
STATE OF CALIFORNIA- HEAL TH AND HUMAN SERVICES AGENCY CALIFORNIA DEPARTMENT OF SOCIAL SERVICES 

State of California - Department of Social Services 
DUTY STATEMENT 

EMPLOYEE NAME: 

Vacant  
CLASSIFICATION: 

Analyst I 
DIVISION/BRANCH/REGION: (UNDERLINE All THAT APPLY) 

CFSD-Safety Prevention and Early Intervention Branch 
SUPERVISOR'S NAME: 

Lauren Young 

POSITION NUMBER: 

800-543-5157-706

BUREAU/SECTION/UNIT: (UNDERLINE All THAT APPLY) 

Central Ops-Contracts Coordination Unit 
SUPERVISOR'S CLASS: 

Supervisor I 

SPECIAL REQUIREMENTS OF POSITION (CHECK ALL THAT APPLY):

D Designated under Conflict of Interest Code. 

D Duties require participation in the OMV Pull Notice Program. 

D Requires repetitive movement of heavy objects. 

D Performs other duties requiring high physical demand. (Explain below)

D None 

ill Other (Explain below)

Fingerprint Clearance (DOJ/FBI) 

I certify that this duty statement represents an accurate 
description of the essential functions of this position. 

I have read this duty statement and agree that it represents the 
duties I am assigned. 

SUPERVISOR'S SIGNATURE DATE EMPLOYEE'S SIGNATURE DATE 

SUPERVISION EXERCISED (Check one): 

� None D Supervisor D Lead Person D Team Leader 

FOR SUPERVISORY POSITIONS ONLY: Indicate the number of positions by classification that this position DIRECTLY supervises. 

Total number of positions for which this position is responsible: 

FOR LEADPERSONS OR TEAM LEADERS ONLY: Indicate the number of positions by classification that this position LEADS. 

MISSION OF ORGANIZATIONAL UNIT: 

The Central Operations Management Organization (Central Ops) is dedicated to building a high performing work 
environment in the Children and Family Services Division (CFSD) where staff, customers, stakeholders, and 
business partners are respected and valued; the result of an organization where service, support and integrity foster 
relationships and the way we do business. 

The Contracts Coordination Unit (CCU) provides Division-wide consultative support on all aspects of the state 
contract process. 

The goal is to ensure consistency, compliance, and efficiency across all contract-related efforts within CFSD. 
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STATE OF CALIFORNIA- HEAL TH AND HUMAN SERVICES AGENCY 

State of California - Department of Social Services 
DUTY STATEMENT 

EMPLOYEE NAME: 

Vacant
CLASSIFICATION: POSITION NUMBER: 

Analyst II 800-543-5393-704

CALIFORNIA DEPARTMENT OF SOCIAL SERVICES 

DIVISION/BRANCH/REGION: (UNDERLINE All THAT APPLY) 

CFSD-Safety Prevention and Early Intervention Branch 

BUREAU/SECTION/UNIT: (UNDERLINE All THAT APPLY) 

Central Ops-Contracts Coordination Unit 
SUPERVISOR'S NAME: SUPERVISOR'S CLASS: 

Lauren Young Supervisor I 

SPECIAL REQUIREMENTS OF POSITION (CHECK ALL THAT APPLY):

D Designated under Conflict of Interest Code. 

D Duties require participation in the OMV Pull Notice Program. 

D Requires repetitive movement of heavy objects. 

D Performs other duties requiring high physical demand. (Explain below)

D None 

ill Other (Explain below)

Fingerprint Clearance (DOJ/FBI} 

I certify that this duty statement represents an accurate 
description of the essential functions of this position. 

I have read this duty statement and agree that it represents the 
duties I am assigned. 

SUPERVISOR'S SIGNATURE DATE 

SUPERVISION EXERCISED (Check one): 

� None D Supervisor 

EMPLOYEE'S SIGNATURE DATE 

D Lead Person D Team Leader 

FOR SUPERVISORY POSITIONS ONLY: Indicate the number of positions by classification that this position DIRECTLY supervises. 

Total number of positions for which this position is responsible: 

FOR LEADPERSONS OR TEAM LEADERS ONLY: Indicate the number of positions by classification that this position LEADS. 

MISSION OF ORGANIZATIONAL UNIT: 

The mission of the Contracts Coordination Unit (CCU} is to provide administrative and financial oversight activities 
for CFSD Contracts 
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