CEA 2, DEPUTY DIRECTOR

CALIFORNIA CHILDREN and FAMILIES FIRST COMMISSION
JOB ANALYSIS


	FREQUENCY

How often is this duty performed?
	
	IMPORTANCE

How important to the job is it that the duty is performed properly?
	
	CONSEQUENCE OF ERROR

How damaging is it if the duty is carried out improperly?

	0 = Not Performed
	
	0 = Not important
	
	1 = Not Damaging

	1 = Rarely
	
	1 = Important
	
	2 = Medium

	2 = Occasionally
	
	2 = Crucial
	
	3 = Damaging

	3 = Frequently
	
	
	
	


TASK LIST

	TASK
	FREQUENCY
	IMPORTANCE
	CONSEQUENCE OF ERROR

	1.
 Manage, supervise and direct approximately 20 – 25 staff with an annual budget of over $56 million.
	
	
	

	2. Responsible for implementing county programs which spend over $550 million annually. 
	
	
	

	3.  Provide leadership and administer CFFC activities in child care and development, family services and parental education and child health.
	
	
	

	4. Serve as the principle policy, program advisor and liaison to County Children and Families Commissions for statewide California Children and Families Act initiative and programs in family coordinates services such as parent leadership, parental education, maternal, infant and child health, child care and development, professional education, K-12 coordination and articulation, and family literacy.
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	TASK
	FREQUENCY
	IMPORTANCE
	CONSEQUENCE OF ERROR

	5. Provide guidance to CCFC program staff that will be responsible for implementing programs at the state level as mandated by Proposition 10.
	
	
	

	6. Directly involved in setting and implementing Commission goals and objectives for programs critical in order to achieve the CCFC’s mission.
	
	
	

	7. Oversee and implement program development relating to the California Children and Families.
	
	
	

	8. Participate in legislative, media and public hearings.
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	TASK
	FREQUENCY
	IMPORTANCE
	CONSEQUENCE OF ERROR

	9. Responsible for management of major program responsibilities which include development and implementation of Child Care Development and Training programs, Parent Education and Technical Assistance programs,  and ongoing technical assistance to county commissions.
	
	
	

	10. Make decisions related to CCFC in the absence of the Executive Officer and the Chief Deputy Director.
	
	
	

	11. Meet on a regular basis with members of the CCFC, as well as members of the Legislature, local government elected officials, representatives from various private foundations and other organizations providing similar services.
	
	
	


KNOWLEDGE, SKILLS & ABILITIES (KSAs)

	IMPORTANCE
	
	NEED DAY 1

	0 = Not related to satisfactory job performance
	
	Y = Yes

	1 = Helpful or Desirable to satisfactory job performance
	
	N = No

	2 = Important to satisfactory job performance
	
	

	3 = Essential to satisfactory job performance
	
	


	KNOWLEDGE OF
	IMPORTANCE
	NEED DAY 1

	1. Knowledge of the organization and functions of the California State Government including the organization and practices of the Legislature and the Executive Branch.
	
	

	2. Knowledge of principles, practices, and trends in public administration, organization, and management.
	
	

	3. Knowledge of techniques of organizing and motivating groups.
	
	

	4. Knowledge of program development and evaluation.
	
	

	5. Knowledge of methods of administrative problem solving.
	
	

	6. Knowledge of principles and practices of policy formulation and development.
	
	

	7. Knowledge of personnel management.
	
	

	8. Knowledge of the manager’s role in labor relations.
	
	

	9. Knowledge of the manager’s responsibility for promoting equal opportunity in hiring and employee development and promotion and for maintaining a work environment which is free of discrimination and harassment.
	
	

	10. Knowledge of the goals and policies of the administration.
	
	


	IMPORTANCE
	
	NEED DAY 1

	0 = Not related to satisfactory job performance
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	3 = Essential to satisfactory job performance
	
	


	ABILITY TO
	IMPORTANCE
	NEED DAY 1

	1. Ability to plan, organize, and direct the work of multidisciplinary professional and administrative teams.
	
	

	2. Ability to analyze administrative policies, organization, procedures and practices.
	
	

	3. Ability to integrate the activities of a diverse program to achieve common goals.
	
	

	4. Ability to gain the confidence and support of top level administrators and advise them on a wide range of administrative matters.
	
	

	5. Ability to develop cooperative working relationships with representatives of all levels of government, the public, the Legislative and Executive branches.
	
	

	6. Ability to analyze complex problems and recommend effective courses of action.
	
	

	7. Ability to prepare and review reports.
	
	

	8. Ability to effectively promote equal opportunity in employment and maintain a work environment that is free of discrimination and harassment.
	
	

	9. Ability to speak and write effectively.
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