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ESSENTIAL/NON-ESSENTIAL FUNCTIONS

Relative % of Time Required: Essential Function Non-Essential Function
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SPECIAL/ADDITIONAL REQUIREMENTS AND DESIRABLE QUALIFICATIONS

PERSONAL CONTACTS

EMPLOYEE ACKNOWLEDGEMENT
I have read and understand the duties and requirements listed above, and I am able to perform these duties with or 
without an accommodation. (If you believe an accommodation may be necessary, or if unsure of a need for an 
accommodation, inform the hiring supervisor or the Accommodations Coordinator at Accommodations@cde.ca.gov.) 

EMPLOYEE NAME EMPLOYEE SIGNATURE DATE

MANAGER/SUPERVISOR ACKNOWLEDGEMENT
I certify this duty statement represents a current and accurate description of the essential functions of the position. I have 
discussed the duties of this position with the employee and provided the employee a copy of this duty statement.

MANAGER/SUPERVISOR NAME MANAGER/SUPERVISOR SIGNATURE DATE

HRD C&P ANALYST HRD APPROVAL DATE EFFECTIVE DATE DATE UPLOADED

This form will be kept in the employee's Official Personnel File.

Original - Classifications & Pay Office Copies - Employee and Supervisor
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	CDESeal: 
	: 
	PRLogNum: 
	Classifications: Career Executive Assignment (CEA), Level B
	WorkingTitle: Division Director
	Branch: Executive Branch
	Division: Government Affairs Division
	Office: 
	CBID: M01
	WWG: E
	PCN: 2839
	PositionNumber: 174-310-7500-005
	City: Sacramento, CA
	Probation: N/A
	Tenure: Non-Tenured - Exempt
	TimeBase: Full-Time
	Bilingual: No
	Telework: Remote-centered
	SafetySensitive: No
	ConflictofInterest: Yes
	GeneralDuties: Under administrative direction from the State Superintendent of Public Instruction (SSPI) and the Chief Deputy Superintendent of Public Instruction (Chief Deputy Superintendent), the Director of the Government Affairs Division (GAD) is responsible for advocating with the Administration, Legislature, and Congress to establish or change education policy and funding; interface with members and their staff to address educational needs in California; participate in the leadership of the CDE; facilitate communication between CDE offices and other governmental entities; supervise staff within the GAD and oversee the SSPI's sponsored legislation including bill development. This position is responsible for tracking, monitoring, and implementing changes in state and federal policy and funding.
	ConductExp: All employees are expected to work cooperatively with others, maintain regular, consistent, predictable attendance, and possess integrity, initiative, dependability and good judgment.
	SupervisorRec: The Division Director is supervised by the SSPI and the Chief Deputy Superintendent.
	SupervisorEx: This position is responsible for supervising staff of the Legislative Affairs Office, Fiscal Policy Office, the FederalLiaison, and the Stimulus Team in the GAD.
	WorkingConditions: This position is eligible for telework in accordance with the Statewide Telework Policy, and will be required to report tothe office as needed/required. The successful candidate must reside in California upon appointment.This position requires long periods of time sitting in front of a computer workstation.  The work environment is fast paced, can be demanding and requires flexibility. Travel to attend meetings in and out of state will be required. 
	TimeRequired1: 30
	Duties1: Directs the program and staff of the CDE Legislative Affairs Office which includes drafting legislationand supporting materials to fulfill program and administrative priorities. Leads the legislative work of the CDE throughthe legislative process; advocates in legislative hearings, provides technical assistance to legislative members onadvancing the SSPI's priorities, prepares legislative reports; and convenes meetings to discuss and further legislative goals. 
	TimeRequired2: 20
	Duties2: Leads the CDE through the budget process; advocates in budget hearings for the budget needs of CDE, local educational agencies (LEA), and the SSPI Initiatives; provides technical assistance to the State Legislature, State Board of Education (SBE), Governor's Office and Department of Finance (DOF) in crafting education program policy and budget policy; and advocates for the SSPI's priorities both legislatively and fiscally.
	TimeRequired3: 20
	Duties3: Develops and advances the legislative priorities of the SSPI, SBE, and the CDE by representing the SSPI, SBE, and the CDE before the Legislature, the Governor's Office, DOF, Federal Government, other commissions, boards, committees, and governmental, civic, and stakeholder groups. Oversees the organization and facilitation of community meetings, town halls, and stakeholder meetings, for the purpose of securing research and ideas from experts to develop bill concepts. 
	TimeRequired4: 10
	Duties4: Provides vision, leadership, technical assistance, and direction in the development of a national and statewideeducational strategy for intergovernmental relations with federal, state, county, and district levels of government,especially the California State Legislature, the Administration, and the United States Congress. Maintains close working relationships with key policy making groups including the Governor’s office, SBE, and DOF to support the SSPI’s initiatives and maintain awareness. 
	TimeRequired5: 10
	Duties5: Advise SSPI on developments taking place at state and federal levels on legislative and budgetary developments. Facilitate the preparation of reports and recommendations to the SSPI; research and assist the SSPI and Chief Deputy Superintendent on matters of highly-sensitive and/or confidential matters.
	TimeRequired6: 10
	Duties6: Serves as a member of the SSPI's Leadership Team; participates in the development and approval of statewide anddepartmental policies and practices. Formulates strategies and policies necessary for the development and implementation of large-scale projects.
	AdditionalReq: Ability to advocate with the State Legislature to establish education policy and funding, to interface with members of theLegislature and Congress and their staff to address educational needs in California, to participate in the leadership ofthe CDE, to facilitate communication of technical information between CDE offices and other governmental entities, andto supervise staff of the Legislative Affairs Office, Fiscal Policy Office, the Federal Policy Liaison, and the StimulusFunds team. In-depth understanding of legislative and fiscal policy, specifically as it relates to education from preschoolthrough grade twelve. 
	PersonalContacts: Contact with all levels of CDE staff, including executive leadership, directors, and managers. External contact withlegislative staff both federal and state, DOF, SBE, California Collaborative for Educational Excellence, West Ed, LEA leadership and staff, education associations, members of other state agencies, education coalition partners, community based organizations, advocates and other entities as deemed necessary. 
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