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MARGINAL FUNCTIONS

1

Marginal Functions

PERCENTAGE	

Percentage of Duties Preformed

DESCRIPTION

Description of Functions

You are a valued member of the department's team. You are expected to work cooperatively with team members and others to enable the department to provide the highest level of service possible.  Your creativity and productivity are encouraged.  Your efforts to treat others fairly, honestly and with respect are important to everyone who works with you.

You are a valued member of the department's team. You are expected to work cooperatively with team members and others to enable the department to provide the highest level of service possible.  Your creativity and productivity are encouraged.  Your efforts to treat others fairly, honestly and with respect are important to everyone who works with you.

I have discussed with my supervisor and understand the duties of the position and have received a copy of the duty statement.

I have discussed with my supervisor and understand the duties of the position and have received a copy of the duty statement.

I have discussed the duties of the position with the employee and certify the duty statement is an accurate description of the essential functions of the position.

I have discussed the duties of the position with the employee and certify the duty statement is an accurate description of the essential functions of the position.

		Lock: 

		ResetButton: 

		Check for Current: 0

		Check for Proposed: 1

		CurrentPage: 

		PageCount: 

		RPA (Request for Personnel Action) Number: 20859

		Enter DGS Office or Client Agency: Business, Consumer Services & Housing Agency

		Enter Unit Name: Homeless Coordinating & Financing Council

		Enter Reporting Location: Sacramento

		Enter Schedule (Days / Hours): Monday - Friday; 8:00a - 5:00p

		Position Number: 338-101-5393-018

		Collective Bargaining Identifier: R01

		Enter Class Title: Associate Governmental Program Analyst

		Enter Working Title: Grants Program Monitoring Analyst

		Enter Proposed Incumbent: 

		Effective Date: 

		Core Values or Mission: The Business, Consumer Services, and Housing Agency (BCHS) is the California government cabinet-level agency that assists and educates consumers regarding the licensing, regulation, and enforcement of professionals and businesses.  

		Check for Rank and File: 0

		Check for Supervisor: 0

		Check for Specialist: 0

		Check for Office of Administrative Hearings: 0

		Check for Client Agency: 1

		Position Concept: Under the general direction the of the Homeless Coordinating and Financing Council (HCFC) Grants Program Monitoring Unit Supervisor, Staff Services Manager I (SSM I), the HCFC Grants Program Monitoring Analyst, (Associate Governmental Program Analyst) performs independent and complex monitoring activities for HCFC grants.  HCFC provides oversight for over $2b in grants to local homelessness response networks. HCFC funding was established for the purpose of providing jurisdictions with flexible funds to support regional coordination and expand or develop local capacity to address their immediate homelessness challenges. The Grants Program Monitoring Analyst monitors the more complex or sensitive grants for compliance with programmatic and fiscal requirements and regulations through site visits and desk audits.  The Grants Program Monitoring Analyst conducts monitoring reports, tracks grantee participation based on monitoring findings, develops grantee corrective action plans and follows-up on recommendations and resolution of non-compliance.  The Grants Program Monitoring Analyst may functions as a staff lead on the HCFC Grants monitoring projects, coordinates grantee program monitoring, reporting, recommendations, and resolutions for the most sensitive and complex grantee program transactions across all HCFC grants statewide. 

		Special Requirements: Conflict of Interest
This position is designated under the Conflict of Interest Code. The position is responsible for making or participating in the making of governmental decisions that may potentially have a material effect on personal financial interests. The appointee is required to complete Form 700 within 30 days of appointment. Failure to comply with the Conflict of Interest Code requirements may void the appointment.

		Conflict: 1

		Medical: 0

		Background: 0

		OfficeTech: 0

		BackgroundFTB: 0

		Click to insert an item: 

		Click to remove this item: 

		Enter Percentage of Duties Preformed: 5.00000000

		Enter Description of Functions: Partner and collaborate with other grants team members and HCFC, in order to provide support for cross-program special projects to ensure consistency, a unified understanding project roles and responsibilities, and outcomes utilizing project management and communication tools such as Asana, Excel, Outlook, and Teams.

		Enter Work Environment, Physical Requirements: 

		Enter Employee Name: 

		Enter Employee Signature: 

		Enter Date Employee Signed: 

		Enter Supervisor's Name : 

		Enter Supervisor's Signature: 

		Enter Date Supervisor Signed: 
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MARGINAL FUNCTIONS

1

Marginal Functions

PERCENTAGE	

Percentage of Duties Preformed

DESCRIPTION

Description of Functions

You are a valued member of the department's team. You are expected to work cooperatively with team members and others to enable the department to provide the highest level of service possible.  Your creativity and productivity are encouraged.  Your efforts to treat others fairly, honestly and with respect are important to everyone who works with you.

You are a valued member of the department's team. You are expected to work cooperatively with team members and others to enable the department to provide the highest level of service possible.  Your creativity and productivity are encouraged.  Your efforts to treat others fairly, honestly and with respect are important to everyone who works with you.

I have discussed with my supervisor and understand the duties of the position and have received a copy of the duty statement.

I have discussed with my supervisor and understand the duties of the position and have received a copy of the duty statement.

I have discussed the duties of the position with the employee and certify the duty statement is an accurate description of the essential functions of the position.

I have discussed the duties of the position with the employee and certify the duty statement is an accurate description of the essential functions of the position.

		Lock: 

		ResetButton: 

		Check for Current: 0

		Check for Proposed: 1

		CurrentPage: 

		PageCount: 

		RPA (Request for Personnel Action) Number: 20859

		Enter DGS Office or Client Agency: Business, Consumer Services & Housing Agency

		Enter Unit Name: Homeless Coordinating & Financing Council

		Enter Reporting Location: Sacramento

		Enter Schedule (Days / Hours): Monday - Friday; 8:00a - 5:00p

		Position Number: 338-101-5157-XXX

		Collective Bargaining Identifier: R01

		Enter Class Title: Staff Services Analyst

		Enter Working Title: Grants Program Monitoring Analyst

		Enter Proposed Incumbent: 

		Effective Date: 

		Core Values or Mission: The Business, Consumer Services, and Housing Agency (BCHS) is the California government cabinet-level agency that assists and educates consumers regarding the licensing, regulation, and enforcement of professionals and businesses.  

		Check for Rank and File: 0

		Check for Supervisor: 0

		Check for Specialist: 0

		Check for Office of Administrative Hearings: 0

		Check for Client Agency: 1

		Position Concept: Under the supervision of the Homeless Coordinating and Financing Council (HCFC) Grants Program Monitoring Unit Supervisor, Staff Services Manager I (SSM I), the HCFC Grants Program Monitoring Analyst, (Staff Services Analyst) performs routine monitoring activities for HCFC grants.  HCFC provides oversight for over $2Billion in grants to local homelessness response networks. HCFC funding was established for the purpose of providing jurisdictions with flexible funds to support regional coordination and expand or develop local capacity to address their immediate homelessness challenges. Under supervision, the Grants Program Monitoring Analyst examines grantees for compliance with programmatic and fiscal requirements and regulations through site visits and desk audits.  The Grants Program Monitoring Analyst drafts reports, tracks grantee participation based on monitoring findings, develops grantee corrective action plans and follows-up on recommendations and resolution of non-compliance.  The Grants Program Monitoring Analyst functions as a staff generalist on the HCFC Grants team, assisting with program monitoring, reporting, correspondence, development of procedures and processes and other routine monitoring transactions across all HCFC grants statewide. 

		Special Requirements: Conflict of Interest
This position is designated under the Conflict of Interest Code. The position is responsible for making or participating in the making of governmental decisions that may potentially have a material effect on personal financial interests. The appointee is required to complete Form 700 within 30 days of appointment. Failure to comply with the Conflict of Interest Code requirements may void the appointment.

		Conflict: 1

		Medical: 0

		Background: 0

		OfficeTech: 0

		BackgroundFTB: 0

		Click to insert an item: 

		Click to remove this item: 

		Enter Percentage of Duties Preformed: 10.00000000

		Enter Description of Functions: Partners and collaborates with other grants team members and HCFC, in order to provide support for cross-program special projects to ensure consistency, a unified understanding project roles and responsibilities, and outcomes utilizing project management and communication tools such as Asana, Excel, Outlook, and Teams.

		Enter Work Environment, Physical Requirements: 

		Enter Employee Name: 

		Enter Employee Signature: 

		Enter Date Employee Signed: 

		Enter Supervisor's Name : 

		Enter Supervisor's Signature: 

		Enter Date Supervisor Signed: 
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MARGINAL FUNCTIONS

1

Marginal Functions

PERCENTAGE	

Percentage of Duties Preformed

DESCRIPTION

Description of Functions

You are a valued member of the department's team. You are expected to work cooperatively with team members and others to enable the department to provide the highest level of service possible.  Your creativity and productivity are encouraged.  Your efforts to treat others fairly, honestly and with respect are important to everyone who works with you.

You are a valued member of the department's team. You are expected to work cooperatively with team members and others to enable the department to provide the highest level of service possible.  Your creativity and productivity are encouraged.  Your efforts to treat others fairly, honestly and with respect are important to everyone who works with you.

I have discussed with my supervisor and understand the duties of the position and have received a copy of the duty statement.

I have discussed with my supervisor and understand the duties of the position and have received a copy of the duty statement.

I have discussed the duties of the position with the employee and certify the duty statement is an accurate description of the essential functions of the position.

I have discussed the duties of the position with the employee and certify the duty statement is an accurate description of the essential functions of the position.

		Lock: 

		ResetButton: 

		Check for Current: 0

		Check for Proposed: 1

		CurrentPage: 

		PageCount: 

		RPA (Request for Personnel Action) Number: 20860

		Enter DGS Office or Client Agency: Business, Consumer Services and Housing Agency

		Enter Unit Name: Homeless Coordinating & Financing Council

		Enter Reporting Location: Sacramento

		Enter Schedule (Days / Hours): Monday - Friday; 8:00a - 5:00p

		Position Number: 338-101-5393-019

		Collective Bargaining Identifier: R01

		Enter Class Title: Associate Governmental Program Analyst

		Enter Working Title: Grants Program Monitoring Analyst

		Enter Proposed Incumbent: 

		Effective Date: 

		Core Values or Mission: The Business, Consumer Services, and Housing Agency (BCHS) is the California government cabinet-level agency that assists and educates consumers regarding the licensing, regulation, and enforcement of professionals and businesses.  

		Check for Rank and File: 0

		Check for Supervisor: 0

		Check for Specialist: 0

		Check for Office of Administrative Hearings: 0

		Check for Client Agency: 1

		Position Concept: Under the general direction the of the Homeless Coordinating and Financing Council (HCFC) Grants Program Monitoring Unit Supervisor, Staff Services Manager I (SSM I), the HCFC Grants Program Monitoring Analyst, (Associate Governmental Program Analyst) performs independent and complex monitoring activities for HCFC grants.  HCFC provides oversight for over $2b in grants to local homelessness response networks. HCFC funding was established for the purpose of providing jurisdictions with flexible funds to support regional coordination and expand or develop local capacity to address their immediate homelessness challenges. The Grants Program Monitoring Analyst monitors the more complex or sensitive grants for compliance with programmatic and fiscal requirements and regulations through site visits and desk audits.  The Grants Program Monitoring Analyst conducts monitoring reports, tracks grantee participation based on monitoring findings, develops grantee corrective action plans and follows-up on recommendations and resolution of non-compliance.  The Grants Program Monitoring Analyst may functions as a staff lead on the HCFC Grants monitoring projects, coordinates grantee program monitoring, reporting, recommendations, and resolutions for the most sensitive and complex grantee program transactions across all HCFC grants statewide. 

		Special Requirements: Conflict of Interest
This position is designated under the Conflict of Interest Code. The position is responsible for making or participating in the making of governmental decisions that may potentially have a material effect on personal financial interests. The appointee is required to complete Form 700 within 30 days of appointment. Failure to comply with the Conflict of Interest Code requirements may void the appointment.

		Conflict: 1

		Medical: 0

		Background: 0

		OfficeTech: 0

		BackgroundFTB: 0

		Click to insert an item: 

		Click to remove this item: 

		Enter Percentage of Duties Preformed: 5.00000000

		Enter Description of Functions: Partner and collaborate with other grants team members and HCFC, in order to provide support for cross-program special projects to ensure consistency, a unified understanding project roles and responsibilities, and outcomes utilizing project management and communication tools such as Asana, Excel, Outlook, and Teams.

		Enter Work Environment, Physical Requirements: 

		Enter Employee Name: 

		Enter Employee Signature: 

		Enter Date Employee Signed: 

		Enter Supervisor's Name : 

		Enter Supervisor's Signature: 

		Enter Date Supervisor Signed: 
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1

Marginal Functions
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Percentage of Duties Preformed

DESCRIPTION

Description of Functions

You are a valued member of the department's team. You are expected to work cooperatively with team members and others to enable the department to provide the highest level of service possible.  Your creativity and productivity are encouraged.  Your efforts to treat others fairly, honestly and with respect are important to everyone who works with you.

You are a valued member of the department's team. You are expected to work cooperatively with team members and others to enable the department to provide the highest level of service possible.  Your creativity and productivity are encouraged.  Your efforts to treat others fairly, honestly and with respect are important to everyone who works with you.

I have discussed with my supervisor and understand the duties of the position and have received a copy of the duty statement.

I have discussed with my supervisor and understand the duties of the position and have received a copy of the duty statement.

I have discussed the duties of the position with the employee and certify the duty statement is an accurate description of the essential functions of the position.

I have discussed the duties of the position with the employee and certify the duty statement is an accurate description of the essential functions of the position.

		Lock: 

		ResetButton: 

		Check for Current: 0

		Check for Proposed: 1

		CurrentPage: 

		PageCount: 

		RPA (Request for Personnel Action) Number: 20860

		Enter DGS Office or Client Agency: Business, Consumer Services and Housing Agency

		Enter Unit Name: Homeless Coordinating & Financing Council

		Enter Reporting Location: Sacramento

		Enter Schedule (Days / Hours): Monday - Friday; 8:00a - 5:00p

		Position Number: 338-101-5157-XXX

		Collective Bargaining Identifier: R01

		Enter Class Title: Staff Services Analyst

		Enter Working Title: Grants Program Monitoring Analyst

		Enter Proposed Incumbent: 

		Effective Date: 

		Core Values or Mission: The Business, Consumer Services, and Housing Agency (BCHS) is the California government cabinet-level agency that assists and educates consumers regarding the licensing, regulation, and enforcement of professionals and businesses.  

		Check for Rank and File: 0

		Check for Supervisor: 0

		Check for Specialist: 0

		Check for Office of Administrative Hearings: 0

		Check for Client Agency: 1

		Position Concept: Under the supervision of the Homeless Coordinating and Financing Council (HCFC) Grants Program Monitoring Unit Supervisor, Staff Services Manager I (SSM I), the HCFC Grants Program Monitoring Analyst, (Staff Services Analyst) performs routine monitoring activities for HCFC grants.  HCFC provides oversight for over $2Billion in grants to local homelessness response networks. HCFC funding was established for the purpose of providing jurisdictions with flexible funds to support regional coordination and expand or develop local capacity to address their immediate homelessness challenges. Under supervision, the Grants Program Monitoring Analyst examines grantees for compliance with programmatic and fiscal requirements and regulations through site visits and desk audits.  The Grants Program Monitoring Analyst drafts reports, tracks grantee participation based on monitoring findings, develops grantee corrective action plans and follows-up on recommendations and resolution of non-compliance.  The Grants Program Monitoring Analyst functions as a staff generalist on the HCFC Grants team, assisting with program monitoring, reporting, correspondence, development of procedures and processes and other routine monitoring transactions across all HCFC grants statewide. 

		Special Requirements: Conflict of Interest
This position is designated under the Conflict of Interest Code. The position is responsible for making or participating in the making of governmental decisions that may potentially have a material effect on personal financial interests. The appointee is required to complete Form 700 within 30 days of appointment. Failure to comply with the Conflict of Interest Code requirements may void the appointment.

		Conflict: 1

		Medical: 0

		Background: 0

		OfficeTech: 0

		BackgroundFTB: 0

		Click to insert an item: 

		Click to remove this item: 

		Enter Percentage of Duties Preformed: 10.00000000

		Enter Description of Functions: Partner and collaborate with other grants team members and HCFC, in order to provide support for cross-program special projects to ensure consistency, a unified understanding project roles and responsibilities, and outcomes utilizing project management and communication tools such as Asana, Excel, Outlook, and Teams.

		Enter Work Environment, Physical Requirements: 

		Enter Employee Name: 

		Enter Employee Signature: 

		Enter Date Employee Signed: 

		Enter Supervisor's Name : 

		Enter Supervisor's Signature: 

		Enter Date Supervisor Signed: 










Please wait... 
  
If this message is not eventually replaced by the proper contents of the document, your PDF 
viewer may not be able to display this type of document. 
  
You can upgrade to the latest version of Adobe Reader for Windows®, Mac, or Linux® by 
visiting  http://www.adobe.com/go/reader_download. 
  
For more assistance with Adobe Reader visit  http://www.adobe.com/go/acrreader. 
  
Windows is either a registered trademark or a trademark of Microsoft Corporation in the United States and/or other countries. Mac is a trademark 
of Apple Inc., registered in the United States and other countries. Linux is the registered trademark of Linus Torvalds in the U.S. and other 
countries.





STATE OF CALIFORNIA - DEPARTMENT OF GENERAL SERVICES

DUTY STATEMENT 

DGS OHR 907 (Rev. 09/2018)

STATE OF CALIFORNIA - DEPARTMENT OF GENERAL SERVICESDUTY STATEMENT DGS O H R 907 (Revision 09/2018)

STATE OF CALIFORNIA - DEPARTMENT OF GENERAL SERVICESDUTY STATEMENT DGS O H R 907 (Revision 09/2018)

Page  of 

Page Numbers

ESSENTIAL FUNCTIONS

Essential Functions

 PERCENTAGE          

0

Percentage of Duties Preformed

DESCRIPTION

1

Description of Functions

Purchasing Item Table

6.1.0.20150517.1.919161.918415

Ron Koeppl

Department of General Services

Duty Statement

Forms Management Center

Duty Statement

9/2018

7/29/2016

MARGINAL FUNCTIONS

1

Marginal Functions

PERCENTAGE	

Percentage of Duties Preformed

DESCRIPTION

Description of Functions

You are a valued member of the department's team. You are expected to work cooperatively with team members and others to enable the department to provide the highest level of service possible.  Your creativity and productivity are encouraged.  Your efforts to treat others fairly, honestly and with respect are important to everyone who works with you.

You are a valued member of the department's team. You are expected to work cooperatively with team members and others to enable the department to provide the highest level of service possible.  Your creativity and productivity are encouraged.  Your efforts to treat others fairly, honestly and with respect are important to everyone who works with you.

I have discussed with my supervisor and understand the duties of the position and have received a copy of the duty statement.

I have discussed with my supervisor and understand the duties of the position and have received a copy of the duty statement.

I have discussed the duties of the position with the employee and certify the duty statement is an accurate description of the essential functions of the position.

I have discussed the duties of the position with the employee and certify the duty statement is an accurate description of the essential functions of the position.

		Lock: 

		ResetButton: 

		Check for Current: 0

		Check for Proposed: 1

		CurrentPage: 

		PageCount: 

		RPA (Request for Personnel Action) Number: 20862

		Enter DGS Office or Client Agency: Business, Consumer Services & Housing Agency

		Enter Unit Name: Homeless Coordinating & Financing Council

		Enter Reporting Location: Sacramento

		Enter Schedule (Days / Hours): Monday - Friday; 8:00a - 5:00p

		Position Number: 338-101-5393-014

		Collective Bargaining Identifier: R01

		Enter Class Title: Associate Governmental Program Analyst

		Enter Working Title: Grants Program Monitoring Analyst

		Enter Proposed Incumbent: 

		Effective Date: 

		Core Values or Mission: The Business, Consumer Services, and Housing Agency (BCHS) is the California government cabinet-level agency that assists and educates consumers regarding the licensing, regulation, and enforcement of professionals and businesses.  

		Check for Rank and File: 0

		Check for Supervisor: 0

		Check for Specialist: 0

		Check for Office of Administrative Hearings: 0

		Check for Client Agency: 1

		Position Concept: Under the general direction the of the Homeless Coordinating and Financing Council (HCFC) Grants Program Monitoring Unit Supervisor, Staff Services Manager I (SSM I), the HCFC Grants Program Monitoring Analyst, (Associate Governmental Program Analyst) performs independent and complex monitoring activities for HCFC grants.  HCFC provides oversight for over $2b in grants to local homelessness response networks. HCFC funding was established for the purpose of providing jurisdictions with flexible funds to support regional coordination and expand or develop local capacity to address their immediate homelessness challenges. The Grants Program Monitoring Analyst monitors the more complex or sensitive grants for compliance with programmatic and fiscal requirements and regulations through site visits and desk audits.  The Grants Program Monitoring Analyst conducts monitoring reports, tracks grantee participation based on monitoring findings, develops grantee corrective action plans and follows-up on recommendations and resolution of non-compliance.  The Grants Program Monitoring Analyst may functions as a staff lead on the HCFC Grants monitoring projects, coordinates grantee program monitoring, reporting, recommendations, and resolutions for the most sensitive and complex grantee program transactions across all HCFC grants statewide. 

		Special Requirements: Conflict of Interest
This position is designated under the Conflict of Interest Code. The position is responsible for making or participating in the making of governmental decisions that may potentially have a material effect on personal financial interests. The appointee is required to complete Form 700 within 30 days of appointment. Failure to comply with the Conflict of Interest Code requirements may void the appointment.

		Conflict: 1

		Medical: 0

		Background: 0

		OfficeTech: 0

		BackgroundFTB: 0

		Click to insert an item: 

		Click to remove this item: 

		Enter Percentage of Duties Preformed: 5.00000000

		Enter Description of Functions: Partner and collaborate with other grants team members and HCFC, in order to provide support for cross-program special projects to ensure consistency, a unified understanding project roles and responsibilities, and outcomes utilizing project management and communication tools such as Asana, Excel, Outlook, and Teams.

		Enter Work Environment, Physical Requirements: 

		Enter Employee Name: 

		Enter Employee Signature: 

		Enter Date Employee Signed: 

		Enter Supervisor's Name : 

		Enter Supervisor's Signature: 

		Enter Date Supervisor Signed: 
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viewer may not be able to display this type of document. 
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Description of Functions

You are a valued member of the department's team. You are expected to work cooperatively with team members and others to enable the department to provide the highest level of service possible.  Your creativity and productivity are encouraged.  Your efforts to treat others fairly, honestly and with respect are important to everyone who works with you.

You are a valued member of the department's team. You are expected to work cooperatively with team members and others to enable the department to provide the highest level of service possible.  Your creativity and productivity are encouraged.  Your efforts to treat others fairly, honestly and with respect are important to everyone who works with you.

I have discussed with my supervisor and understand the duties of the position and have received a copy of the duty statement.

I have discussed with my supervisor and understand the duties of the position and have received a copy of the duty statement.

I have discussed the duties of the position with the employee and certify the duty statement is an accurate description of the essential functions of the position.

I have discussed the duties of the position with the employee and certify the duty statement is an accurate description of the essential functions of the position.

		Lock: 

		ResetButton: 

		Check for Current: 0

		Check for Proposed: 1

		CurrentPage: 

		PageCount: 

		RPA (Request for Personnel Action) Number: 20862

		Enter DGS Office or Client Agency: Business, Consumer Services & Housing Agency

		Enter Unit Name: Homeless Coordinating & Financing Council

		Enter Reporting Location: Sacramento

		Enter Schedule (Days / Hours): Monday - Friday; 8:00a - 5:00p

		Position Number: 338-101-5157-XXX

		Collective Bargaining Identifier: R01

		Enter Class Title: Staff Services Analyst

		Enter Working Title: Grants Program Monitoring Analyst

		Enter Proposed Incumbent: 

		Effective Date: 

		Core Values or Mission: The Business, Consumer Services, and Housing Agency (BCHS) is the California government cabinet-level agency that assists and educates consumers regarding the licensing, regulation, and enforcement of professionals and businesses.  

		Check for Rank and File: 0

		Check for Supervisor: 0

		Check for Specialist: 0

		Check for Office of Administrative Hearings: 0

		Check for Client Agency: 1

		Position Concept: Under the supervision of the Homeless Coordinating and Financing Council (HCFC) Grants Program Monitoring Unit Supervisor, Staff Services Manager I (SSM I), the HCFC Grants Program Monitoring Analyst, (Staff Services Analyst) performs routine monitoring activities for HCFC grants.  HCFC provides oversight for over $2Billion in grants to local homelessness response networks. HCFC funding was established for the purpose of providing jurisdictions with flexible funds to support regional coordination and expand or develop local capacity to address their immediate homelessness challenges. Under supervision, the Grants Program Monitoring Analyst examines grantees for compliance with programmatic and fiscal requirements and regulations through site visits and desk audits.  The Grants Program Monitoring Analyst drafts reports, tracks grantee participation based on monitoring findings, develops grantee corrective action plans and follows-up on recommendations and resolution of non-compliance.  The Grants Program Monitoring Analyst functions as a staff generalist on the HCFC Grants team, assisting with program monitoring, reporting, correspondence, development of procedures and processes and other routine monitoring transactions across all HCFC grants statewide. 

		Special Requirements: Conflict of Interest
This position is designated under the Conflict of Interest Code. The position is responsible for making or participating in the making of governmental decisions that may potentially have a material effect on personal financial interests. The appointee is required to complete Form 700 within 30 days of appointment. Failure to comply with the Conflict of Interest Code requirements may void the appointment.

		Conflict: 1

		Medical: 0

		Background: 0

		OfficeTech: 0

		BackgroundFTB: 0

		Click to insert an item: 

		Click to remove this item: 

		Enter Percentage of Duties Preformed: 10.00000000

		Enter Description of Functions: Partners and collaborates with other grants team members and HCFC, in order to provide support for cross-program special projects to ensure consistency, a unified understanding project roles and responsibilities, and outcomes utilizing project management and communication tools such as Asana, Excel, Outlook, and Teams.

		Enter Work Environment, Physical Requirements: 

		Enter Employee Name: 

		Enter Employee Signature: 

		Enter Date Employee Signed: 

		Enter Supervisor's Name : 

		Enter Supervisor's Signature: 

		Enter Date Supervisor Signed: 







