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	Employee’s Name



	Classification Title

Associate Governmental Program Analyst
	Division/Section/Unit

Legislation and Regulations

	Working Title

Legislative Analyst
	Geographic Location

Sacramento

	Position Number

414-110-5393-XXX
	Effective Date 





Under direction of the Assistant Commissioner of Legislation and Regulations, the Associate Governmental Program Analyst is responsible for the development of legislative bill analyses for the Department and for producing a variety of tasks associated with the legislative and regulatory matters that affect the Department. The incumbent will either lead or act as lead in the research, tracking, and analysis of legislative bills, and prepare testimony for regulation and legislation hearings. The incumbent will provide technical assistance to the Legislature, the Legislative Analyst’s Office (LAO), and stakeholders. Duties include, but are not limited to, the following:

A. Specific Assignments [w/ Essential (E) / Marginal (M) Functions]

35%	Thoroughly research, analyze, and distill legislation relating to real estate, licensing, and housing issues. Prepare concise and well-written analyses of proposed legislation and develop appropriate strategies for successfully advocating for the Department. Research to determine the effect of legislation, identify politically sensitive issues, interact with external groups involved in legislation, prepare written analysis that recommends a position to the Governor’s Office, monitor amendments and developments, and draft enrolled bill reports. Review proposed policy and programmatic changes to legislative bills to determine the impact on departmental operations and to ensure the changes accurately reflect the Department’s activities, policies, procedures, mission, vision, and strategic goals. (E)

Track the progress of legislation utilizing an electronic legislative tracking system, identifying bills that impact the Department and mission. Research relevant background information, solicit input from internal stakeholders, and identify areas of conflict with department policies. Monitor and/or attend committee hearings. Provide technical assistance to legislative offices. (E)

20% 	Complete special project as assigned, interpreting and analyzing data from federal, state, and local governments, internal departmental data, and other data sources, reports, surveys. Develop and analyze reports and infographics using a variety of databases and present findings. Assist management in measuring past and potential decisions, activities and outcomes and evaluating department programs and legislative impact. Assist with regulatory process, regulation development, and facilitating process. (E)

Oversee and independently complete complex and confidential and/or sensitive assignments. Gather resources, perform analysis and provide recommendations to the Commissioner, the Chief Deputy Commissioner, and/or the Assistant Commissioner. Perform preliminary research on a vast range of subject matters; research and interpret difficult and sensitive ad hoc issues; and independently prepare materials and/or correspondence for the Commissioner, Chief Deputy Commissioner, and Assistant Commissioner in response to verbal or written inquiries. Review correspondence for Commissioner, Chief Deputy Commissioner, and Assistant Commissioner’s signatures to ensure consistency with Department style guidelines, policy and procedure; and establish and maintain organized working files for use of the Commissioner and Chief Deputy Commissioner. (E)

15%	Establish and maintain all office processes. Maintain all tracking systems for division, including that for bills being followed by the Department, being sure to critically evaluate the impact, subject matter, and appropriate subject assignment; manage and be responsible for accuracy of data systems, with attention to detail. Prepare the Division’s various reports from the legislative tracking system for distribution to Division staff and the Director’s Office. Maintain legislative and mandated legislative report files and other legislative records. (E)

Responsible for all division administrative tasks, acting as main point of contact for the Division’s administrative needs, including serving as liaison to internal partner divisions for admin related functions. Assist Assistant Commissioner with administration of their travel reimbursements, administrative issues, data collection, and special projects. Maintain the Assistant Commissioner’s appointment calendar, and arrange the Assistant Commissioner’s meetings with officials from local, state, and federal jurisdictions and make all necessary travel arrangements. (E)

10% 	Respond to legislative inquiries, including constituent requests and legislative correspondence, regarding wide range of topics, independently. Work with internal stakeholders to facilitate and coordinate responses to legislative staff on the implementation of policies and programs and facilitate resolution of legislative constituent issues. Conduct research, analyze issues associated with inquiries, clearly communicate and make recommendations to departmental staff about legislative inquiries, and develop thorough responses. Write responses using good judgement, with professional tone, attention to detail, and political sensitivity. Track constituent requests throughout entire process. (E)

Monitor and respond accordingly to Division email inbox. Answer telephone calls. Maintain contact lists and communicate with legislative offices on department affairs, as assigned. (E)

10%	Independently review and prepare meeting materials and written communication with attention to detail for the Assistant Commissioner. Assist in preparing the Assistant Commissioner for legislative committee hearings, and meetings with stakeholders, State agencies, and federal agencies by collecting and preparing background information and similar materials. (E)

Prepare correspondence for the Assistant Commissioner’s signature. Respond to written inquiries from the Governor’s Office; the Legislature; Business, Consumer Services, and Housing Agency; stakeholders and other high-level contacts on behalf of the Assistant Commissioner. Use good judgment in disseminating information on highly confidential and sensitive issues on a daily basis. Proof read and review various division written materials for format, aspects of content, and grammar/spelling. (E)

5% 	Prepare and manage the Department’s legislative proposals. Prepare written proposals for submittal to the Governor’s Office; prepare committee statements and memoranda; and work with legislative staff and interest groups to facilitate enactment of the Department’s legislation. (M)

5% 	Perform research on various legislative assignments; provide legislative presentations to departmental staff; and make recommendations to program management and the administration. Perform other duties as assigned. (M)

B. Supervision Received
	The Associate Governmental Program Analyst reports directly to, and receives the majority of assignments from, the Assistant Commissioner of Legislation and Regulations; however, direction and assignments may also come from the Commissioner and Chief Deputy Commissioner.

C. Supervision Exercised
None

D. Administrative Responsibility
None

E. Personal Contacts
The Associate Governmental Program Analyst must have the ability to develop and maintain collaborative working relationships, work cooperatively with others, and to respond to inquiries from Department management and internal and external customers in a timely and professional manner. The incumbent will have contact with the Department staff at all levels; the Directorate; Business, Consumer Services and Housing Agency; Governor’s Office; Members of the Legislature and their staff (including Committee staff); other governmental agency representatives; various federal, state, regional, and local agencies; and other external stakeholders. The incumbent must be able to make oral presentations. All legislative contacts are sensitive and/or confidential in nature.

F. Actions and Consequences
This position has responsibility to help ensure that the principles and practices of the Division are carried out and implemented in accordance with the Department’s mission, policies, and procedures, as well as federal, state, and local laws. Lack of knowledge, inaccurate work, misunderstanding, poor judgement, or inadequate analyses could result in misleading information being provided to the Department and state and local agencies, or create misleading perceptions. Failure to maintain all tracking systems and data systems, prepare meeting materials and written communication, maintain calendars and schedules, and complete all other administrative tasks could result in critical information, communication, or materials not reaching division staff. This could result in inefficient Department operations and a reduced capacity for Department staff to meet their goals and objectives. Failure to remain informed of existing and proposed legislation and departmental operations could result in poor articulation of the Department’s public policy, embarrassment for the Department, unfavorable media coverage, and possible reaction from the State Legislature or Governor’s Office, affecting departmental credibility. Failure to prepare accurate and timely analyses and associated correspondence would prevent the Department from being adequately represented in the Legislature. This could result in enactment of legislation adversely affecting departmental programs or State housing policy and could jeopardize enactment of Department-sponsored legislation.

G. Functional Requirements
The Associate Governmental Program Analyst works 40 hours per week in an office setting, with artificial light and temperature control. Ability to use a personal computer and telephone is essential, as the majority of the work is performed using personal computer and telephone. Computer usage may frequently be heavy or repetitive. The employee must be able to remain in a stationary position up to 70% of the time and must occasionally move about inside the office to access files and documents from the file cabinets and office machinery (i.e. printer, fax machine, copy machine). This position may require travel to and from the Capitol and associated area by various means of transportation. 
	
H. Other Information
The Associate Governmental Program Analyst is expected to work cooperatively with all levels of staff and management, and to provide excellent customer service to departmental employees. The incumbent is expected to exhibit flexibility in accepting additional responsibilities, work as part of a team, provide enthusiastic support for their co-workers when necessary, and conduct themselves in a pleasant, helpful and highly professional manner in all interactions. Regular and consistent attendance is required.

The incumbent must excel at critical thinking, writing, time management, and interpersonal skills; must be able to prioritize multiple deadlines and tasks; have an ability to problem solve; and proactively overcome obstacles. The incumbent must be able to understand and implement strategies to navigate sensitive issues and must be sensitive to the political and personal objectives of legislators regarding individual biases, constituents, and interest groups. The incumbent must have the ability to work with minimum direction and supervision; and to handle multiple assignments simultaneously. The incumbent must have the ability to adapt to changing priorities and to complete tasks or projects with short notice.

The incumbent must possess strong communication skills, both orally and in writing; possess excellent organizational and time management skills; use sound judgment in decision-making regarding program operations and policy implementation; possess excellent listening skills, including the ability to understand and identify different points of view, and to distinguish points of consensus and conflict; possess extensive working knowledge of project management and project stages; exercise creativity and flexibility in problem identification and resolution; be responsive to DRE executive and management needs.

The incumbent must be flexible and adaptable to changing policies, rules, and regulations as they relate to legislation. The incumbent must be able to process the impact of new information quickly and adapt to new information, changing conditions, or unexpected obstacles.









I have read and understand the duties listed above and I can perform these duties with or without reasonable accommodation. (If you believe reasonable accommodation is necessary, discuss your concerns with the hiring supervisor. If unsure of a need for reasonable accommodation, inform the hiring supervisor, who will discuss your concerns with the Health & Safety analyst.)


________________________________________________________________________
Employee Signature								Date


___________________________________
Employee’s Printed Name – Classification 

I have discussed the duties of this position with and have provided a copy of this duty statement to the employee named above.


________________________________________________________________________
Supervisor Signature								Date


___________________________________
Supervisor’s Printed Name – Classification 
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