
	STATE OF CALIFORNIA

DEPARTMENT OF FORESTRY AND FIRE PROTECTION
POSITION ESSENTIAL FUNCTIONS DUTIES STATEMENT

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

Aviation Support Analyst

	
	Division and/or Subdivision

Fire Protection – Aviation Management Unit

	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

 Sacramento, CA    

	
	Class Title of Position

Analyst II

	
	Position Number

541-065-5393-708

	
	Effective Date

1/16/2026

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

	     
 35%    
     
     
     
     
     
     
     
 35%    

	Under the direction of the Supervisor I, the Aviation Management Unit (AMU) Analyst II will perform the following duties:
*Performs detailed accounting activities, including reconciliations, processing lease invoices, coordinating year-end activities, researching and resolving reconciliation items, and processing out-of-state travel. *Acts as a Subject Matter Expert in resolving FI$Cal and Quantum errors, receives and codes invoices for the California State Accounting and Reporting System, and audits invoices for compliance with the State Administrative Manual, Department of Finance, control agencies, and CAL FIRE regulations. *Reconciles accounting data between FI$Cal, Quantum, and internal tracking systems; identifies and resolves discrepancies. *Creates and amends purchase orders, researches product classifications in FI$Cal, verifies costs, enters and approves invoices, and submits payment requests for invoices, bills, and recurring expenses related to contracts and purchases. *Ensures receipt of goods aligns with invoices and purchase orders before submitting for payment. *Updates the AMU budget workbook on a weekly basis. *Independently reconciles operating expenditures tracking log on a weekly basis.*Independently analyzes daily accounting activities, including accounts payable and travel expense claims, direct transfers, establishing and maintaining workload priorities for report generation, data entry, and reconciliation with Financial Information System for California (FI$Cal.)
*Develops and facilitates training for finance staff on document processing, data entry in FI$Cal and Quantum, and system reconciliations; acts as a lead trainer for Finance staff. *Tracks all contract and interagency agreement developments and amendments for AMU independently, creating and administering contract development schedules. *Develops contractual scopes of work, tracks contract documents through planning and approval processes, prepares contract amendment documents for time, money, or scope changes, and maintains annual automated records for all Aviation Management contracts and interagency agreements. *Provides year-to-date fiscal status and reporting to contract managers.
     
     
     
     
     
     
     
     
     


	
	*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
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	Working Title of Position

Aviation 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.

	15%

     
     
     
10%
     
     
     
     
     
5%


	*Prepares and tracks ongoing analysis of fiscal year expenditures, coordinating with Aviation Management managers, operations, and maintenance officers on program contract planning.
*Prepares formal planning requests for Deputy Director approval, determining appropriate program and budget functions for contract funding, developing annual contract budgets and expenditure plans, and assessing budgetary needs against proposals. *Maintains contract files, purchase estimates, and financial records as required by CAL FIRE and control agencies.
*Ensures vendor data records are current, verifies vendor numbers for accuracy, and maintains databases by tracking expenditures against contracts. *Enters payments into CAL FIRE’s Quantum Inventory Tracking Program and verifies vendor statements for accuracy. *Works with the Supervisor I to maintain AMU’s annual personnel and operating expense budgets. *Maintains monthly personal services tracking and expenditure projection worksheets, analyzing projections to identify potential overspending or budgetary needs and recommends actions to management. *Prepares mid-year expenditure analyses and assists in developing Aviation Management budget change proposals. *Conducts research and consults with Aviation program managers on budget requests and assists the Supervisor I and other program managers with budget preparation. *Develops internal training materials, desk guides, policies, and digital processes for administrative and financial operations.
Other job-related 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:      


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

	Employee Signature
	
	Date
	
	Supervisor Signature
	
	Date

	Personnel use only
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	Initials and Date
	



