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	duty statement

	Class Title

Associate Governmental Program Analyst
	Position Number

803-040-5393-911

	Unit

Office of Legislative and Governmental Affairs (LGA)

	Division

LGA

	This position requires the incumbent maintain consistent and regular attendance; communicate effectively (orally and in writing if both appropriate) in dealing with the public and/or other employees; develop and maintain knowledge and skill related to specific tasks, methodologies, materials, tools, and equipment; complete assignments in a timely and efficient manner; and, adhere to departmental policies and procedures regarding attendance, leave, and conduct.

	Job Summary:  The Associate Governmental Program Analyst (AGPA) is responsible for receiving, reviewing and coordinating responses to average to high complexity inquiries received from the Legislature and managing the Department’s responses to routine legislative constituent inquiries. The AGPA is also responsible for assisting with monitoring legislative inquiry assignments and producing reports for the Deputy Director and Assistant Deputy Director and assisting with compiling data and developing reports on the Department’s legislative issues as needed or requested by management.  

	Percent of Time
Essential Functions
50 %                        Independently analyzes and coordinates the Department’s response to average to high complexity legislative inquiries.  Answers, and/or screens calls from the Legislature or other state agencies on average to high complexity legislative issues and tracks them utilizing the appropriate LGA tracking logs. Identifies appropriate Divisions within the Department to receive legislative inquiry assignments, determines the level of the assignment (e.g., lead, supportive, or informational) and negotiates requests between Divisions regarding the appropriateness of a change of assignment. Gathers information from the appropriate division(s) or office(s) to assist in formulating a final response to assigned legislative inquiries, oversees LGA’s responses to routine legislative constituent cases, coordinates Director’s Office approval and distribution of legislative and constituent inquiry responses and provides technical assistance to Department staff regarding LGA procedures for legislative inquiries.  

20 %                        Assists with monitoring legislative inquiry assignments and producing reports for the Deputy Director and Assistant Deputy Director on a daily and weekly basis identifying by Division, legislative and constituent inquiries caseload.  Assists with compiling data and developing reports on the Department’s legislative issues as needed or requested by management, including preparing a year-end report, which summarizes legislative inquiries and constituent cases received. 
15%                         Independently researches, analyzes data, writes reports, including background papers, decision memoranda, and controlled correspondence. 
10%                         Assists with coordinating annual briefings on DHCS assigned and proposed legislation for Directorate, California Health and Human Services Agency and Governor’s Office, including preparing a schedule of tasks, Excel spreadsheets, and bill binders. 

5%                           Provides back up to the LGA support staff, including scheduling of meetings, assembling briefing binders and files, and other duties as assigned.

 

	Responsibility: 
Must maintain internal control of confidential subject matter. Ability to follow difficult oral and written instructions and the capacity to work under pressure to meet production deadlines. 

	Desired Skills/Ability: 
Plan; organize; communicate effectively; have strong computer skills. Flexibility in adjusting to changes in workload and priorities. 
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