Position Number	Name	Date
OFFICE OF THE STATE CONTROLLER

DUTY STATEMENT

	EMPLOYEE NAME

	DIVISION
Division of FI$Cal

	CLASSIFICATION TITLE
CEA Level B
	UNIT NAME - LOCATION
Executive - The Park

	WORKING TITLE
Partner Business Executive
	POSITION NUMBER
051-726-7500-013

	
	EFFECTIVE DATE





SECTION A: GENERAL DESCRIPTION 

With general direction provided by the Chief Operating Officer for the State Controller's Office (SCO), the Partner Business Executive is responsible for the planning, organizing, and directing the work of the SCO’s FI$Cal Team, through subordinate managers and professional level staff members, engaged in the maintenance and support of the SCO’s control functions within the FI$Cal system in coordination with the Department of FI$Cal.  This position will be a member of the Senior Management Structure of the agency and report to the Chief Operating Officer, the Chief of Staff, and as required by the State Controller, like other division chiefs within the organization.  The position will have responsibility to represent the SCO on all FI$Cal committees, engagements, and other FI$Cal related developments.
    


This position will have broad authority to work directly with the Department of FI$Cal, making decisions within the scope and mission of the SCO. It will facilitate the business transformation of the SCO, identify and resolve any business policy or business operational barriers to success, and influence the amount and form of information made available to the public on the state's financial activities related to the SCO constitutional programs. Essential functions include, but will not be limited to the following:


SECTION B: ESSENTIAL FUNCTIONS

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


Percentage of
  Time Spent					Typical Task

	35%
	· Coordinate system related activities between the Department of FI$Cal and the SCO; ensure business vision, goals, objectives, policies and procedures are identified and met; assist prioritizing and resolving business priorities related to the system; ensure the coordination and integration of system support activities within the SCO; serve as a spokesperson with the SCO; 


	25%
	· Manage professional staff responsible for ensuring that the system’s SCO control functions meet the State Controller’s constitutional and statutory obligations as the State of California’s Chief Fiscal Officer.    Ensure that managers, through their bureaus, develop, review and adopt system processes that are consistent with these responsibilities.

· Formulate goals and objectives; direct and manage the work of professional staff responsible for supporting the SCO’s control functions within the FI$Cal system and ensure that related assignments meet further the constitutional and statutory responsibilities of the State Controller; provide consultative services to the Chief Operations Officer and the State Controller, the Legislature, Governor’s Office, and other governmental entities regarding accounting and reporting of the system.



	15%
	· Identify system risks and issues from a business owner perspective, participate in approval of risk mitigation strategy and actions; maintain responsibility for utilizing the established framework and processes to escalate any risks or issues;

	15%
	· Participate as a member of the Change Control Board; review requests in conformance with change control procedures for significant changes to the system scope, budget, schedule, quality or risk; support adherence to the project objectives and project management plans;

	10%
	· Participate in succession planning for the division, assist in determining critical roles, assess possible successors, identify appropriate skills and experience essential to successful recruitment and transaction.


		
	
	 

SECTION C: NON-ESSENTIAL FUNCTIONS

	
	
	




SECTION D:  ADA REQUIREMENT

Alternative 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.

SECTION E: KNOWLEDGE, SKILLS AND ABILITIES
A. 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:

1) Knowledge of the organization and functions of California State Government including the organization and practices of the Legislature and the Executive Branch; principles, practices, and trends of public administration, organization, and management; techniques of organizing and motivating groups; program development and evaluation; methods of administrative problem solving; principles and practices of policy formulation and development; personnel management techniques; 

2) Ability to plan, organize, and direct the work of multi-disciplinary professional and administrative staff; analyze administrative policies, organization, procedures and practices; integrate the activities of a diverse program to attain common goals; gain the confidence and support of top level administrators and advise them on a wide range of administrative matters; develop cooperative working relationships with representatives of all levels of government, the public, and the Legislative and Executive branches; analyze complex problems and recommend effective courses of action; prepare and review reports; and effectively contribute to the department’s Equal Employment Opportunity Office objectives;

B. These knowledge and abilities are expected to be obtained from the following kinds of experience with substantial participation in the formulation, operation, and/or evaluation of program policies (experience may have been paid or volunteer; in State service, other government settings, or in a private organization):

i. Supervisory/administrative experience in a line or staff activity, including the execution and/or evaluation of program policies;
ii. Broad administrative or program manager experience with substantial participation in the formulation, operation, and/or evaluation of program policies;
iii. Extensive managerial and program administrative experience which has included substantial responsibility for a combination of management functions such as program planning, policy formulation, organization coordination and control, and fiscal personnel management.  Where high technical professional qualifications are of primary importance in performing the duties of a given high-level position, then the above required experience may have been in a staff capacity exercising professional skills to influence and contribute to program, policy, and methods of providing those professional services.  Primary examples are medical doctors and attorneys.
	
C. Strong verbal and written communication/advocacy skills;
D. Well-developed administrative, managerial, and interpersonal skills and abilities.
SECTION F: RESPONSIBILITY FOR DECISIONS (CONSEQUENCE OF ERROR)

Positions allocated to the C.E.A. category have a high-level of responsibility for decision-making and policy development.  The consequence of error are significant and could affect the department as a whole, or statewide programs. 
 

Responsible for making decisions related to implementation of various enhancements to the system. Errors could result in incorrect or late financial information that can be detrimental to the State.

Responsible for supporting reporting financial activities of state entities timely and accurately.  Errors could result in erroneous decisions made by the Legislature, Governor’s Office or local governments.

 
SECTION G: PERSONAL CONTACT

Personal contact will include, but not be limited to the following: State Controller, her Chief of Staff, and other high-level officials from other State departments/agencies.  The incumbent may interact with members from Senate Committees, State Assembly and Senate Members, and other high-level government officials to represent the State Controller to help promote program agendas and services provided. 

This position is also required to collaborate with the Department of FI$Cal, other partner agencies including the Department of General Services, State Treasurer’s Office, and the Department of Finance, and may work with employees from other departments within the scope of the FI$Cal system as it relates to their duties.  Additionally, this position will work with non-state employees including contractors and consultants, in person or through the use of email or telephone.


SECTION H: WORK ENVIRONMENT 

The work environment is a typical office setting.  Most meetings are held on-site, however, there may be occasional off-site meetings that the employee will be required to attend within the downtown Sacramento area. Travel is required as necessary to and from offsite meetings, training or conference locations.

SECTION I: PHYSICAL REQUIREMENTS

Any lifting, moving, keying, etc. required for this position.
 


	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
	x
	
	
	

	Kneeling
	x
	
	
	

	Crawling
	x
	
	
	

	Twisting (neck/waist)
	x
	
	
	

	Is repetitive use of hand(s) required?
	
	
	
	Keying

	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)
	
	
	
	

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















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

Rev. 02/17

