyst II/Exempt); 
· Ensures compliance to California Code of Regulations, Labor Code, Cal/OSHA regulations, State Administrative Manual, Management Memos, and departmental policies applicable to Health & Safety;
· Reviews and submits for approval updates to the Heath & Safety Programs, inclusive but not limited to the Health & Safety Handbook, Emergency Response Plan, Injury & Illness Prevention Program and Workplace Violence and Bullying Prevention Program
· Participates as a member of the Workplace Violence Threat Assessment Team;
· Provides guidance and addresses the most complex issues related to the Health & Safety Programs;
· Approves and participates in Central Office and department-wide Health & Safety communications, trainings, and emergency exercises such as Central Office Emergency Evacuation drills, Health & Safety events, asbestos annual notices, etc.

20 %	Continuity Programs – Responsible for maintaining and updating the plans which identifies the department’s essential functions and ensuring those functions can be continued in the event of a disaster.
Plans, organizes, directs, monitors and reviews the activities of the Continuity Analyst (Analyst I/II); 
Ensures Continuity of Operations/Continuity of Government Plans (COOP/COG), Emergency Management Plan (EMP) and supplemental plan compliance with governances and mandates through monitoring of applicable statutes, Executive Orders, Management Memos and California Office of Emergency Services (Cal OES) policies for changes in requirements and mandates;
Implement, maintain and update COOP/COG and Emergency Management Plans;
Develop and annually update the department’s essential recovery and crucial support functions.
Serve as liaison with Cal OES, the Department of General Services (DGS), and other applicable entities on COOP/COG and related subject matter;
Develop and present policy recommendations to management on disaster and emergency preparedness, planning, recovery and restoration;
Responsible for identification and evaluation of recovery and restoration strategies;
Participate in internal and/or external trainings and seminars on COOP/COG activities including preparedness, planning, recovery and restoration functions.
 
MARGINAL JOB FUNCTIONS:

10%	Performs other related duties, including, but not limited to assisting in coverage for BSS Chief or other BSS Supervisor as needed, as well as any other duties, assignments or special projects as required.  


Travel: 	Up to 5% travel may be required to attend forums, conferences or 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.

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

Rev: 09/2026		
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