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	duty statement

	Class Title

Associate Governmental Program Analyst
	Position Number

806-010-5393-725

	COI Classification

 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	Unit

Budgets, Legislation, and Training Unit (BLT)

	Section

Administrative Management Services Section

	Branch



	Division

Audits and Investigations (A&I)

	This position requires the incumbent maintain consistent and regular attendance; communicate effectively, orally and in writing, 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) will perform a broad range of analytical staff work involving specific actions identified in the Department’s Strategic Plan’s Commitment To Our Employees: Provide opportunities for professional learning and growth; and focus on communication, collaboration, teamwork, and effective decision making by proving training opportunities to support effective facilitation, collaboration, teamwork, delegation, and decision making. 

The incumbent will be responsible for developing, implementing, modifying, and overseeing Audits and Investigations’ annual training plan – identifying training needs, employee/classification core competencies, and developing action plans and strategies to train staff.  The training plan will provide program staff with comprehensive information on upward-mobility, strengthening critical competencies, bridging training courses, job-readiness, training resources, job/career mentoring, and an annual review process related to the individual development plan process. The incumbent will be responsible for developing and maintaining tools to measure and track the Division’s training performance efforts and maintaining and coordinating all DHCS 4025 training requests

The AGPA is the internal control expert and completes the more difficult and complex quality assurance and process improvement duties.  The incumbent must have an understanding of the State Administrative Manual, Health Administrative Manual, Medi-Cal programs, state agency relationships, and experience interpreting and applying state and federal statutes, regulations, statewide and national policies. Some overnight travel may be required.



	Supervision Received:  Under Direction  by the Staff Services Manager I

	Supervision Exercised:  None

	Description of Duties:  Division training coordinator.

	Percent of Time
Essential Functions

30%
Develops, maintains, and monitors the Division’s annual training plan and training budget. Conducts research and performs detailed and complex data analysis on training needs and gap assessments in order to recommend training needs to management. Provides guidance, consultation, and recommendations to management and in-house Subject Matter Experts when planning, organizing and implementing the Division’s annual training plan. Develops, implements, monitors, and updates training policies and procedures related to the Division’s annual training plan by using tools and tracking systems to provide management with training activity reports, statistical findings and trends. Serves as liaison with the Strategic Planning & Workforce Development Branch to coordinate and schedule the training classes for the Division statewide.  

15%   Serves as the technical project lead and coordinator on program quality assurance and process improvement actions. Analyzes, reviews and maintains effective internal controls throughout, compliance activities, investigative activities, administrative actions, and other pertinent information. R Ensures the A&I Branches are consistent in implementing policies, procedures and internal controls set forth by the Division’s Deputy Director, Assistant Deputy Director and/or the Department. Develops presentations and presents to executive management.                    
15%
Lead in the development of learning strategies to ensure Division employees gain knowledge, skills, and abilities to help them with job-matriculation readiness, and develop processes to allow employees the opportunity to fully develop those qualities. Survey division’s continuing professional education needs. Administer continuing professional education assistance program as well as use tracking systems to monitor continuing professional education hours. Research and recommend vendors that fulfill A&I training needs. In coordination with the A&I Budget Analyst, develop division wide contracts and service orders related to training. Coordinate with the branches to assure required training is scheduled, required documentation is complete and contracts are developed in time for each training. Develop and implement knowledge transfer strategies which may include: formats, mediums, tools, and processes to capture, document, catalog and transfer the institutional memory and knowledge of incumbents in the selected leadership and key positions. Maintain learning opportunities, registration, waitlists, and tracking through on line Cornerstone training system. 

15%    Independently analyzes, review and maintains all training requests from A&I employees. Analytical component includes analyzing and determining the need for the training, benefit of training, analyzing branch allotment and feasibility of processed training. Consults if training is required; scheduled and all pertinent documentation is complete and contracts are developed in time for each training. Reviews all training registration requests (DHCS 4025). Develops, implements, monitors and updates training policies and procedures. Acts as the A&I admin/liaison for DHCS training tracking system (Cornerstone). 
10%   Coordinates and completes special projects which may include analyzing/updating the Global Address List.  Schedules and coordinates all necessary action items for both the A&I Annual All Staff and All Managers Meetings. Develop theme/agendas in conjunction with Deputy Director’s vision.  Prepares and consolidates necessary materials, power point presentations, and arranges speakers.  Coordinates communications relaying information to employees/managers and Information Technology Unit for set up, and testing prior and during meetings. 

10%   Serves as backup for the BLT Unit. Facilitates all Medicaid Integrity Institute (MII) trainings on behalf of California Program Integrity Director. Serves as liaison between MII and divisions/branches nominating staff members to attend training. Requests out-of-state travel authorization for staff members accepted to the MII training programs.


	Percent of Time
Marginal Functions

5%      Performs other duties as required and appropriate for this classification.
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