	STATE OF CALIFORNIA	DEPARTMENT OF GENERAL SERVICES
DUTY STATEMENT
GS 907T (REV. 08/01)	SHADED AREA TO REFLECT RECLASS POSITION NUMBER ONLY

	INSTRUCTIONS:  Refer to the Essential Functions Duty Statement Manual for instructions on how to complete the Duty Statement.
	RPA-
[bookmark: Text25][bookmark: Text29]7344-OHR
	EFFECTIVE DATE:
[bookmark: Text14]     

	DGS OFFICE OR CLIENT AGENCY
[bookmark: Text28]Human Resources
	POSITION NUMBER (Agency - Unit - Class - Serial)
[bookmark: Text4][bookmark: Text16][bookmark: Text17][bookmark: Text18]	306-271-1317-933

	UNIT NAME AND CITY LOCATED
[bookmark: Text26][bookmark: Text27]Personnel Transactions – West Sacramento
	CLASS TITLE
[bookmark: Text6]Senior Personnel Specialist 

	WORKING DAYS AND WORKING HOURS
[bookmark: Dropdown21][bookmark: Text23][bookmark: Dropdown1] through       8:00  to 5:00 
	SPECIFIC LOCATION ASSIGNED TO
[bookmark: Text22]Personnel Transactions/Disability Transaction Unit	

	PROPOSED INCUMBENT (If known)
[bookmark: Text7]     
	CURRENT POSITION NUMBER (Agency - Unit - Class - Serial)
[bookmark: Text30][bookmark: Text20]306-271-1317-933

	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.



	BRIEFLY (1 or 2 sentences) DESCRIBE THE POSITION’S ORGANIZATIONAL SETTING AND MAJOR FUNCTIONS
Under general direction of the Staff Services Manager I, the Senior Personnel Specialist serves as the expert staff resource for the State Compensation Insurance Fund (SCIF) regarding Industrial Disability Leave (IDL) and Temporary Disability (TD), and the Employment Development Department (EDD) regarding Non-Industrial Disability (NDI) and State Disability Insurance (SDI).  




	% 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.  (Use additional sheet if necessary)



	














  45%
	
The Department of General Services’ (DGS) Core Values and Employee Expectations are key to the success of the Department’s Mission. That mission is to “Deliver results by providing timely, cost-effective services and products that support our customers.”   DGS employees are to adhere to the Core Values and Employee Expectations, and to perform their duties in a way that exhibits and promotes those values and expectations.

Under general direction of the Staff Services Manager I, the Senior Personnel Specialist is responsible for a full range of the most difficult, complex and sensitive personnel/payroll NDI/SDI issues.  Consistent with good customer service practices and the goals of the Department of General Services Strategic Plan, the incumbent is expected to be courteous and provide timely responses to internal/external customers, follow through on commitments, and to solicit and consider internal/external customer input when completing work assignments.  Specific responsibilities include:

ESSENTIAL FUNCTIONS
[bookmark: _GoBack]
Serves as the NDI/SDI staff resource expert responsible for assisting all Department of General Services staff.  Performs transaction support for the Disability program.   Directly responsible for processing, monitoring and maintaining routine and complex NDI/SDI cases.  Serves as the key contact with the State Disability Insurance Program, the State Controller's Office and Employment Development Department.   Interprets and applies State Personnel Board, State Controller's Office, Department of Personnel Administration and CalPERS laws, rules, and regulations, policies, and procedures, bargaining contract provisions, as they apply to disability cases.




	SUPERVISOR’S STATEMENT:  I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE

	SUPERVISOR’S NAME (Print)
[bookmark: Text10]	     
	SUPERVISOR’S SIGNATURE

	DATE
[bookmark: Text9]	     

	EMPLOYEE’S STATEMENT:  I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE RECEIVED A 	COPY OF THE DUTY STATEMENT

	The statements contained in this duty statement reflect general details as necessary to describe the principal functions of this job.  It should not be considered an all-inclusive listing of work requirements.  Individuals may perform other duties as assigned, including work in other functional areas to cover absence of relief, to equalize peak work periods or otherwise balance the workload.

	EMPLOYEE’S NAME (Print)
[bookmark: Text11]	     
	EMPLOYEE’S SIGNATURE

	DATE
[bookmark: Text12]	     
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	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.  (Use additional sheet if necessary)
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Processes employment and leave updates for employees on work related and non-work related disability leave. Maintains and updates leave balances for employees regarding leave use during disability and leave of absence periods.  Updates the automated Leave Accounting System and Project Accounting and Leave (PAL).  Certifies and requests disability payments. Process benefit (health, dental, etc.) changes for employees on disability leave.  Works in conjunction with the Personnel Transaction Unit (PTU).  Directs the Accounting Section to release disability payments.  Confers with injured workers to review and provide explanation of IDL, TD and NDI benefit adjustments and resolve discrepancies of under and overpayments.  Completes leave reconciliations.  Ensures pay and benefits are administered according to specifications of the Bargaining Unit contracts.  

Researches critical personnel problems and recommends alternative solutions in regard to disability leave programs; develops/revises internal procedures  as necessary; prepares management  reports, spreadsheets, and charts; drafts correspondence. Analyzes and researches the more complex and sensitive personnel matters; applies and interprets contract provisions, payroll procedures,  rule interpretations,  and other personnel transactions; independently  resolves transactions problems arising from employment history and payroll documentation

Research critical personnel problems as they relate to SCIF and/or NDI/SDI issues and recommends alternative solutions to meet customer’s needs.

Maintains and updates appropriate manuals, reference materials, and internal disability desk procedures.  Performs other duties as needed.


MARGINAL FUNCTIONS

Provides daily expert guidance and recommendations by using available resources regarding IDL, TD and NDI benefits and rights to employees, control agencies, departmental offices and PTU staff.
Acts as the liaison between SCIF, EDD and CalPERS regarding disability retirement matters.


DESIRABLE QUALIFICATIONS:

Possess experience with personnel transactions for disability to include pay, leave and benefits. 


SPECIAL PERSONAL CHARACTERISTICS:

The incumbent should be dependable and customer oriented in order to provide excellent customer service.  Must have the ability to multitask and maintain a high level of organization.  

INTERPERSONAL SKILLS:

Must interact well with others and participate as a team member.  Must demonstrate the ability to use sound judgment, discretion, flexibility, and tact.   

ADDITIONAL QUALIFICATIONS:

Possess the ability to communicate effectively both verbally and in written form.

WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES REQUIRED TO PERFORM DUTIES:

WORK ENVIRONMENT

Requires ability to effectively handle stress and deadlines.  Appropriate dress for the office environment.



