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1. Institution/Division/Office: 2. Unit/Industry/Enterprise: 

3. Classification Title: 4. Proposed Incumbent (if known): 

5. Current Position Number (Agency-Unit-Class-Serial): 6. Effective Date: 

7. Briefly (1 or 2 sentences) describe the position’s organization setting and major functions: 

8. Work Schedule:
9. Percentage (%) of 

time performing 
duties: 

10. Indicate the duties and responsibilities assigned to the position and the percentage (%) of time spent for each. Group 
related tasks under the same percentage (%) with the highest percentage (%) listed first. 

ESSENTIAL FUNCTIONS 
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11. SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE. 

12. DATE SUPERVISOR PROVIDED EMPLOYEE WITH A COPY OF THE DUTY STATEMENT:

PRINT EMPLOYEE NAME: EMPLOYEE SIGNATURE: DATE: 

PRINT MANAGER/SUPERVISOR NAME: MANAGER/SUPERVISOR SIGNATURE: DATE: 

HR APPROVAL: 


	1 InstitutionDivisionOffice: Central Office/Administration/CALCTRA
	2 UnitIndustryEnterprise: Contracts and Procurement
	3 Classification Title: Analyst II
	4 Proposed Incumbent if known: Vacant
	5 Current Position Number AgencyUnitClassSerial: 063-042-5393-803
	6 Effective Date: 
	7 Briefly 1 or 2 sentences describe the positions organization setting and major functions: Under the general direction of the Supervisor I, Contracts & Procurement, the Analyst II develops and maintains a wide variety of contracts (Raw Materials/Commodities contracts, Non-IT service contracts, IT service contracts, Public Works contracts, lnter-agency Agreements) and develops legislatively mandated reports to the Governor and legislature, and performs independently, in the journey level, the more difficult, responsible, and complex analytical and technical work in the Business Services Section.
	8 Work Schedule: Monday-Friday / 8am-5pm
	12 DATE SUPERVISOR PROVIDED EMPLOYEE WITH A COPY OF THE DUTY STATEMENT: 
	PRINT EMPLOYEE NAME: Vacant
	DATE: 
	PRINT MANAGERSUPERVISOR NAME:  Brendan Werner
	DATE_2: 
	HR APPROVAL: JD 01/16/26
	ESSENTIAL FUNCTIONS: Reviews and analyzes Contract Request submittals and supplemental documentation and justification, independently gathers missing information and requests additional clarification as needed. Develops and facilitates the development and execution of various solicitations and contracts (Raw Materials/Commodities contracts, Non-IT service contracts, IT service contracts, Public Works contracts, lnteragency Agreements) in compliance with contracting laws, regulations, policies, and rules. Develops needs assessment, feasibility evaluation, and analysis for new contracts. Researches contract information and consults with various resources such as product specialists, field personnel, contractors, and other specialists. Participate in bid openings.

Provides timely support and consultation in the maintenance and renewal of contracts to avoid lapse in contract availability. Aids in the solicitation and compilation of quantities and renewal information from CTRA Operations staff and field personnel needed to establish a solicitation/bid document required for contract renewal. Reviews and processes supplements/amendments/changes to current contracts. In conjunction with other staff, evaluates appropriateness of existing contracts and submits recommendations regarding contract/contractor performance. Reviews, maintain, and files all documentation pertaining to vendor defaults and/or non-renewal of existing or expiring contracts. Represent CALCTRA at bidder's questions by phone and in person.

Promotes general contract administration. Develops and maintains the procurement tracking system to provide periodic reports on contract development/renewal status, quantities, dollar amounts, award dates, procurement processing times, contractor performance, etc. Develops and maintains tickler file to ensure timely notification of contract expiration and renewal, and solicitation of related information. Monitors and maintains contract files. Compiles data and develops legislatively mandated reports such as Small Business and Disabled Veteran Business Enterprise participation requirements. Processes emergency purchases for commodities and services. Conducts procurement, solicitation, and contract management training to supervisors and field staff. Researches, gathers, and analyzes data from new legislation, DGS website, laws and rules, State Contracting Manual (SCM) and other state contracting resources.

Assists in the preparation of contract requests for new raw materials contracts for CALCTRA Conducts contract surveys, develops criteria, specifications, quantities, procedures, etc., and establishes formal bid/solicitation document.  Participates as liaison in contract matters regarding researching technical information and protests. Provides support in the review of bid/solicitation packages, responds to bid questions, and participates in the bid and award evaluations as requested. Reviews purchase orders from field to ensure adherence to purchasing guidelines.
	9: 
	 Percentage (%) of time performing duties1: 
40%







20%







20%










15%

















	 Percentage (%) of time performing duties2: 5%

	MARGINAL FUNCTIONS: Develops policies and procedures, conducts and performs complex research and analytical studies and works on special projects. Analyzes information and makes recommendations for improved methods, trains and assists other staff. Provides general analytical work for Business Services Section and performs other duties as assigned; which on occasion may require the individual to reserve fleet vehicles when travel is needed. Travel to institutions may be required to complete training. Attends mandatory or job-related trainings and works cooperatively with the host institution staff.
	ADDITIONAL EXPECTATIONS: The incumbent must have the capacity to acquire knowledge of contracting policies and procedures, government and contract codes, general purchasing, and business service administration, and is expected to be a self-starter, have excellent interpersonal skills with all levels of staff, have strong verbal and written communication skills, and must be able to maintain excellent attendance. The incumbent must have the ability to work in a fast-paced office with frequently changing priorities, have the ability to translate direction into action, display a pleasant demeanor and tact while dealing will all levels of staff, use good judgment and take corrective action. The incumbent must be able to travel throughout the State. The incumbent must possess good organizational skills, must be detail oriented, have the ability to manage multiple priority assignments with flexibility, have good data entry skills, and be able to work with and incarcerated individuals.


