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DUTY STATEMENT

Classification:	Supervisor I
Job Title:	Manager, Social Security Programs Unit
Name:	VACANT
Scheme/Class Code: 4800
Position Number:	813-036-4800-002
Reports to:	Supervisor II, Chief
	Participant Services Support Section
FLSA Status:	Exempt
Division:	Vocational Rehabilitation Policy & Resources Division
Location:	Central Office, Sacramento, California
Primary Assignment: Manage, direct, and oversee the Department of
Rehabilitation's Social Security Programs Unit (SSPU), including program and policy development, staff supervision, interagency coordination, and statewide implementation and monitoring of Social Security-related programs.

JOB OBJECTIVES:
Under the supervision of the Supervisor II, Chief - Participant Services Support Section, the Supervisor I serves as Manager of the Social Security Programs Unit. The incumbent is responsible for planning, organizing, directing, and evaluating programs related to the Department's relationship with the Social Security Administration (SSA). This includes policy and program development, analysis of issues impacting Supplemental Security Income (SSI) and Social Security Disability Insurance (SSDI) recipients and serving as the Department's primary liaison to SSA and related federal and state partners.

ESSENTIAL JOB FUNCTIONS:
30% - Direct, supervise, and evaluate professional and technical staff engaged in Social Security Programs work. Assign priorities, review work products, provide technical guidance, and ensure staff compliance with Departmental policies, procedures, and applicable federal and state regulations.

20% - Plan, develop, implement, monitor, and evaluate Social Security Programs, including Ticket to Work and the Work Incentives Improvement Act. Analyze policies, procedures, and operational issues; recommend program improvements; and present policy and program recommendations to executive management.

20% - Serve as the Department's liaison to the Social Security Administration and other federal, state, and community partners. Coordinate interagency activities related to eligibility, benefits, and vocational rehabilitation services for SSI and SSDI recipients.

15% - Oversee program and policy development activities, including drafting, reviewing, and revising procedures, guidance, and directives; coordinating with other DOR divisions and sections to implement program changes; and ensuring consistent statewide application.

10% - Provide high-level consultation and technical assistance to Department leadership, managers, and external stakeholders; address complex and sensitive issues; and represent the Department in meetings, workgroups, and forums.

MARGINAL JOB FUNCTIONS:
.
5% - Perform other related duties as assigned, including controlled correspondence, legislative analysis, and monitoring and reviewing special projects and initiatives.
Travel:
Some travel may be required to attend meetings, trainings, or stakeholder engagements.
All Times:
Communicate professionally1 provide excellent customer service, use initiative and sound judgment.
Work Environment and Physical Requirements:
Work is performed primarily in an office or approved alternate work location with use of standard office equipment and computer systems, with or without reasonable accommodation.

Consequence of Error:
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Errors in judgment, analysis, or decision-making may result in program inefficiencies, policy misdirection, non-compliance with regulations, or adverse impacts to Department operations or external relationships.

Note: It is the policy of the Department of Rehabilitation to provide equal employment opportunity to qualified individuals with disabilities through compliance with FEHA and ADA (where it would result in broader protection of the civil rights of an applicant or employee with a disability).

I have read, understand, and agree to perform the above listed duties and all duties typically performed by this classification. I certify that I possess essential personal qualifications including integrity, initiative, dependability, good judgment, and ability to work cooperatively with others and in a state of health consistent with the ability to perform the assigned duties as described above with or without reasonable accommodations.

________________________________		___________
(Employee’s Name)					Date



_______________________________		____________
(Supervisor’s Name and Title)			Date


Original:  Employee’s Official Personnel File
Copies:  Employee and Supervisor’s drop file
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