DUTY STATEMENT

CALIFORNIA DEPARTMENT OF VETERANS AFFAIRS

	PART A



	Position No: 831-453-7500-001
	Date:  

	Class:  Assistant Deputy Secretary, Bond Finance and Investment, CEA, Level A
	Name:  

	Under administrative direction of the Deputy Secretary of CalVet Home Loans, Assistant Deputy Secretary of Bond Finance and Investment is responsible for the management of the division’s bond portfolio and is responsible for investing and managing excess bond proceeds and cash reserves. The position also oversees the Home Protection unit and the Facilities Management team.  

	Percentage of time performing duties:
	
ESSENTIAL FUNCTIONS

	20%

15%

15%

10%

10%

5%

5%
5%

5%

5%
	Bonds and Investments: Primary responsibility for the oversight of the Bond Finance and Investment program and the monitoring and reporting of cash flows relative to bond proceeds, investments, bond sales, bond calls and actions necessary to maintain compliance with federal tax laws.  Recommends policies and procedures relative to financing and investments for the CalVet Home Loan Program in accordance with federal tax laws.   
General Executive Management: The incumbent is responsible for working closely with other Division management staff in making Division-wide decisions and meeting the goals and objectives of the Division’s portion of the Department’s Strategic Plan.  The incumbent serves as a key member of the Executive Staff.  Exercises management responsibility for policy formulation and implementation for the Division as well as direct management and supervision over the following functions:

Home Protection Unit (HPU): Responsible for general oversight of all HPU activities. Works with HPU staff to ensure policies, procedures, and documentation are appropriately updated and maintained. Instrumental in identifying effective reinsurance options and making recommendations to the Deputy Secretary. Upon selection, directly negotiates and enters into agreements necessary to secure reinsurance coverage. Assists, when required, with borrower escalations over claims disputes and other HPU related issues.

Cash Management: Through the implementation, management, and interpretation of various cash management tools and processes, compares required debt service payments and demand for new mortgages with the source and amount of funds derived from bond proceeds and monthly cash receipts. Optimizes the movement of funds in and out of investments to meet the needs of the Department’s debt service and other expenditures that may be incurred.  Ensures cash management processes are in compliance with Program Operating Procedures as issued and agreed to in conjunction with each bond sale, or as otherwise required.   
Investments: Invests Department funds to maximize revenues while minimizing risk.  Ensures investments meet the appropriate criteria and are in compliance with Section 16430 of the Government Code.  
Departmental Representative on Bond Sales:  Serves as the primary departmental contact and represents the Secretary and Undersecretary on all issues pertaining to the sale of new or refunding CalVet bond issues.  Works in conjunction with internal and external attorneys, underwriters, banks, trustees, Agent for Sale (Treasurer’s Office), Attorney General’s Office, Controller’s Office, Department of Finance, financial consultants, rating agencies, public accounting firms, insurance companies, investment companies, and two Financing Committees that include the Governor, State Treasurer, State Controller, Director of Finance, and the Secretary and Undersecretary of the California Department of Veterans Affairs. Provides technical support to all the Finance Committee members.   

Under direction of the division’s Deputy Secretary, works closely with Home Loan management team to determine when a bond sale is necessary based on a cash flow model and the division’s financing needs. Ensures uninterrupted funding of veterans’ home loans. Collaborates with external consultants to ensure bond and loan interest rates comply with federal tax laws. Works closely with the State Treasurer’s Office, and external experts, to determine size and structure of bond issues, timing of sales, and any special considerations such as using loans, commercial paper, liquidity agreements, variable rate debt, and entering into swaps and caps and/or incorporating a bond refunding as part of the sale transaction.

Management of the Bond Portfolio: Ensures that Department conforms to the financial provisions contained in all general obligation bond documents and revenue bond transactions.  

Federal Tax Law Compliance: Monitors the program to ensure the Agency complies with the numerous federal tax laws.  Monitors financial accounts for the affected bond series to ensure yields are in compliance for each specific issue.

Obligations to Rating Agencies and Bondholders: Serves as principal contact for all interactions with the three (3) municipal rating agencies and potential investors to ensure continued favorable reception of the bonds on the market.
Facilities Management: Coordinates with Facilities Management Supervisor to monitor status of construction, maintenance, and repair projects. Serves as Home Loan’s primary executive liaison with Central Business Office (CBO) management and staff. Attends meetings with CBO, DGS, and external affiliates such as engineers and architects, in order to monitor ongoing projects and offer input from CalVet Home Loans.

	NON-ESSENTIAL FUNCTIONS



	5%

	Other duties as assigned.


	Position No:  831-453-7500-001
	Date:   

	Class:  Assistant Deputy Secretary, Bond Finance and Investment, CEA Level A 
	Name:  

	PART B - PHYSICAL AND MENTAL REQUIREMENTS

OF ESSENTIAL FUNCTIONS



	Activity
	Not

Required
	Less than 25%
	25% to 49%
	50% to 74%
	75% or More

	VISION:  Reviewing mail; preparing various forms, proofreading documents; receiving visitors
	
	
	
	X
	

	HEARING:  Answering telephone; receiving and announcing visitors; answering inquiries and providing verbal information.
	
	
	
	X
	

	SPEAKING:  Answering telephone; receiving and announcing visitors; answering inquiries and providing verbal information
	
	
	
	X
	

	WALKING:  Distributing mail; distributing information; copying
	
	X
	
	
	

	SITTING:  Sitting at desk answering telephone; sorting mail; performing other clerical typing duties
	
	
	X
	
	

	STANDING:  Copying documents; distributing mail.
	X
	
	
	
	

	BALANCING:
	
	X
	
	
	

	CONCENTRATING:  Answering multiple telephone lines; determining needs of callers and providing information; logging mail and determining appropriate recipient; preparing various forms and documents.
	
	
	
	X
	

	COMPREHENSION:  Understanding needs of callers; understanding policies and procedures.  
	
	
	
	
	X

	WORKING INDEPENDENTLY:  Must be able to work alone without much guidance or interaction from other staff at times. 
	
	
	
	X
	

	LIFTING UP TO 10 LBS OCCASSIONALLY:  
	
	
	X
	
	

	LIFTING UP TO 20 LBS OCCASSIONALLY AND/OR 10 LBS FREQUENTLY:
	
	X
	
	
	

	LIFTING UP 20-50 LBS OCCASSIONALLY AND/OR 25-50 FREQUENTLY:  
	
	X
	
	
	

	FINGERING:  Pushing telephone buttons; personal computer; copier
	
	
	
	X
	

	REACHING:  Answering telephone; distributing mail


	X
	
	
	
	

	CARRYING:  Distributing mail; documents
	X
	
	
	
	

	CLIMBING:  
	X
	
	
	
	

	BENDING AT WAIST:  
	X
	
	
	
	

	KNEELING:  
	X
	
	
	
	

	PUSHING OR PULLING: Mail cart or deliveries
	X
	
	
	
	

	HANDLING:  Sorting and distributing mail; typing
	X
	
	
	
	

	DRIVING:  
	
	
	X
	
	

	OPERATING EQUIPMENT:  Computer; telephone; copy machine; fax; inserter machine; postage machine
	
	
	
	
	

	WORKING INDOORS:  Enclosed office environment
	
	
	
	
	X

	WORKING OUTDOORS:
	X
	
	
	
	

	WORKING IN CONFINED SPACE:  Enclosed office environment
	
	
	
	X
	


I have read and understand the duties listed on this Duty Statement and I can perform these duties with or without reasonable accommodation. 
Employee Signature__________________________________ Date _________________

Supervisor Signature _________________________________Date _________________

Human Resources Signature _________________________  Date  __________________

