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Come work at CDSS where . . .
People come First!

Are you doing the same work day in and day out? Are you looking 
for work that is challenging and rewarding? Are you looking for a 
profession where you can help make a positive change? If so, read on!

If you are interested and would like to be part of the CDSS mission to make a 
difference in the life of a child, a family or an elderly person, please submit your 
application to: Contact Information:

E M P L O Y M E N T    O P P O R T U N I T Y



Statement of Qualifications Request 
Emergency Services Coordinator (ESC) 

Disaster Services Bureau 
 
All applicants must provide a Statement of Qualifications (SOQ).  Failure to include 
a SOQ will result in your application being rejected.  Your SOQ will be considered the 
first interview for this position and demonstrate your ability to clearly and succinctly 
communicate your experience.  Only the most competitive applicants will be considered 
for an on-site interview.   
 
The SOQ should outline specific and relevant experience, education and training which 
qualifies you to perform the duties outlined in the duty statement; include information 
stating how, where, and the dates the experience was acquired.  The SOQ should also 
specifically outline how you possess any or all of the desirable qualifications outlined 
below.  The SOQ should be no longer than two pages, singled-spaced, in no less 
than Times New Roman 11 point font, and your name clearly noted at the top of 
both pages of your SOQ.  If you include a resume in your application package, it 
would not be considered a substitute for the SOQ, which is a required document.  
 
1. Demonstrated knowledge of, and experience in, emergency management programs 

and disaster operations; knowledge of federal, state and local government 
processes as it relates to emergency management.          

2. Demonstrated experience in establishing and maintaining relationships with 
stakeholders including critical state, local, private and public organizations for 
outreach and awareness, information sharing and emergency programs.  

3. Knowledge of command post and/or operations center organization and functions. 
Experience and education at all levels of government may be utilized to fill this 
requirement. 

4. Training or experience in Mass Care operations in all four phases of emergency 
management. 

 
Please attach your SOQ to your application (and Employment Inquiry Letter if you have 
received one).  Applications received without a SOQ will not be considered. 



SPECIAL REQUIREMENTS OF POSITION (CHECK ALL THAT APPLY):

■■ Designated under Conflict of Interest Code.

■■ Duties require participation in the DMV Pull Notice Program.

■■ Requires repetitive movement of heavy objects.

■■ Performs other duties requiring high physical demand.  (Explain below)

■■ None

■■ Other (Explain below)

STATE OF CALIFORNIA - HEALTH AND HUMAN SERVICES AGENCY CALIFORNIA DEPARTMENT OF SOCIAL SERVICES

State of California - Department of Social Services
DUTY STATEMENT
EMPLOYEE NAME:

CLASSIFICATION:

DIVISION/BRANCH/REGION:  (UNDERLINE ALL THAT APPLY) BUREAU/SECTION/UNIT:  (UNDERLINE ALL THAT APPLY)

SUPERVISOR’S NAME: SUPERVISOR’S CLASS:

POSITION NUMBER:

I certify that this duty statement  represents an accurate
description of the essential functions of this position.

I have read this duty statement and agree that it represents the
duties I am assigned.

SUPERVISOR’S SIGNATURE DATE EMPLOYEE’S SIGNATURE DATE

SUPERVISION EXERCISED (Check one):

■■     None ■■     Supervisor ■■     Lead Person ■■     Team Leader
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FOR SUPERVISORY POSITIONS ONLY:  Indicate the number of positions by classification that this position DIRECTLY supervises.

Total number of positions for which this position is responsible:

FOR LEADPERSONS OR TEAM LEADERS ONLY:  Indicate the number of positions by classification that this position LEADS.

MISSION OF ORGANIZATIONAL UNIT:



CONCEPT OF POSITION:

A.  RESPONSIBILITIES OF POSITION:
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B.  SUPERVISION RECEIVED:

C.  ADMINISTRATIVE RESPONSIBILITY:

D.  PERSONAL CONTACTS:

E.  ACTIONS AND CONSEQUENCES:

F.  OTHER INFORMATION:
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	Title1: DISASTER SERVICES BUREAU
	Title2: EMERGENCY SERVICES COORDINATOR
	Title3: 
	Text1: The California Department of Social Services, Disaster Services Bureau is recruiting for an Emergency Services Coordinator (ESC) position.  The ESC will perform a wide variety of consultative, coordinative, developmental, planning and evaluative duties in the preparation, implementation and maintenance of the statewide emergency management system, including development and maintenance of the statewide Care and Shelter Plans, Emergency Function 6 Annex and various catastrophic plans; conduct emergency management activities and operations with state and local agencies to include preparedness, response, recovery and mitigation programs.  During disasters, these positions serve within the incident command structure and may be assigned to an emergency operations center such as the Department Operations Center, the State Operations Center and Regional Emergency Operations Center.
The ESC is subject to 24-hour on call in the event of an emergency and must be able to respond to a disaster assignment on short notice.  The ESC may be required to travel and participate in disaster-related work, work overtime and potentially work in austere conditions for prolonged periods of time.  In addition, the ESC must be willing to monitor a cellular device and respond to electronic mail and phone calls 24/7, including holidays, during a disaster situation.
Who may apply:  Eligible candidates are state employees who are currently working in this classification, have lateral transfer eligibility, have current list eligibility in this classification and former state employees who have permissive reinstatement rights.  Applicants must submit a State Application STD 678 (with original signature) and clearly indicate the basis of their eligibility.  Appointment is subject to SROA and state surplus policies.  Surplus candidates must submit a copy of their surplus status letter.
Applicants must include a separate document entitled “Statement of Qualifications” (SOQ).  Details and requirements for the SOQ are included below.  A résumé cannot be submitted in lieu of responses to the SOQ.  Failure to submit a SOQ will disqualify an applicant from consideration.  This position is required to work Monday through Friday, 8:00 a.m. to 5:00 p.m.
	Text3: Christine Collingsworth           (916) 651-9969
Disasters Services Bureau
744 P Street   MS 8-4-180
Sacramento, CA  95814
	Text1PS373PG1: 
	Text2PS373PG1: Emergency Services Coordinator 
	Text3PS373PG1: 643-4926-006
	Text4PS373PG1: Administration - Management and Staff Services Branch
	Text5PS373PG1: Disaster Services Bureau - Disaster Services Section
	Text6PS373PG1: Mary Ann Johnson
	Text7PS373PG1: Program Manager I 
	box8PS373PG1: Yes
	box9PS373PG1: Yes
	box10PS373PG1: Off
	box11PS373PG1: Off
	box12PS373PG1: Off
	box13PS373PG1: Off
	other14PS373PG1: 
	date15PS373PG1: 
	date16PS373PG1: 
	box17PS373PG1: Yes
	box18PS373PG1: Off
	box19PS373PG1: Off
	box20PS373PG1: Off
	ssup21PS373PG1: 
	number22PS373PG1: 
	lead23PS373PG1: 
	mission24PS373PG1: To serve, aid and protect individuals and families affected by disasters and emergencies by providing excellent response and recovery services.

	concept25PS373PG2: Under the direct supervision of a Program Manager I, the Emergency Services Coordinator serves as the subject matter expert for the Department's Disaster Response Program, the Mass Care and Shelter EF 6 Program and the Emergency Repatriation Program that are mandated by the Department's Administrative Orders set forth in the California State Emergency Plan (SEP).  During disasters, this position serves within the incident command structure (ICS) and may be assigned to an emergency operations center such as the Department Operations Center (DOC), the State Operations Center (SOC), Regional Emergency Operations Center (REOC), Federal Emergency Management Agency (FEMA), Joint Field Office (JFO), Local Assistance Center (LAC) or Disaster Recovery Center (DRC).  Maintains training and education required by the federal government of all disaster personnel. 
	responsibilities26PS373PG2: 30% - Mass Care and Shelter Planner - Develop and maintain statewide disaster plans including Care and Shelter Plans, Emergency Function 6 Annex and various catastrophic plans.  Develop standard operating procedures for response activation to the SOC, DOC and REOC.  Collaborate and coordinate with various partners including Cal OES, FEMA, the American Red Cross, the Salvation Army and other non-governmental organizations to strengthen relationships, monitor gaps in care and shelter resources and seek creative solutions to address unmet needs.  Establish and support public outreach with local government and non-governmental organizations to develop and maintain partnership with the mass care and shelter community.  Work closely with Departmental staff to establish a Continuity Plan and exercise annually to enhance team skills and increase the Department's preparedness for emergencies/disasters.  Develop and maintain Business Continuity Plan including essential function restoration activities.  Prepare presentations for executive staff; develop scenarios and exercises to keep teams apprised of the function and relevance of current events.  Develop federal compliance materials as it relates to continuity and maintain federal compliance database.  Coordinate recruitment, training and program development of the Functional Assessment Service Team to ensure services for those with disabilities and others with access and functional needs are provided for and the Voluntary Emergency Service Team maintains readiness to assist during a disaster response.  This position is assigned to coordinate and travel to locations throughout California to recruit, train, monitor and support teams.  

30% - Disaster/Emergency Response Coordinator- Function within the ICS during disasters and may be assigned as an agency representative in emergency management related centers including: the DOC, SOC, REOC, FEMA JFO, LAC and DRC.  Staff will perform response or recovery activities related to management of care and shelter of individuals displaced during a disaster.  This position may also provide assistance to the American Red Cross to support shelter operations in California.  Serve as the Department liaison to administer the State Supplemental Grant Program (SSGP) and work directly with victims on difficult, sensitive issues and provide grant funding for eligible losses incurred as a direct result of a disaster.  For SSGP related matters, serve as the Departmental liaison to FEMA and the Small Business Administration (SBA) to establish and maintain reporting and to ensure that established sequence of delivery is adhered to and duplication of benefits does not occur.   When requested by FEMA, report to the JFO to coordinate with FEMA, SBA, Cal OES and others.  Responsible for independently coordinating the SSGP support staff assisting in case management and processing in large incidents.  Revise and maintain template letters to applicants, procedures, check services, handouts and related materials.  Coordinate, develop, plan, train and organize state level participation in the SSGP.  Work with FEMA and the information technology staff to update and maintain the CEMIS database that is necessary in processing SSGP claims.   

15% - Special Projects - Participate and assist with coordination of special projects, including children in disasters, pandemic influenza, family reunification and other projects that support the section's disaster response capabilities and preparedness activities.  Represent the Department in discussions and planning efforts surrounding mass care and shelter, disaster response and recovery.  Participate as a member on various committees and task forces that publish documentation regarding these issues and determine courses of action that can be implemented during a disaster.  Function as technical expert in assessing disaster issues and annual preparedness activities related to preparedness fairs, preparedness education and the Great Shakeout.  Enhance care and shelter capabilities through the development and coordination of exercises with partners designed to enhance knowledge and preparedness and test processes, policies and procedures.  Prepare After Action Reports and develop improvement plans following exercises.  Serve as the technical expert for telecommunications and technology for the Disaster Services Section. Responsible for the maintenance of the Disaster Services Section web pages on the Intranet and Internet and social media management including: Facebook, Twitter and other social media tools.  Responsible for satellite telephones and other technology to ensure communications are maintained during a disaster.  Research and gather data to prepare statistical reports and brief management; make recommendations on procedures, policies and program alternatives. 

10% - Contracts and Administration Management - Perform project management duties in the administration of contracts, grants and memorandums of understanding with various internal and external partners to ensure the mission of the Section's response role and ensure compliance within the Department.  Develop, review and approve project work plans, deliverables, invoices and requests for payment.  Work independently to manage complex budgets and compliance issues involving negotiating and recommending approval or denial.  Conduct risk analysis and provide alternatives in the development of contracts, grants and memorandums of understanding and demonstrate excellent independent negotiation skills to increase capabilities and care and shelter resources.  Attend related training sessions and meetings as required.  Analyze all new, revised and/or proposed legislation that may impact disaster programs; provide a detailed analysis using methodologies that assist in the implementation of a recommendation, and proposed course of action for the Department.  

10% - Emergency Repatriation - Prepare and develop plans for the possible implementation of the Emergency Repatriation Plan in California.  Lead work groups consisting of multi-discipline staff including operational areas, Cal OES, Office of Homeland Security, FEMA and the United States Administration for Children and Families to develop and maintain Repatriation Plans and maintain Port of Entry readiness through training and exercises.   

5% - Other Duties - Perform other related duties and trainings as required to support the mission of the Department and/or the Section's disaster response role.  Section staff will be cross trained to back up all other positions within the Section.  Participation in DOC training which include all aspects of operations within the DOC: including the use of communications and computer equipment.  Act as Department technical expert and representative on related matters during disaster and non-disaster times.  Make Departmental presentations regarding Section activities, roles and responsibilities.      
	supervision27PS373PG3: The Emergency Services Coordinator is supervised directly by a Program Manager I and indirectly by a Program Manager II. 
	administrative28PS373PG3: The Emergency Services Coordinator is required to track and report time, travel and per diem for themselves and their subordinates on a daily basis.  Ensure that duty logs, sign in sheets and other required ICS forms are completed accurately and timely.    
	personal29PS373PG3: The Emergency Services Coordinator will have frequent contact with all levels of Departmental staff, oversight and partner agencies and with the general public. Other frequent contacts include county government representatives; other federal, state, city and county agencies, staff from Cal OES, the FEMA, the U.S. SBA, Federal Department of Defense,The Salvation Army, the American Red Cross and other non-governmental agencies that assist with care and shelter.  These contacts are highly sensitive, requiring good interpersonal skills, tact and high level of skill with regard to program information.  
	actions30PS373PG3: Failure to maintain and execute emergency/disaster plans may result in failure to provide care and shelter to persons displaced from their dwellings by natural or man made emergencies and/or disasters.  These failures may lead to circumstances detrimental to the health and safety of California’s public.  Additionally, failure to maintain and execute emergency and state disaster plans leaves the Program lacking in its ability to maintain a “readiness” mode at the onset of a future disaster. 
	other31PS373PG3: The Emergency Services Coordinator is subject to 24-hour on call in the event of an emergency and must be able to respond to a disaster assignment on short notice.  Willingness to travel and participate in disaster related work.  Willingness to monitor a mobile phone and respond to electronic mail and phone calls 24/7, including holidays and in addition may be required to travel and work mandatory overtime in a disaster situation.  This service may require irregular working hours, work at locations other than the official duty station and may include duties other than those specified in the duty statement.  The ability to perform in extremely stressful situations with tact and professionalism, good organizational skills and the ability to communicate effectively orally and in writing are critical.


