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Description of Functions
You are a valued member of the department's team. You are expected to work cooperatively with team members and others to enable the department to provide the highest level of service possible.  Your creativity and productivity are encouraged.  Your efforts to treat others fairly, honestly and with respect are important to everyone who works with you.
You are a valued member of the department's team. You are expected to work cooperatively with team members and others to enable the department to provide the highest level of service possible.  Your creativity and productivity are encouraged.  Your efforts to treat others fairly, honestly and with respect are important to everyone who works with you.
I have discussed with my supervisor and understand the duties of the position and have received a copy of the duty statement.
I have discussed with my supervisor and understand the duties of the position and have received a copy of the duty statement.
I have discussed the duties of the position with the employee and certify the duty statement is an accurate description of the essential functions of the position.
I have discussed the duties of the position with the employee and certify the duty statement is an accurate description of the essential functions of the position.
Oversees the internal budget for [Program/Division] in collaboration with the Office of Fiscal Services by tracking expenses, revenue and expenditures, creating monthly and annual fiscal projections, and providing summarized reporting, reconciliation, and the more complex analyses using spreadsheets, graphs, charts, and matrices in order to make recommendations to upper management on budgetary solutions, to ensure [Program/Division] provides accurate and timely budget information to OFS and/or program management utilizing Financial Information System for California, Activity Based Management System, and Microsoft Office Suite. 
Prepares, reviews, revises and processes complex Requests for Personnel Actions, in coordination with the Office of Human Resources by providing guidance to hiring managers, writing, analyzing and tracking various documents, including duty statements, justifications, and organization charts, utilizing Microsoft Office Suite, Visio, Activity Based Management System, and/or ServiceNow, in order to maintain appropriate staffing levels and facilitate recruitment, hiring, appointments, and other matters related to classification and pay, to ensure program staffing requests are processed timely and accurately, in accordance with all applicable laws, rules, regulations and control agency and departmental policies and procedures. 
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