
	STATE OF CALIFORNIA

DEPARTMENT OF FORESTRY AND FIRE PROTECTION
POSITION ESSENTIAL FUNCTIONS DUTIES STATEMENT

PO-199 (06/16)
	Working Title of Position

Project Manager

	
	Division and/or Subdivision

Information Technology Services (ITS)PM/APP

	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

West Sacramento

	
	Class Title of Position

Information Technology Specialist I

	
	Position Number

541-021-1402-904

	
	Effective Date

February 2026

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

	35%
20%
15%


	Under the direction of the Project Management Office (PMO) Supervisor, Information Technology Supervisor II (IT SUP II), the Information Technology Specialist I (ITS I) will support California Department of Forest and Fire (CAL FIRE) mission and strategic plans for the most complex Information Technology (IT) projects within Information Technology Services (ITS). Duties include but are not limited to the following:
Project Management & PAL Compliance 
*Works with IT SUP II and Lead PMO Specialists to lead and manage complex IT projects through the full Project Approval Lifecycle (PAL) for large-scale initiatives, as well as lead and complete other technical projects (e.g., M&O, departmental refreshes) that do not fall under the PAL process. *Ensure all projects align with California Department of Technology (CDT) standards and CAL FIRE PMO policies. Manage the full software development life cycle (SDLC) from initiation to closure, developing and maintaining Project Charters, Work Breakdown Structures (WBS), and project schedules while ensuring deliverables are completed on time, within scope, and within budget.   
Business Analysis & Stakeholder Liaison 
*Serve as the primary liaison between CAL FIRE business units and technical teams. *Lead Requirements Elicitation sessions to document business, functional, and non-functional requirements into user stories or specifications. *Perform Gap Analysis and map "as-is" and "to-be" workflows to ensure technical outputs provide maximum business value. *Facilitate User Acceptance Testing (UAT) and manage formal change control processes to maintain solution integrity.
20% Contract Administration & Financial Governance 
*Develop and administer Statements of Work (SOWs) and oversee IT vendor contracts to ensure alignment with technical requirements and schedules. * Review, validate, and approve vendor invoices. *Provide end-to-end financial governance by performing budget analysis,

	
	*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:      


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

	Employee Signature
	
	Date
	
	Supervisor Signature
	
	Date

	Personnel use only
	 FORMCHECKBOX 
  Posted to Directory
	
	

	
	
	Initials and date
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	Working Title of Position

Project Manager

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

	10%
10%
5%

5%
	expenditure tracking, and cost forecasting, ensuring financial plans align with technical scope
and state fiscal policies.
Project Intake, Reporting & PMO Support 
*Coordinate and complete internal IT project intake activities, leading technical planning assessments to define project objectives and funding needs. *Prepare enterprise-wide status reports, dashboards, and executive briefings to provide leadership with visibility into project health. *Support the PMO in refining project management policies, procedures, and frameworks to drive continuous improvement across the department.

Procurement Certification 
*Obtain and maintain CAL FIRE IT Procurement training and certification. *Partners with procurement team to ensure seamless transition of completed procurement request forms ensuring efficient and time procurement of goods and services. *Provides backup support to the IT procurement team for standard and contractual procurement requests. 
Operational Duties

Provide onsite technical support to mobilized CAL FIRE employees by assisting with

issues, and service requests to include, but not limited to, resolving issues related with

basic computer hardware and software installation. *Coordinate issues, service requests,

and escalate as needed to incident project lead or incident management team. *Perform

minor, computer, network, or server tasks, including but not limited to, adding patch

cables, users, replacing switches, or wireless access points. *Attend annual Incident

Network (InciNet) training, as needed.
*Perform 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: Statewide travel (25%) with possibly overnight stays. Will be

required work at remote facilities or incidents to affect repairs onsite, which can involve overnight travel. Hardware

repair requires occasional lifting of PC’s and printers which should not exceed 40 pounds.


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

	Employee Signature
	
	Date
	
	Supervisor Signature
	
	Date

	Personnel use only
	 FORMCHECKBOX 
  Posted to Directory
	
	

	
	
	Initials and Date
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	Working Title of Position

Project Manager

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

	
	Desirable Qualifications:

1. Technical & Analytical 
· IT Domain Knowledge: Proficiency in at least one of the six state IT domains.
· Knowledge of SDLC (System Development Life Cycle) and security principles.

· Ability to identify complex problems, evaluate alternatives, and recommend technology-driven solutions. 
· State Information Technology Procurement experience.

· Contract Management.

· Project/Program budget management experience.
2. Specialized Desirable Qualifications

· Experience in elicitation, facilitation of joint application development (JAD) sessions, and gap analysis. Familiarity with the BABOK (Business Analysis Body of Knowledge) is highly desirable.

· Project Governance: Knowledge of the CDT Project Approval Lifecycle (PAL) (Stages 1–4) and experience managing Agile/Scrum or Waterfall project lifecycles.

· Documentation & Tools: Mastery of MS VISO for process mapping and Jira/Smartsheet for deliverable and risk management.

· Communication: Exceptional skill in translating technical information for non-technical stakeholders and executive leadership. 


	
	*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: Statewide travel (25%) with possibly overnight stays. Will be

required work at remote facilities or incidents to affect repairs onsite, which can involve overnight travel. Hardware

repair requires occasional lifting of PC’s and printers which should not exceed 40 pounds.


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