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Incumbent: Vacant  
Classification: Associate Personnel Analyst 
Position Number: 364-100-5142-903 

Position Duty Statement

	Date:
	Name of Incumbent:

	10/6/2023
	Vacant

	Civil Service Title:
	Position Number:

	Associate Personnel Analyst 
	364-100-5393 (or 5142)-903 (Limited Term)

	Working or Job Title:
	Division/Unit:

	HR Analyst
	People and Culture Operations/Human Resources Office

	Supervisor's Civil Service Title:
	Location:

	Staff Services Manager I, Supervisor
	Sacramento, CA 

	Supervisor's Working Title:
	Work Hours/Shift:

	Human Resources Operations Manager
	Full Time, Monday-Friday

	Conflict of Interest Disclosure Category:
	License or Other Requirement:

	 FORMCHECKBOX 
 1      FORMCHECKBOX 
 2      FORMCHECKBOX 
 3      FORMCHECKBOX 
 4      FORMCHECKBOX 
 N/A
	N/A

	Supervises:

	n/a

	You are a valued member of the Agency’s team.  You are expected to work cooperatively with team members and others to enable the Agency 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.

	Program Identification:

	The Office of Human Resources is committed to the core values of responsiveness, results, and respect in delivery of services to all Chancellors’ Office staff. Our professional staff oversees examination services, Labor Relations, Equal Employment Opportunity compliance, staff development, health and safety, recruitment, classification, organizational development, problem-solving, leadership systems, policy development, process/productively improvement, and performance management for the Chancellor’s office and its staff.

	Summary Statement:

	Under the general direction of the Staff Services Manager I (Sup), the Associate Personnel Analyst (APA) serves as the expert staff resource responsible for the full range of the most difficult, and sensitive personnel/payroll transactions, including, but not limited to Family Medical Leave Act (FMLA), workers’ compensation, benefits, position control, and leave benefit issues.  Acts independently and responds to inquiries, assists supervisory and managerial staff with Personnel related questions, concerns, and issues. The incumbent must have the ability to communicate clearly and effectively both verbally and in writing. The incumbent will be expected to demonstrate the ability to deal tactfully, professionally, and confidentially with all internal and external customers as required. The Associate Personnel Analyst must exercise a high degree of initiative and accomplish transactions related issues with a high degree of autonomy.

	Essential Functions (E) – Marginal Functions (M) 

	%
	Job Description

	50% E
	Apply and interpret laws, rules, regulations, and procedures issued by control agencies. Processes sensitive and complex personnel and payroll disability related transactions, by certifying forms and keying Request for Personnel Action (RPA) and Payroll Input Process (PIP) information into the State Controller’s Office (SCO) database, to maintain accurate employment history and payment history for employees that are on various disability leave programs. Consults with internal and external customers regarding FMLA, CFRA, SDI, NDI, PFL, NDI-FCL, and LOA eligibility determination. Independently advises employees on disability and LOA processes, to include meeting with employees to clarify leave benefit options.  Assist with developing departmental policies and ensures policies are consistent with any changes to rules, regulations, or laws surrounding disability. Responsible for FMLA/CFRA claims, monthly tracking, and review of documents for new and on-going FMLA/CFRA eligibility determinations. This includes monthly tracking of FMLA/CFRA hours towards the 480 hours cap in a rolling 12-month period and entering the FMLA/CFRA hours in CLAS. Serves as the Return-to-Work Coordinator. Provides managers and supervisors with advice and direction in matters relating to WC claims, RTW of employees with medical restrictions, and inform employees of the exhaustion of leave benefits. 
Serves as the Position Control Analyst. Monitors over 200 positions for position control purposes; receives, logs, and processes requests for position actions, changes in Established Position (std. 607) forms, Payroll Header Change (std. 407) forms, and Payroll Header Reports (PR 421). Reconcile the monthly 1101 Report to ensure position changes were processed correctly. Review the monthly vacancy report and update any changes found from the monthly reconciliation meetings and/or changes due to hires, separations, transfers, and reclasses.  

Audit and certify employee attendance records to ensure conformation with rules and regulations governing use of leave balances.  Maintain the California Leave Accounting System (CLAS), research and correct employee leave usage discrepancies to ensure records are current and accurate.  Provide customer service and general information to employees or the public as needed.

	20%E
	Utilizing the Benefits Administration Manual (BAM) and the State Health Benefits Guide, review and determine employee benefit eligibility for health, dental, vision, FlexElect and miscellaneous benefits by ensuring accurate completion of forms and dependent documentation is provided.  Prepare COBRA and Direct Pay notifications if applicable.  Serves as the Annual Open Enrollment Coordinator for Benefits.  Distributes annual open enrollment materials to staff, communicate changes and process documents via My CalPers and by submission to the State Controller’s Office (SCO).  Provides assistance by answering questions and aiding in the completion of forms.
Acts as the Lead New Employee Orientation Coordinator by scheduling and meeting with new employees to answer questions regarding the onboarding paperwork and any questions they may have, including but not limited to health, dental and vision benefits.  Maintain employee Official Personnel Files (OPF) by filing and purging documents according to the Records Retention Schedule.  Reads, implements, maintain, and files all revisions to control agency manuals, memos, pay letters, and procedures.  Responsible for filing payroll warrant registers and payroll documents on a flow basis.   Maintain desk manuals with updates from control agencies.  

	20% E

	Serves as a backup to the Personnel Specialist to process master payroll documents for approximately 160 employees.  Reconcile, certify, and release master payroll.  Audit and key dock reports.  Identify payroll discrepancies and complete necessary documentation for corrections.  Prepare salary advance requests. Prepare and key documents for supplemental payroll, overtime adjustments, and special pays.  Audit and process intermittent and retired annuitant payroll.  Process Request for Personnel Action (RPA) and determine appropriate appointment, separation, or miscellaneous personnel transactions by referencing the Personnel Action Manual (PAM).  Compute and determine appropriate salary for appointments.  Receive wage garnishments, prepare employee notification and establishment of garnishment within specified time limits. 

	5% 

E
	Assist the Staff Services Manager I with special projects, including training that requires transactions expertise.  Attend and participate in training and forums as needed.   

	5% M
	Perform other duties as required.


	

	IMPACT AND CONSEQUENCE OF ERROR:

· Payroll functions performed erroneously affecting all CO staff and supervisors.
· Benefits keying errors result with incorrect payments or non-coverage of CO staff and supervisors.

	PROFESSIONAL CONTACTS:

· Frequent contact with CCCCO staff at all levels

· Frequent contact with other state agencies, and community colleges and districts.
· Frequent contact with control agencies (CalPERS, CalSTRS, CalHR, and SCO). 

	SPECIAL PERSONAL CHARACTERISTICS:

· Ability to work independently and take initiative with minimal guidance or direction.

· Ability to work collaboratively as a team member.

· Strong oral and written communication skills especially presentation and facilitation capabilities.

· Strong analytical, research, and presentation skills.

· Positive attitude, open-mindedness, flexibility, and tact.

· Commitment to quality service that exceeds expectations.

· Excellent organizational skills.

· Focus attention to detail and follow-through.

· Multi-task, meet deadlines, and adjust to changing priorities in a cooperative manner.

· Good attendance and punctuality record.

· Consistently exercise a high degree of initiative.

· Analyze situation and adopt effective course of action.

· Provide backup to other staff during absences.

· Working proficiency in Microsoft Word, Outlook, Excel, and PowerPoint. 

· Communicate confidently and courteously in a clear and concise manner in a diverse community.

	WORKING AND ENVIRONMENTAL CONDITIONS:

· Communicate in a clear and concise manner.
· Ability to operate a computer and other standard office machines for extended periods of time (copier, fax machine, etc.).
· Work in a climate-controlled, open office environment under artificial lighting.

· Exposure to computer screens and other basic office equipment.

· Hybrid work environment (Telework within state of CA included)

	I have read and understand all the requirements and information above and discussed the duties listed above with my supervisor and can perform them either with or without reasonable accommodation (RA).  (If you believe you may require RA, please discuss this with your hiring supervisor.  If you are unsure whether you require RA, inform the hiring supervisor who will discuss your concerns with the RA Coordinator.)

	Employee Signature:
	Date:

	

	

	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:

	


