917-191-9613-003	VACANT	9/15/2026

Board of State and Community Corrections (BSCC)
DUTY STATEMENT


	Classification:
	Field Representative

	Position Number:
	917-191-9613-003

	Division:
	Standards and Training for Corrections

	Incumbent:
	VACANT



SECTION A: GENERAL DESCRIPTION

Under general direction of the STC Deputy Director, the Field Representative – Training Standards and Policy Development Lead serves as the primary lead for statewide job analyses and oversees the development, revision, and maintenance of selection and training standards for local corrections personnel. The Field Representative provides consultative services to support the implementation of those standards, designs and delivers training, administers a course certification system, conducts compliance reviews, develops statewide policy related to training, facilitates workgroups and meetings, and performs other related duties in support of the statewide local corrections training program.  

Rotation of assignments and divisions may be required to manage unanticipated workloads. Traveling is necessary and required to meet the duties of this assignment.

SECTION B: ESSENTIAL FUNCTIONS

Candidates must have the ability to perform the following essential functions with or without reasonable accommodation.

	% of Time Spent
	
	Typical Task

	50%
	
	Selection and Training – Design and conduct job analyses, portability studies and validation studies to identify job tasks and required knowledge, skills and abilities for state and local corrections personnel.  Develop empirically sound and legally defensible selection and training standards for state and local corrections personnel. Administer the seven-step selection criteria system to comply with federal and state guidelines. Design entry level training curriculum and annual training requirements for state and local corrections personnel. Conduct qualitative reviews of corrections-related courses to assess job relevancy, instructor expertise, adherence to instructional objectives, and appropriate training delivery methodology. Collaborate with local corrections agencies and public/private training providers in the development and administration of programs designed to ensure the competence of local corrections professionals. 


	15%
	
	Policy Development - Formulate regulations, policies, procedures and guidelines on a variety of correctional issues related to training. Develop, revise and promulgate minimum standards for state and local corrections agencies. Monitor and evaluate emerging national, state, and local programs and “best practices” in a systematic manner to develop effective policy and capitalize on new opportunities. Analyze complex corrections issues, programs and legislation, and present information, alternatives, and policy recommendations to the Legislature, BSCC Board, local governing bodies and other entities. Prepare bill analyses, issue memos and other written documents to effectively explain and convey the impact of proposed legislation and administrative actions on corrections programs.


	10%
	
	Mediation and Facilitation - Facilitate meetings, task forces, executive steering committees, work groups and advisory groups, and lead groups to closure through consensus building. Instruct groups on issues related to the BSCC’s mission and goals. Mediate disputes concerning local, state and national standards and court decisions as they impact BSCC programs. Provide a link between local, state and federal interests. Make determinations on difficult, politically sensitive state and local corrections problems to avoid or reduce possible litigation. Establish and maintain cooperative relationships with stakeholders, constituents, organizations and governing bodies impacted by the BSCC’s mission. Actively participate in conferences, meetings, or hearings involving problems or issues of considerable consequence or importance. Facilitate a common understanding of the problem and thereby develop a satisfactory solution by either convincing individuals, arriving at a compromise, or developing suitable alternatives.


	10%
	
	Technical Assistance/Program Support and Outreach - Advise, consult and provide technical assistance and program support to state and local agencies impacted by BSCC operations. Coordinate with local agencies on conducting needs assessments, developing training plans, identifying and assessing appropriate training and other critical elements of a successful training program in order to improve training outcomes. Coordinate solutions to emerging training needs including developing local partnership. Design and deliver training to support local training programs. Train state and local corrections agencies on BSCC minimum standards and effective methods for compliance. Advise and direct state and local decision makers on correctional issues under BSCC’s purview.  Provide corrections agencies with information to optimize their operations and accomplish their primary purpose in an effective manner. Determine objectives, set priorities and schedule activities in order to ensure the appropriate and timely delivery of services. Prepare and deliver agenda items and presentations for board meetings, task groups, management reviews, stakeholder conferences and other working groups.  


	5%
	
	Program Oversight and Compliance - Plan, organize, direct, and conduct on site inspections, investigations, and surveys of state and local corrections facilities and programs to monitor compliance with Board of State and Community Corrections (BSCC) minimum standards. Identify program deficiencies and consult with correctional agencies to develop corrective action plans. Monitor correctional agencies through ongoing communication via telephone, e-mail and/or site visits in order to facilitate their ongoing compliance with minimum standards or corrective action plans. Evaluate the effective, efficient and appropriate use of correctional funding by state and local agencies and in accordance with state and federal laws, regulations, policies and procedures.

	
	
	

	
	
	

	5%
	
	Subject Matter Expert – Testify as an expert witness before boards of supervisors, city councils, grand juries and state and federal courts. Serve as a subject matter expert before state and local government and law enforcement groups, detention organizations, commissions, task groups, and citizen groups. 


	5%
	
	Other Duties – Develop and instruct courses to assist local agency training managers and instructors (Training Managers Course and Instructor Development Course).




SECTION C: NON-ESSENTIAL FUNCTIONS

NONE

SECTION D: ADA REQUIREMENT

Alternatives will be provided for incumbents who are unable to perform the non-essential functions of the job because of a disability as defined by the Americans with Disabilities Act (ADA).
SECTION E: KNOWLEDGE, SKILLS AND ABILITIES
Incumbent must demonstrate the ability to perform high administrative and policy influencing functions effectively.  Such overall ability requires possession of most of the following more specific knowledge and abilities: 
Knowledge of: Purposes, activities, and policies of the Board of Corrections; modern principles and practices in penal administration and criminology; psychology and attitudes, problems, behavior and methods of rehabilitation of inmates, wards or probationers; supervisory techniques and methods of maintaining discipline, both of staff personnel and inmates; principles and methods used in the custody, control and adjustment of antisocial persons; training principles and methods as applied to corrections' personnel; principles of personnel, program and project management, budgeting, selection, and supervision as applied to corrections; architectural practice as it relates to correctional institutions; interviewing techniques; and laws and regulations governing local correctional institutions.
Ability to: Function effectively as a consultant, facilitator, and mediator; formulate programs for the safe custody, discipline, and welfare of inmates; interpret and apply provisions of laws and rules governing program operations; coordinate the custodial functions with the care and treatment program; establish and maintain cooperative working relations with officials, staff members, public agencies, and professional groups; speak and write effectively; analyze situations and take effective action; analyze and react positively to sensitive issues; plan, organize, and direct the work of others; read and interpret architectural drawings; and prepare clear and concise reports.
SECTION F: RESPONSIBILITY FOR DECISIONS (CONSEQUENCE OF ERROR)
The Field Representative is responsible for a wide variety of independent decision making in the performance of their duties.  It can include high impact decision making such as compliance findings and policy interpretations and application.  The Field Representative makes these decisions as a representative of the State of California while conducting work with local corrections agencies.  The consequence of error in their decision making can be extremely high.  Agencies look to Field Representatives as the experts in state requirements and proceed according to their direction.  Bad direction from a Field Representative can result in an agency decision that negatively impacts state credibility, public safety, local operations, and fiscal responsibility.  
SECTION G: PERSONAL CONTACT
Will have personal contact with state and local law enforcement, local governmental agencies, legislative staff, state control agencies, the executive branch, BSCC members and staff, advocacy groups, institutional and program staff, external stakeholders and professional groups.

SECTION H: WORK ENVIRONMENT
Will work in an office building in Sacramento, California. The incumbent must be able to travel as needed across California, and in rare cases, outside of California to attend meetings and events. Travel may include flying or driving and overnight stays.
SECTION I: PHYSICAL REQUIREMENTS
	Check the frequency of activity required of the employee to perform the job

	Activity
(Hours per day)
	Never
(0 Hours)
	Occasionally
(up to 3 hours)
	Frequently
(3 to 6 hours)
	Constantly
(6 to 8 hours)

	Sitting
	
	
	
	X

	Walking
	
	X
	
	

	Standing
	
	
	X
	

	Bending (neck/waist)
	
	
	X
	

	Squatting
	
	X
	
	

	Climbing stairs
	
	X
	
	

	Kneeling
	
	X
	
	

	Crawling
	X
	
	
	

	Twisting (neck/waist)
	
	X
	
	

	Is repetitive use of hand(s) required?
	
	
	
	X

	Simple Grasping (R or L)
	
	
	X
	

	Power Grasping (R or L)
	X
	
	
	

	Fine Manipulation (R or L)
	
	
	X
	

	Pushing/Pulling (R or L)
	X
	
	
	

	Reaching (above/below shoulder level)
	
	X
	
	

	Lifting/Carrying
	Describe the heaviest item required to be lifted or carried, the frequency and the distance:

Minimal: files, plans, luggage for travel, etc.





SECTION J: SIGNATURE

By signing this document, I acknowledge I understand all requirements and information stated above and understand the duties may be modified in accordance with the established job specifications for the class and in conjunction with office needs and have received a copy of this duty statement.




________________________________________	_____________________
Employee’s Signature					Date

I have discussed and provided a copy of this duty statement to the employee named above.




_______________________________________	_____________________
Supervisor’s Signature					Date


