
  
 

  

 

   

 
 

                                     
 

 

 

 

 
 

 

 
   

 
 

 
   

 
  

 

  
 

   
  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
 

   

 
 
 
 
 
 
 
 
 
 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

  

STATE OF CALIFORNIA  
DEPARTMENT OF INDUSTRIAL RELATIONS 
PAGE 1 of 4 

☐ CURRENT 

DUTY STATEMENT ☐ PROPOSED 

CIVIL SERVICE CLASSIFICATION WORKING TITLE 

DIVISION/OFFICE/UNIT SPECIFIC LOCATION ASSIGNED TO 

COLLECTIVE BARGAINING IDENTIFIER WORK WEEK GROUP CONFLICT OF INTEREST CLASSIFICATION? 

☐ YES   ☐  NO 
FINGERPRINTS/BACKGROUND CHECK REQUIRED 

☐ YES   ☐  NO 
BILINGUAL POSITION 

☐ YES   ☐  NO 
POSITION NUMBER (Agency-Unit-Class-Serial) 

GENERAL STATEMENT 

Candidate must be able to perform the following essential functions with or without reasonable accommodation. 
PERCENTAGE 
OF TIME 
SPENT 

% 

DUTIES 

ESSENTIAL JOB FUNCTIONS 

DIR HR 006B (REV. 11/20) 
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% (Continued) ESSENTIAL JOB FUNCTIONS (Continued) 

DIR HR 006B (REV. 11/20) 
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% MARGINAL JOB FUNCTIONS 

CONDUCT, ATTENDANCE, AND PERFORMANCE EXPECTATIONS 

SUPERVISION RECEIVED AND EXERCISED 
Supervision Received: 

Supervision Exercised: 

DIR HR 006B (REV. 11/20) 



 
  

 
  

 

   

 
 

 
 
 
 
 
 
 
 

 
 
 
 
 
 
 

 
 
 
 
 
 
 

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

 
 

  
 

 
  

 
 

 

 

 
   

 
 

 
  

  
 

 
 

STATE OF CALIFORNIA 
DEPARTMENT OF INDUSTRIAL RELATIONS 
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WORK ENVIRONMENT, JOB REQUIREMENTS, PHYSICAL ABILITIES REQUIRED FOR THE JOB (if applicable), 
AND PERSONAL CONTACTS: 
Work Environment: 

Special Requirements/Other Information: 

Physical Abilities: 

Additional Requirements/Expectations: 

Personal Contacts: 

ACKNOWLEDGMENTS: 
I have read and understand the duties listed above and I certify that I possess essential personal qualifications
including integrity, initiative, dependability, good judgement, and ability to work cooperatively with others; and 
a state of health consistent with the ability to perform the assigned duties as described above 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 Diversity and Inclusion Office).
DATE PRINT EMPLOYEE NAME EMPLOYEE’S SIGNATURE 

I certify this duty statement represents current and an accurate description of the essential functions of this position. I 
have discussed the duties of this position with the employee and provided the employee a copy of this duty statement. 
DATE PRINT SUPERVISOR NAME SUPERVISOR’S SIGNATURE 

HR APPROVAL DATE: C&P ANALYST’S INITIALS: 

DIR HR 006B (REV. 11/20) 


	DUTY STATEMENT
	PERCENTAGE OF TIME SPENT
	DUTIES
	SUPERVISION RECEIVED AND EXERCISED

	WORK ENVIRONMENT, JOB REQUIREMENTS, PHYSICAL ABILITIES REQUIRED FOR THE JOB (if applicable), AND PERSONAL CONTACTS:
	ACKNOWLEDGMENTS:


	CURRENT: On
	PROPOSED: Off
	CIVIL SERVICE CLASSIFICATION: Staff Services Analyst (General)
	WORKING TITLE: Budget Analyst
	DIVISIONOFFICEUNIT: Office of Budget & Revenue Management
	SPECIFIC LOCATION ASSIGNED TO: Sacramento
	COLLECTIVE BARGAINING IDENTIFIER: R01
	WORK WEEK GROUP: 2
	CONFLICT OF INTEREST CLASSIFICATION: NO
	FINGERPRINTSBACKGROUND CHECK REQUIRED: NO_2
	undefined: Off
	undefined_2: On
	POSITION NUMBER AgencyUnitClassSerial: 400-122-5157-XXX
	PERCENTAGE OF TIME SPENT:         45%
	DUTIES ESSENTIAL JOB FUNCTIONS: Under supervision, prepares, monitors, and administers approved budgets for assigned program area(s), including preparation of allotments by category, fund, and sub-program areas. Reviews expenditures and prepares in-depth projections to identify the fiscal status of a program to advise management. Maintains detailed Fund Condition Statements, including analysis and projection of revenues and fund solvency. Reviews, analyzes, and makes written and oral recommendations to management regarding the budget, revenue, and fiscal operations of assigned program(s). Serves as liaison between assigned program(s), Accounting, and the Budget Office. Approves cost coding documents to ensure accurate program cost distribution. Collaborates with programs on the development, review, and finalization of Budget Change Proposals (BCPs), including preparation of fiscal detail. Engages and collaborates with Division executives and subject matter experts to assist in the development of quantifiable workload justification in support of new positions requested in BCPs. Provides analysis and recommendations regarding improvements needed, fiscal impact, funding sources, and strength of proposed BCPs for management. Creates and maintains charts to track legislative decisions on the budget and BCPs for management.
	ESSENTIAL JOB FUNCTIONS Continued: Develops, analyzes, tracks, and maintains various control documents, including budget revisions and federal grants. Provides advice and technical assistance to program staff in preparation of Out-of-State Travel requests by following instructions and travel policies provided by control agencies (Governor's Office, Department of Finance, etc.). Prepares various reports, correspondence, and spreadsheets utilizing Hyperion, PeopleSoft, Word, and Excel software. Performs a variety of analytical and time-sensitive assignments, including, but not limited to, critical requests for information/research/charts/data from executive management, Departmental staff, or other agencies. Makes recommendations on a broad spectrum of administrative and program-related problems.

Maintains budgetary authorization for program positions, which requires ongoing reconciliation, analysis, and approval of position control documents impacting position transfers, reclassifications, establishments, and abolishment. Serves as a liaison between program and Human Resources to ensure transactions and supporting documentation comply with Department of Finance (DOF) policies and guidelines.

Analyzes and tracks proposed legislation for fiscal impact, assists programs in determining potential staffing and funding impact as well as potential revenue sources, analyzes assumptions, completes cost estimate, and makes recommendations to programs and management. Tracks regulations, analyzes for fiscal and economic impact, provides consultative services to programs regarding completion of Economic and Fiscal Impact Statement, and makes recommendations to programs and management. Acts as a liaison between the Budget Office, the Department, and various control agencies.

Assists in completion of the Department's annual Governor's Budget, including supplemental schedules for salaries and wages, operating expenses, equipment, federal funds, and reimbursements. Reviews and follows Budget Letter instructions from DOF for various technical budget development drills, including Control Section 3.60 retirement adjustments. Utilizes the State's Financial Information System for California (Fi$Cal) system for the review, analysis, reconciliation, and submission of budget information, including position, appropriation, revenue, transfer, and expenditure data. Creates and uploads budget information into Hyperion using various budget-related processes, such as Baseline Budget Adjustments (BBA), Revenue, Transfers, Loans (RTL), and Budget Change Proposal (BCP) templates. Validates the galley, ensuring all appropriations, revenues, and expenditures are accurately reflected. Reviews and updates budget bill language sheets.
	MARGINAL JOB FUNCTIONS: Attends and contributes to staff, Departmental, and interdepartmental meetings. Completes other duties, as required.
	PRINT EMPLOYEE NAME: 
	PRINT SUPERVISOR NAME: 
	HR APPROVAL DATE: 
	CP ANALYSTS INITIALS: 
	GENERAL STATEMENT: Under supervision of the Staff Services Manager I (SSM I) in the Office of Budget & Revenue Management (Budget Office), the Staff Services Analyst (SSA) performs analytical assignments related to the coordination, development, review and administration of the budget for the Department of Industrial Relations (DIR). The SSA provides technical direction and consultative service to one or more programs, including the preparation, implementation, and maintenance of their budgets. Duties include, but are not limited to, the following:
	PERCENTAGE OF TIME SPENT Continued:       20%










       
       10%





       
       10%








        10%


	PERCENTAGE OF TIME SPENT MARGINAL FUNCTIONS:          5%
	CONDUCT ATTENDANCE AND PERFORMANCE EXPECTATIONS: The incumbent is expected to adhere to Department policies, rules, and procedures; submit administrative requests, including leave, overtime, travel, and training, in a timely and appropriate manner; and accurately report time and submit timesheets by the due date. This position requires the incumbent to maintain consistent and regular attendance; communicate effectively (both orally and in writing) and with tact in dealing with the public and/or other employees; develop and maintain knowledge and skills related to specific tasks, methodologies, materials, tools, and equipment; and complete assignments in a timely and efficient manner.

This position requires professionalism, organization, and productivity. The incumbent is expected to exercise a high degree of confidentiality and initiative and to complete workload with short deadlines and with a very high degree of accuracy and thoroughness. Overtime and weekend work may occasionally be necessary during peak workload periods. Travel within California (typically the Bay Area) may occasionally be necessary for meetings, training, etc.
 
	Supervision Received: The incumbent works under the supervision of the Staff Services Manager I, but may receive assignments from the Assistant Budget Officer, Budget Officer, and Chief Financial Officer.
	Supervision Exercised: None
	Work Environment: The workspace is in a smoke-free environment on the third floor of an office building. Access to elevators and stairs is available. Employees in this position work in a cubicle and are required to work extensively on a computer. Telework from home may be necessary.
	SPECIAL REQUIREMENTS / OTHER INFORMATION: The incumbent is expected to demonstrate knowledge of principles and practices related to governmental budgeting and administration, research techniques, and statistical principles/procedures. The incumbent is expected to possess the ability to develop various types of budget documents, analyze data, present information effectively, resolve difficult technical budget problems, establish and maintain cooperative relationships with others, and speak and write effectively.
	PHYSICAL ABILITIES: This position requires extensive use of a computer.
	ADDITIONAL REQUIREMENTS / EXPECTATIONS: The incumbent is expected to provide good customer service and work with staff at all levels, both internally and externally. The incumbent is expected to effectively use personal computer applications, such as Microsoft Word and Excel and the State's Fi$Cal system. The incumbent is also expected to effectively prioritize workload under changing priorities.
	PERSONAL CONTACTS: This position requires frequent contact with staff in DIR's Budget Office, Accounting, Human Resources, Business Management, and/or Information Services. The position also requires frequent contact with staff and executive management in other divisions within DIR, including the Director's Office. The incumbent will also be required to have frequent contact with staff at DOF, the Labor and Workforce Development Agency, and/or other State departments/offices. Such contact may include general, confidential, sensitive, technical, and informative materials/information. The incumbent will provide customer service in a friendly, timely, and cooperative manner.
	EMPLOYEE SIGNED DATE: 
	SUPERVISOR SIGNED DATE: 


