CEA 3, DEPUTY DIRECTOR
MANAGEMENT SERVICES DIVISION

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.
Statewide responsibility for the Department in developing and directing all activities related to the annual budget process and all administrative responsibilities.
	
	
	

	2. Serve as the key advisor to the Director on all fiscal and administrative issues.
	
	
	

	3. Act in the absence of the Director/Chief Deputy Director on all matters pertaining to the mission of the Department.
	
	
	

	4. As principal advisor to the Director, the Deputy Director, Management Services Division has a significant and continuous policy influencing role through recommendations on departmental fiscal proposals, which may affect any or all of the department’s programs, as well as the interrelationship between the department and outside programs, and other agencies.
	
	
	


	TASK
	FREQUENCY
	IMPORTANCE
	CONSEQUENCE OF ERROR

	
	
	
	

	5. Responsible for review and recommendations on program issues and administrative matters which can become departmental policy.
	
	
	

	6. Confer with the highest levels in government, including the Governor’s Office, the Legislature, Directors at the Departments of Finance and Personnel Administration and the Executive Officer of the State Personnel Board.
	
	
	

	7. Represent the Department during the absence of the Director/Chief Deputy Director.
	
	
	

	8. Full responsibility for directing and monitoring fiscal, administrative, and program directives.
	
	
	

	9. Develop measures of budget and fiscal performance for the purpose of evaluating departmental programs and improving their cost effectiveness.
	
	
	

	10. Work closely with the Department of Finance, Legislative Analyst's Office, legislative committee consultants and department directors to achieve the budget and program goals of the Administration.
	
	
	

	11. Ensure the department's Human Resources functions are administered in accordance with state policy and regulations.
	
	
	

	12. Establish policies and practices for statewide risk management and insurance issues.
	
	
	

	13. Provide risk management and policy oversight for the States Natural Gas Program.
	
	
	

	14. Responsible for the policy development and oversight for departmental cost recovery and the setting of statewide service rates.
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