	
STATE OF CALIFORNIA
DEPARTMENT OF FORESTRY AND FIRE PROTECTION
POSITION ESSENTIAL FUNCTIONS DUTIES STATEMENT
PO-199 (06/16)
	Working Title of Position
FINANCE AND CONTRACT SUPPORT ANALYST

	
	Division and/or Subdivision
SACRAMENTO HQ/FPP/TRAINING CENTER

	INSTRUCTIONS: The Director is required by Government Code Section 19818.12 to report (or to record) “…material changes in the duties of any position in his or her jurisdiction”. The Position Essential Functions Duties Statement is used for this purpose. Enter identifying information and effective date at the right. Enter brief description of each of the important duties and responsibilities of the position below. Group related duties in numbered paragraphs and indicate the percentage of total time occupied. Indicate the "essential functions" of the position by placing an asterisk (*) in front of those individual duties you determine to be essential to the job. Discuss the duties with the employee assigned to the position. Both the employee and supervisor sign the document where indicated. The supervisor retains the original document and provides a copy to the employee.
	Location of Headquarters
IONE – AMADOR COUNTY

	
	Class Title of Position
STAFF SERVICES ANALYST

	
	Position Number
541-029-5157-702

	
	Effective Date


	Percentage of Time Required
	Effective on the date indicated, the employee assigned to the position identified above performs the following duties and responsibilities.
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20%





	Under the supervision of the Staff Services Manager I, Administrative Support Services, the Finance and Contract Support Staff Services Analyst (SSA), will perform the following duties and responsibilities that include, but are not limited to the following:

*Research, analyze, and prepare new contract requests, amendments, or renewals on behalf of the Training Program. *Gather and analyze data, timelines, funding, and program needs and ensure all contract documents are submitted to Business Services Office (BSO) in a timely manner to ensure timelines are met. *Work with various Training Program staff to create the scope of work (SOW) for contract requests and ensure scope of work language thoroughly describes the need of the request. *Maintain all contract-related documentation and correspondence to include contract-related disputes and resolutions. *Serve as the Contracts Liaison with BSO and serve as the Training Program point of contact for contract and amendment submissions and questions. *Conduct ongoing research using the State Contracting Manuals, State Administrative Manual, and control agency broadcasts to ensure all contracts and agreements conform to state contracting regulations and policies and procedures. *Ensure funding updates are communicated to the Finance Analysts for accurate budget tracking. 

*Provide Purchasing Support to various Divisions within the Training Program. *Serve as the first level of review for each purchase. *Ensure all supporting documentation is included and aligns with the Basic Purchasing Certification Manual, CAL FIRE policy and Department of General Services requirements. *Reference the Prohibited & Prior Approval Items List, Cal eProcure, and mandatory sources (OSP, PIA) for each purchase and ensure appropriate documentation has been received. *Communicate with Certified Purchaser when required documentation is missing and guide on next steps to obtain proper documentation. *Utilize the Financial Information System of California (Fi$CAL) to create Purchaser Orders on behalf of Training Program Certified Purchasers. *Process Prison Industry Authority Requisitions on behalf of various Divisions and assist with Material Requisition Transfers (MRT) as needed.




	
	*These are the essential functions for this position. Essential functions are those functions that the individual who holds the position must be able to perform unaided or with the assistance of a reasonable accommodation.

	Equal Employment Opportunity (EEO) Statement: All CAL FIRE employees are expected to conduct themselves in a professional manner that demonstrates respect for all employees and others they come in contact with during work hours, during work related activities, and anytime they represent the department. Additionally, all CAL FIRE employees are responsible for promoting a safe and secure work environment free from discrimination, harassment, inappropriate conduct, or retaliation. 

	Job qualifications and/or conditions of employment: May be required to work nights, weekends or holidays in support of emergency incidents. Proficiency with Microsoft Office programs (Excel, Word).

	"We have discussed this document in its entirety and understand the duties of this position."

	Employee Signature
	
	Date
	
	Supervisor Signature
	
	Date

	Personnel use only
	[bookmark: Check1]|_| Posted to Directory
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	Working Title of Position
FINANCE AND CONTRACT SUPPORT ANALYST

	Percentage of Time Required
	Effective on the date indicated, the employee assigned to the position identified above performs the following duties and responsibilities.
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	*Track contract expenditures to monitor balances and make recommendations to contract managers and management. *Compare contract invoices to the SOW language prior to processing for payment and provide guidance to contract managers in how to fix contract discrepancies. *Process contract invoices for payment using the Financial Information System for California (Fi$Cal). *Maintain updated Contract Log for all contracts, pending and executed, and follow-up regularly with BSO to obtain status updates. *Maintain updated Receipt log and periodically compare amounts to Fi$CAL records. *Analyze contract information and alert contract managers when new contracts are needed. *Prepare monthly contract reports for management.

*Receive, review, and process claims for payment in Fi$CAL and ensure invoices comply with all State rules. *Analyze and compare the Purchase Order to each invoice and ensure they match; correct as needed. *Communicate with Certified Purchaser that the Purchase Order has been received against and payment is processing. *Establish and maintain centralized procurement files for Certified Purchasers on SharePoint. *Contact vendors and acquire price quotes when requested. *Answer and research vendor and staff questions concerning payments, audits, and billings. *Responsible for assisting with issues and handling vendor billing disputes. *Research archived procurement files and invoices to conduct pay audits as needed.

*Responsible for completing monthly Purchasing Card (P-Card) Reconciliation on behalf of Training Program Certified Purchasers. *Compare the US Bank statement to Fi$CAL records and Purchase Orders to ensure there is an existing Purchaser Order and that it accurately reflects the item, quantity, and amount purchased. *Ensure all supporting documentation has been submitted to successfully complete reconciliation. *If there are credits, ensure a credit memo has been obtained and that it is processed to successfully voucher.   

*Serve as a Level II (Budget Check) approver in FI$Cal, ensuring that purchase orders entered into the system are accurate and utilizing the proper coding. *Ensure that adequate funds exist to proceed with the purchase. *Work with purchaser and management when necessary to make modifications to coding and/or fund source.

*Provide back-up coverage and assistance as needed to other Finance Analysts to include, but not limited to, job-related tasks in the following areas: Training, P-cards, CalATERS, FI$Cal, Policies and Procedures, and the Training Center budget.

*Assist the Administrative Support Manager and Administrative Officer with a variety of administrative tasks. Other job-related duties as assigned.




	
	*These are the essential functions for this position. Essential functions are those functions that the individual who holds the position must be able to perform unaided or with the assistance of a reasonable accommodation.

	Equal Employment Opportunity (EEO) Statement: All CAL FIRE employees are expected to conduct themselves in a professional manner that demonstrates respect for all employees and others they come in contact with during work hours, during work related activities, and anytime they represent the department. Additionally, all CAL FIRE employees are responsible for promoting a safe and secure work environment free from discrimination, harassment, inappropriate conduct, or retaliation. 

	Job qualifications and/or conditions of employment: May be required to work nights, weekends or holidays in support of emergency incidents. Proficiency with Microsoft Office programs (Excel, Word). 

	"We have discussed this document in its entirety and understand the duties of this position."

	Employee Signature
	
	Date
	
	Supervisor Signature
	
	Date
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