
 

 

 
 
STATE OF CALIFORNIA 
DEPARTMENT OF FORESTRY AND FIRE PROTECTION 
POSITION ESSENTIAL FUNCTIONS DUTIES STATEMENT 
PO-199 (06/16) 

Working Title of Position 
Finance Analyst 

Division and/or Subdivision 
Fire Protection/Aviation Management Unit 

INSTRUCTIONS:  The Director is required by Government Code Section 
19818.12 to report (or to record) “…material changes in the duties of any 
position in his or her jurisdiction”.  The Position Essential Functions Duties 
Statement is used for this purpose.  Enter identifying information and effective 
date at the right.  Enter brief description of each of the important duties and 
responsibilities of the position below.  Group related duties in numbered 
paragraphs and indicate the percentage of total time occupied.  Indicate the 
"essential functions" of the position by placing an asterisk (*) in front of those 
individual duties you determine to be essential to the job.  Discuss the duties 
with the employee assigned to the position.  Both the employee and 
supervisor sign the document where indicated.  The supervisor retains the 
original document and provides a copy to the employee. 

Location of Headquarters 
McClellan, CA  

Class Title of Position 
Staff Services Analyst 

Position Number 
541-065-5157-703 

Effective Date 
7/1/2020 

Percentage of Time 
Required 

Effective on the date indicated, the employee assigned to the position identified above performs 
the following duties and responsibilities. 

 
 
 
 
30% 
 
 
 
 
 
 
 
 
 
20% 
 
 
 
 
 
 
 
 
15% 

Under the general direction of the Aviation Management Unit (AMU) Support Program Manager, 
Staff Services Manager I (SSMI), the Staff Services Analyst performs the following duties: 
 
*Coordinates and tracks daily accounting activities including accounts payable, cash receipts, 
travel expense claims, and check disbursements. *Establishes and maintains workload priorities 
for report generation and distribution, data entry, and reconciliation with FI$Cal. *Develops and 
provides training to finance staff on document processing, data entry to FI$Cal and Quantum, 
and system reconciliations.*Coordinates all contract and interagency agreement development 
and amendment activities for AMU. *Outlines contract development schedule, provides 
assistance as needed with the development of scope of work, tracks contract documents 
through planning and approval processes, coordinates bid opening activities and contract award 
process, prepares contract amendment documents to amend contracts as needed for time, 
money or scope and tracks the amendment documents through approval processes.  
 
*Advises and assists Aviation Management managers and staff with program contract planning. 
*This includes preparation of formal planning requests for Deputy Director approval, 
determination of appropriate program and budget function for funding contracts and interagency 
agreements, development of annual contract budget and expenditure plans and assessment of 
budgetary needs compared to proposals. *Performs general accounting tasks, including 
reconciliation and processing of lease invoices, year-end coordination, researching and 
resolving reconciling items, and processing out-of-state travel. *Provides technical expertise to 
AMU’s Finance staff to research and resolve FI$Cal and Quantum problems and errors.  
 
*Assists the SSMI in maintaining AMU’s annual Personal Services and Operating Expenses 
budgets. *Maintains monthly personal services tracking and expenditure projection worksheets. 
*Analyzes projections to identify potential overspending or need for budgetary actions. 
*Prepares the mid-year analyses of expenditures.  
 
 
 
 
 
      
 
      
 
      
 
      
 

*These are the essential functions for this position.  Essential functions are those functions that the individual who holds 

the position must be able to perform unaided or with the assistance of a reasonable accommodation. 

Equal Employment Opportunity (EEO) Statement: All CAL FIRE employees are expected to conduct themselves in 
a professional manner that demonstrates respect for all employees and others they come in contact with during work 
hours, during work related activities, and anytime they represent the department. Additionally, all CAL FIRE employees 
are responsible for promoting a safe and secure work environment free from discrimination, harassment, inappropriate 
conduct, or retaliation.   

Job qualifications and/or conditions of employment:  
 

"We have discussed this document in its entirety and understand the duties of this position." 

Employee Signature  Date  Supervisor Signature  Date 
Personnel use only   Posted to Directory   

Initials and date 
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Working Title of Position 
Financial Analyst 

Percentage of Time 
Required 

Effective on the date indicated, the employee assigned to the position identified above performs 
the following duties and responsibilities. 

 
15% 
 
 
 
 
 
 
5% 
 
 
 
5% 
 
 
 
5% 
 
 
5% 

 
*Assists the SSMI with AMU personnel administration. *Tracks position control and makes 
recommendations on required actions to manage vacant positions. *Prepares personnel 
transaction requests to fill positions, write required justifications and assists management in 
revising/developing duty statements. *Tracks personnel transaction packages through t112 
approval processes.  
 
 
Meets with the Chief of Aviation and/or Aviation Officers monthly, or as requested, for analysis 
and review of their respective FI$Cal and/or Quantum reports. Makes recommendations on 
appropriate expenditure actions to be taken using these analyses.  
 
In coordination with the SSMI, assists in preparation of Aviation Management budget change 
proposals, research and consult with aviation program managers on budget change proposals. 
Assists the SSMI and program managers in preparation of budget documents.  
 
Establishes and maintains annual automated records for all Aviation Management contracts and 
interagency agreements, provides year-to-date fiscal status and reporting to contract managers.  
 
Acts as program liaison to the Departmental Accounting, Budget and Contracts Offices, 
including membership on the Accounting Technical Advisory Group (ATAG).  
 
 
 
 
 
 
 
 
 

*These are the essential functions for this position.  Essential functions are those functions that the individual who holds 

the position must be able to perform unaided or with the assistance of a reasonable accommodation. 

Equal Employment Opportunity (EEO) Statement: All CAL FIRE employees are expected to conduct themselves in 
a professional manner that demonstrates respect for all employees and others they come in contact with during work 
hours, during work related activities, and anytime they represent the department. Additionally, all CAL FIRE employees 
are responsible for promoting a safe and secure work environment free from discrimination, harassment, inappropriate 
conduct, or retaliation.   

Job qualifications and/or conditions of employment:  
 

"We have discussed this document in its entirety and understand the duties of this position." 

Employee Signature  Date  Supervisor Signature  Date 

Personnel use only   Posted to Directory   
  Initials and Date  

 


