[image: ]DUTY STATEMENT
DSH3002 (Rev. 01/2020)	 
	                                    
	                                     Box reserved for Personnel Section	
	
	RPA #
	C&P Analyst Approval
	Date

	Employee Name

	Division
Administrative Services Division

	Position No / Agency-Unit-Class-Serial
461-220-4801-006
	Unit
Human Resources/C&P & Compliance

	Class Title
Supervisor II
	Location
Sacramento

	Subject to Conflict of Interest
	CBID
S01
	Work Week Group: E

	Pay Differential


	Other


	☒Yes     ☐No
	
	
	
	

	Briefly (1 or 2 sentences) describe the position’s organizational setting and major functions
Under the general direction of the Personnel Officer, the Supervisor II is responsible for overseeing Classification & Pay, Compliance and Position Control. The Supervisor II will provide functional guidance and support to the five hospital locations on policy and procedural issues related to classification and pay, compliance, position control and supports special projects with statewide impact. The incumbent serves as the Assistant Personnel Officer and is expected to provide high level guidance and exceptional customer service on complex human resource related issues, and demonstrates the highest degree of skill, knowledge, tact and poise.

	% of time performing duties
	Indicate the duties and responsibilities assigned to the position and the percentage of time spent on each. Group related tasks under the same percentage with the highest percentage first; percentage must total 100%. (Use additional sheet if necessary.

	35%

	As the Assistant Personnel Officer, manage the workload and supervise the functions performed by two teams of analysts in day-to-day operation of Sacramento Classification and Pay, Compliance and Position Control. Oversees the development of adverse actions, rejections on probation, fitness for duty notices, options letters, merit issue complaints and AWOL notices for Sacramento and overflow requests from hospitals. Ensures that work is completed timely and correctly; providing guidance regarding assignments in accordance with established procedures, laws and rules. Offers enterprise-wide subject matter expertise for hospital human resource managers and employees. Serves as hospital liaison on policy issues on complex and sensitive issues including but not limited to performance management, employee discipline, the classification plan, employee compensation requests and organizational structure. Collaborates with Labor Relations to assign and monitor the completion of grievance responses related to out-of-class complaints. Ensures that all subordinate staff are trained and committed to providing quality customer service at all times. Research and interpret State laws, rules, labor contracts, departmental and control agency regulations and provide recommendations to Personnel Officer, Chief of Human Resources and other DSH managers.

	35%

	Oversee and manage monthly and ad hoc requests for information via the Management Information Retrieval System. Provide system-wide oversight on the application of human resource policy to the five hospitals. Liaison between hospitals and the control agencies on discrepancies and technical questions. Coordinate system-wide dissemination of information in areas that include but are not limited to: open enrollment, implementation of new benefits and the impact of CalHR policy updates and other communication from control agencies to determine relevance to DSH and oversee dissemination of communication to all DSH locations. Collaborate with other HR, LR and WC managers on the development of Policies, Operational Procedures and Informational Bulletins. Participate in special projects related to mission-based review and strategic planning.

	15%

	Serves as the backup for the Personnel Officer in his/her absence; represents the departments in hearings and settlement conferences. Attends ad hoc meetings and forums, expanded Hospital Administrator meetings. Respond and assist with audit findings and recommend corrective actions plans.

	10%

	Assess employee performance, write reports on probationary employees and individual development plans. Identify formal training and on the job training opportunities to ensure subordinate employees remain knowledgeable about civil service laws, rules and functions.

	5%
	Other duties as assigned, consistent with the classification. 

Occasional travel required

	Other
Information
	CalHHS Leadership Competency Model defines competencies considered essential for effective performance for leadership levels. These competencies describe both what the most successful CalHHS leaders do (e.g., plan and execute, solve problems, and make decisions) and how they do it (e.g., through the use of flexibility and interpersonal skills). These competencies are clustered under six CalHHS leadership focus areas and all DSH leaders are expected to exemplify these core competencies: Personal Leadership, Communication, Teamwork, Knowledge, Decision Making and Service.

The incumbent is expected to thoroughly understand DSH’s strategic plan and be committed toward the vision, mission, goals, and values. The incumbent leads their team toward accomplishing the DSH goals and individual objectives, driving them toward the vision of caring today for a safe and healthy tomorrow.

During daily work, interactions, and decisions, the incumbent must exemplify and adhere to DSH’s core values of safety, treatment, responsibility, communication, respect, and empowerment.

DSH provides support services to facilities operated within the department. A required function of this position is to consistently provide exceptional customer service to internal and external customers. DSH facilities operate on a 24-hour, 7 day a week basis and support may be required outside of normal business hours to address emergent issues.

Regular and consistent attendance is critical to the successful performance of this position due to the heavy workload and time-sensitive nature of the work. The incumbent routinely works with and is exposed to sensitive and confidential issues and/or materials and is expected to maintain confidentiality at all times.

The Department of State Hospitals provides support services to facilities operated within the Department. A required function of this position is to consistently provide exceptional customer service to internal and external customers.

This position reports to the Allenby Building in Sacramento. A hybrid Telework schedule, consistent with the State of California's in-office requirement, may be considered with prior approval from management. The incumbent may also be required to travel throughout California as needed, with prior notice.

Incumbent will be held accountable for maintaining the program expenditures within budgeted allocations and to use funds for proper needs while tracking and reporting expenditures to ensure fiscal transparency and accountability.

Statement of Economic Interests / Form 700 Requirements:
The Political Reform Act requires employees who serve in this position to file a Statement of Economic Interest (Form 700) as designated in the department’s conflict-of-interest code. Your Form 700 is due within 30 days of assuming office/position, annually, and within 30 days of leaving office/position. The annual Form 700 due date is determined by the Fair Political Practices Commission and is generally due on or about April 1 of each year. The statements must be submitted to the Sacramento Filing Officer. These statements are public access documents. You will receive reminders from the Sacramento Filing Officer regarding completion of the statements; however, it is your responsibility to ensure you are compliant with all regulations and requirements. For additional information regarding the Statement of Economic Interests or regulations, please contact the Sacramento Filing Officer.

Ethics Training and Compliance:
Pursuant to Assembly Bill 3022 and Government Code 11146.4, employees required to file a Form 700 Statement of Economic Interests must complete an Ethics orientation training course within six months of assuming a Form 700 designated position, and every two (2) years thereafter, by December 31 of each even numbered year. The Ethics training governs the official conduct of state officials. You will receive reminders from the Sacramento Filing Officer regarding completion and documentation of the training; however, it is your responsibility to ensure you are compliant with the required training. Your Ethics training record and certificates of completion are public access documents. For additional information regarding the Ethics training and regulations regarding this requirement, please contact the Sacramento Filing Officer.







I have read and understand the duties listed above and I can perform these duties with or without reasonable accommodation. (If you believe reasonable accommodation is necessary, discuss your concerns with the Office of Human Rights).




_______________________________                              _______________
Employee’s Signature                                                         Date



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




_______________________________                              _______________
Supervisor’s Signature                                                        Date
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