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	RPA #
	C&P Analyst Approval
	Date

	Employee Name

	Division


	Position No / Agency-Unit-Class-Serial
480-543-4800-002
	Unit
Pay and Benefits

	Class Title
Staff Services Manager I (Supervisory)
	Location
Human Resources

	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 Staff Services Manager II, the Personnel Transactions and Benefits Manager plans, organizes, and directs the activities of the Personnel Transactions and Benefits Units. The incumbent ensures the timely and accurate administration of payroll, benefits, and leave programs in compliance with federal and state laws, CalHR policies, State Controller’s Office (SCO) procedures, CalPERS regulations, and collective bargaining agreements. 

The incumbent directly supervises one Personnel Supervisor II and three Benefits Analysts and indirectly supervises nine Personnel Specialists and three Senior Personnel Specialists. This position provides daily oversight, technical guidance, and coaching to staff and serves as the subject matter expert and escalation point for complex transactions and benefits cases.


	% 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).

	40%

	Supervision and Leadership: Provides direct supervision, coaching, and mentoring to staff in the Personnel Transactions and Benefits Units. Plans, organizes, and assigns work to ensure compliance with strict payroll and benefit deadlines. Develops staff skills through training, cross-training, and succession planning to ensure continuity of operations. Conducts performance evaluations, provides feedback, and takes corrective action as needed, in accordance with CalHR and departmental policies.


	30%

	Personnel Transactions Administration: Oversees the processing and quality control of transactions, including but not limited to appointments, separations, promotions, transfers, salary determinations, overtime, dock, disability, out-of-class assignments, and payroll adjustments. Ensures compliance with CalHR rules, SCO requirements, CalPERS policies, and collective bargaining agreements. Resolves escalated employee and staff inquiries regarding payroll, retirement, and personnel history. Monitors and reconciles attendance, leave balances, and payroll records to ensure accuracy and audit compliance. Resolve escalated inquiries from staff and employees related to payroll, retirement, and benefits transactions. 


	20%

	Benefits and Leave Administration: Provide oversight for all benefit and leave programs including but not limited to health, dental, vision, retirement, FMLA, CFRA, NDI, SDI, PFL, PDL, Military Leave, and Catastrophic Leave. Ensure employees are informed of their rights and responsibilities and that leave is administered in accordance with CalHR, DOL, Civil Rights Department (CRD), and SCO guidelines. Coordinate with employees, supervisors, and health providers as necessary while maintaining confidentiality and compliance. Research and implement changes to benefit and leave programs in response to updated state or federal regulations. Processes benefit transactions in compliance with CalPERS and CalHR regulations. 


	10%

	Program Management and Compliance: Interpret and apply laws, rules, policies, pay letters, and bargaining agreements. Develop and update internal procedures to ensure efficiency and compliance. Prepare reports and data analysis for management, audits, and control agencies. Represent the hospital at meetings, forums, and workgroups related to benefits and personnel.
Develops and delivers training to staff and supervisors on transactions and benefits processes. Participates in HR projects and initiatives with department-wide or statewide impact. Performs other duties as required.
Other duties as required. 


	Other
Information
	
SUPERVISION RECEIVED:
The Staff Services Manager I functions under the supervision of the Staff Services Manager II (Supervisor).

KNOWLEDGE OF:
State civil service laws, rules, and regulations; CalHR, SCO, and CalPERS policies and systems; Federal and state leave laws including FMLA, CFRA, and PDL; Collective bargaining agreements and labor relations principles; Principles of management, supervision, leadership, and organizational development.

ABILITY TO:
Plan, organize, and direct the work of a large team. Interpret and apply complex rules, regulations, and contracts. Analyze data and make sound decisions. Communicate effectively both verbally and in writing. Provide clear, consistent direction and feedback to staff. Conduct orientation, trainings and presentations effectively. Establish and maintain cooperative relationships with employees, supervisors, management, control agencies, and bargaining unit representatives. Maintain confidentiality of sensitive employee information with discretion and good judgment. 

REQUIRED COMPETENCIES:
Leadership and Accountability: Models professionalism, integrity, and respect while holding staff accountable for performance.
Analytical Skills: Resolves complex problems with sound judgment.
Communication: Provides clear, respectful communication across all levels. Adaptability: Handles shifting priorities and deadlines effectively.
Customer Service: Provides timely, accurate, and professional service to employees and stakeholders.

SAFETY:
Actively supports a safe and hazard free workplace through practice of personal safety and vigilance in the identification of safe or security hazards, including infection control.

Standard office environment with frequent deadlines tied to payroll and benefits calendars. Extended hours may be required during peak periods. Frequent contact with staff, employees, supervisors, CalHR, SCO, and CalPERS.

CULTURAL AWARENESS:
Demonstrates awareness to multicultural issues in the workplace which enable the employee to work effectively.

PROFESSIONALISM:
Maintains effective interactions with employee, leadership and external partners.

TRAINING: 
The employee is required to keep current with the completion of all required training.

WORKING CONDITIONS:
Adhere to all federal and state laws, CalHR policies, departmental rules, and collective bargaining agreements. Maintain strict confidentiality of personnel, payroll, and benefits information. Treat all employees and colleagues with courtesy, respect, and professionalism. Complete all mandatory training as required by the Department or CalHR. Promote and support a safe, inclusive, and respectful workplace.

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 employee is required to work any shift and schedule in a variety of settings throughout the hospital and may be required to work overtime and float to other work locations as determined by the operational needs of the hospital. All employees are required to have an annual health review and repeat health reviews whenever necessary to ascertain that they are free from symptoms indicating the presence of infection and are able to safely perform their essential job functions.

EMPLOYEE IS REQUIRED TO:
0. Report to work on time and follow procedures for reporting absences.
0. Maintain a professional appearance.
0. Appropriately maintain cooperative, professional, and effective interactions with employees, patients, and the public; and,
0. Comply with hospital policies and procedures.

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.

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.


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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