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CALIFORNIA COASTAL COMMISSION
DUTY STATEMENT
ASSOCIATE GOVERNMENTAL PROGRAM ANALYST


EMPLOYEE NAME:		

WORKING TITLE:			Legislative Analyst

WORK UNIT/DIVISION:		Legislation

LOCATION:				SACRAMENTO

DATE OF APPOINTMENT:	

CBID:					R01

TENURE/TIMEBASE:	Limited Term/Full-time With the Possibility of Extension Up To 24 Months and Becoming Permanent


Working under the direction of the Legislative Program Manager and the Deputy Director for Legislation, the Legislative Analyst will assist in planning, organizing, and implementing the Coastal Commission’s statewide legislative program. Responsibilities will include identifying, tracking, and analyzing bills affecting the California Coastal Commission and the coastal zone; monitoring, developing testimony for, and, as opportunities allow, testifying at legislative hearings; corresponding with legislative staff; developing and maintaining professional relationships with non-governmental organizations; responding to correspondence and inquiries from legislative district offices; and other duties as assigned. The Legislative Analyst will also conduct research and prepare written graphic and informational materials on legislative topics. As part of these research responsibilities, the Legislative Analyst will be expected to become familiar with how to conduct targeted, in-person research at the California State Archives and the California State Law Library.

The Legislative Analyst will be expected through their work to maintain an up-to-date grasp of external trends affecting the Commission, familiarity with legislation affecting California’s Coastal Management Program and local coastal programs, major precedential regulatory actions taken by the Commission, and trends in coastal management policy broadly and in Commission actions specifically.
A critical function of the Legislative Analyst position is to maintain and further a positive public image of the Commission and its employees through all contacts with the Legislature, legislative staff, Governor’s office and other Executive branches of government, local governments, Tribes, public, stakeholders, concerned citizens, and the staff of other agencies.


ESSENTIAL FUNCTIONS

Legislative Tracking (20%)
· Assists in identifying, reviewing, and tracking proposed legislation and legislative amendments affecting the Coastal Commission, Coastal Act, and/or coastal zone, including through use of an online legislative tracking service.
· Assists in compiling, updating, and posting monthly staff legislative report of tracked legislation.

Legislative Research and Analysis (35%)
Conducts research and analyzes proposed legislation affecting the Coastal Act, the coastal zone and the Commission.
Monitors, develops testimony for, and testifies at legislative hearings as appropriate.
Assists with the creation and formatting of various public communication materials related to legislative measures and related policies.
Provides professional assistance to agency district staff by conducting legislative research relevant to regulatory planning and permit items, as needed.

Internal/External Coordination (35%)
Provides timely informational updates about agency operations to key legislative partners.
Receives informational inquiries from legislative offices and coordinates with staff colleagues as appropriate to provide responses.
Assists in development and delivery of informational briefings to legislators, legislative staff, and the Commission on various policy topics.
Attends conferences, workshops and other events to share information about the Commission’s Legislative Program, as appropriate.

Justice, Equity, Diversity, and Inclusion (5%)
· Participate in professional development trainings, as well as tasks, trainings and activities that support programmatic and workplace diversity, equity, and inclusion. Other related duties as assigned.
· Identify and analyze potential environmental justice impacts in projects, and draft environmental justice, diversity and inclusion provisions in Staff Reports, settlements, or other documents, consistent with the Commission's Environmental Justice Policy, as applicable.
· Conduct tribal coordination and consultation for relevant projects, including communicating with and gathering information from tribes, assessing impacts to cultural and tribal resources and drafting findings in Staff Reports, settlements, or other documents, consistent with the Commission’s Tribal Consultation Policy, as applicable.
· I
Marginal Functions (5%)
· Oversees various administrative functions for the Sacramento Coastal Commission office.
· Organizes and maintains files.
· Other special duties and projects as assigned by executive management. 

Some travel is required. Possible travel to Coastal Commission meetings, occasional site visits and other off-site meetings as necessary. 

SUPERVISION EXERCISED OVER OTHERS
Does not supervise. May be asked to act as project or team lead or be a mentor to a new employee, fellow, or intern.

KNOWLEDGE, SKILLS & ABILITIES
Knowledge of: Current affairs and public trends and how they could influence or impact the coastal program; California state legislative and budget process, principles, practices; terms and concepts of urban, economic, natural resource management, social, legal, and regional planning; public policy development; evolving communication trends; current trends and applications in federal, state, and local planning; administrative, land use and environmental law; permit review and zoning procedures; principles of public relations and administration; modern office methods, technology and procedures.
Ability to: Recognize and analyze sensitive political situations accurately and take effective action; effectively and convincingly communicate in written and verbal form complex and controversial matters to individuals and groups; analyze and evaluate written, graphic and verbal data and prepare complete and comprehensive reports; inspire confidence and trust with partners and the general public; establish and maintain effective and cooperative relations with those contacted in the course of work; exercise common sense and good judgment; provide leadership in accomplishing basic functions and objectives in assigned programs.

Some travel and field work is required. Must possess a valid California driver's license.

CONSEQUENCE OF ERROR/RESPONSIBILITY FOR DECISIONS
Errors can result in: Amendments to the Coastal Act that weaken the program; reductions in the Commission’s budget; damage to ongoing professional relationships with legislature and administration; incorrect information conveyed to the public; public misperceptions of the Commission; loss of public support for the coastal program; loss of Legislative support for the coastal program.

PUBLIC AND INTERNAL CONTACTS
Required contact includes: contact with legislative leadership, legislators and legislative staff, Administration staff, stakeholder representatives, Commissioners, Commission employees at all levels, including advising management; members of the public including but not limited to NGO staff and volunteers engaging in coastal issues, contract lobbyist and industry representatives. Some Tribal coordination may be required.

PHYSICAL AND MENTAL REQUIREMENTS
The Legislative Analyst must be able to: move between the Commission’s Sacramento office and the Capitol building several times per day; monitor legislative sessions at unpredictable hours; sit for long periods of time using a keyboard and video display terminal; move about, stand, reach, stoop or bend, and lift up to 15 pounds; interact with many people; deal effectively with pressure; multi-task; adapt to changing priorities; be able to work occasional weekends and evenings, maintain focus on work assignments; exercise good judgement; be open to change and new information, changing conditions, or unexpected obstacles; meet deadlines and complete tasks/projects, sometimes within a short time frame; behave in a fair and ethical manner towards others; demonstrate a sense of responsibility and commitment to public service, and; value diversity and other individual differences in the workforce.

WORK ENVIRONMENT
The Commission’s Sacramento Office is open for business Monday through Friday from 8:00 am to 5:00 pm (except for state holidays), and is an open-space, climate-controlled office environment with both natural and artificial light.

The Legislative Analyst will be expected to work during business hours in the office at a minimum of 2 days per week. During the state legislative session (January through September) it will often be necessary to spend additional hours/days in the office in order to attend various in-person meetings, hearings, etc. Aside from these necessary in-person duties, the current 2-day in-office requirement includes some flexibility as to the specific hours and days worked remotely versus in the office. The amount and availability of telework and/or office work will be determined based on the functions of the position and current rules and policies.
I certify that this duty statement represents an accurate description of the essential functions of this position.


SEAN DRAKE									DATE



I have read this duty statement and agree that it represents the duties I am assigned.


											DATE
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