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

	
	Division and/or Subdivision
San Benito–Monterey Unit (BEU) - Finance

	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
Monterey 

	
	Class Title of Position
Analyst II

	
	Position Number
541-419-5393-700

	
	Effective Date
01/01/26


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

	












            35%
	
Under the supervision of the Supervisor I, the Analyst II (Hiring Analyst) is responsible for managing position control within the Unit and provides oversight as a subject matter expert to Unit Finance regarding Legacy and Fi$CAL practices affecting the Unit.  Incumbent administers hiring, classifications, and recruitment.  This position performs staff work of average difficulty in the area of position control, staffing configurations and hiring processes according to generally established criteria from various sources including State Administrative Manual (DGS), CalHR and Departmental policies and procedures.  Performs as management’s analyst on a variety of issues, as necessary.  The incumbent shall utilize a variety of source materials and be familiar with personnel related laws, rules, regulations and bargaining unit contract in the area of personnel transactions and hiring processes, consults with Regional analyst staff regularly. 

*Independently completes new position, vacancy fills, and reclassification request package (PO200) as indicated using established methods.  *Maintain current Unit-wide Organizational Charts.  *Reconcile positions using current State budgets to ensure hiring/recruitment accuracy.  *Communicates with the Personnel Specialists and field managers (Battalion, Division, Deputy Chiefs) on all position control and hiring issues.  *Provides management reports, for use in hiring plans or identifying potential displacements.  *Assist in all Unit hiring in conjunction with Regional hiring staff; requests list certifications and validates hiring candidate eligibility.  *Independently responsible for managing position control for permanent, limited-term and seasonal employees for a Unit ranging approx.. 300-400 positions and provide recommendations to Unit management for adjusting Unit staffing levels in accordance with operational needs and the Local Government Contract and CAL FIRE Blue Book Allocations. *Assists Unit supervisors with developing selection and rating criteria.  *Coordinate and participate as a panel member when needed in the Interview process of candidates.






	
	*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: Maintain ability to work with various levels of staff and management, multi-task and prioritize, pay attention to details and perform completed staff work. The candidate selected may be required to work nights, weekends, holidays and be able to travel throughout the state.

	"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
	
	

	
	
	Initials and date
	

	
STATE OF CALIFORNIA
DEPARTMENT OF FORESTRY AND FIRE PROTECTION
POSITION ESSENTIAL FUNCTIONS DUTIES STATEMENT
PO-199 (06/16) - PAGE 2

	Working Title of Position
Hiring 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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          20%




        
          15%

          5%

	
*Assist state finance Staff Services Analysts and complete professional staff work related to State of California Purchase Card (CALCARD) processing in FI$CAL and ensure the Unit is following generally established criteria from various sources including the State Administrative Manual (SAM) and Departmental policies and procedures.  *Serve as the Unit Fi$Cal Subject Matter Expert by evaluating the Unit purchasing process on a routine basis to make recommendations to Unit managers and Region to create a more efficient CALCARD/FI$CAL process.  Independently process and maintain complex statistical and financial records.  *Provide CALCARD support and labor reconciliation and projection in FI$CAL.  *Assist with agreement and contracts specifically pertaining to the San Benito-Monterey Unit. 

*Maintain all records and filing systems related to unit accounting and hiring activities, as required by governing directives, including those for storage of confidential documents.  *Account for blank check stocks, and ensure they are stored in a secure location, logged in and out, and used appropriately, as required by governing directives.  

*Attend on-going training regularly.  *Provide training to staff when necessary.

Other duties as required.

	
	*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: Maintain ability to work with various levels of staff and management, multi-task and prioritize, pay attention to details, and perform completed staff work. The candidate selected may be required to work nights, weekends, holidays and be able to travel throughout the state.


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

	Employee Signature
	
	Date
	
	Supervisor Signature
	
	Date

	Personnel use only
	|_|  Posted to Directory
	
	

	
	
	Initials and Date
	



