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1. Institution/Division/Office:

2. Enterprise/Unit:

3. Classification Title:

4. Working Title: 

5. Position Number (Agency-Unit-Class-Serial): 6. CBID: 7. WWG: 8. Working County:

9. Tenure: 10. Time Base:

11. License Requirement: 12. Endorsement Requirement:

13. Retirement Category: 14. Work Schedule:

15. Incumbent Name (If known): 15a. Effective Date: 

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

17. Percentage (%) of
time performing
duties:

18. 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 

(Essential Functions Continued on Page 2) 
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17. Percentage (%) of
time performing
duties:

18. 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

(Marginal Functions on Page 3) 
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17. Percentage (%) of
time performing
duties:

18. 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.

MARGINAL FUNCTIONS 

(Expectations & Requirements on Page 4) 
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ADDITIONAL EXPECTATIONS 

SPECIAL REQUIREMENTS 

The California Correctional Training and Rehabilitation Authority (CALCTRA) operates within 
California Department of Corrections and Rehabilitation (CDCR) facilities. CDCR does not 
recognize hostages for bargaining purposes. CDCR has a "NO HOSTAGE" policy, and all incarcerated 
individuals, visitors, non-employees, and employees shall be made aware of this. 
19. Supervisor Statement: “I have discussed the duties of the position with the employee”.
20. Date Supervisor Provided Employee with a Copy of this Duty Statement:
PRINT EMPLOYEE NAME: EMPLOYEE SIGNATURE: DATE: 

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

HR APPROVAL: 


	1 InstitutionDivisionOffice: Central Office / Administration 
	2 EnterpriseUnit: Employee Relations Office 
	3 Classification Title: Analyst II
	4 Working Title: Employee Relations Analyst
	5 Position Number AgencyUn tClassSerial: 063-760-5393-804
	8 Working County: Sacramento
	12 Endorsement Requirement: N/A
	14 Work Schedule: Monday - Friday, 8AM to 5PM
	15 Incumbent Name If known: Vacant (LT)
	15a Effective Date: 
	17 Percentage  of time performing duties: 

35%



	17 Percentage of time performing duties: 


20%





20%



10%



5%




5%



	17 Percentage  of time performing duties_2: 

5%
	20 Date Supervisor Provided Employee with a Copy of this Duty Statement:  
	PRINT EMPLOYEE NAME:  Vacant (LT)
	DATE:  
	PRINT MANAGERSUPERVISOR NAME: Joanne Gray
	DATE_2:  
	HR APPROVAL: NO 3/19/2026
	16 Briefly 1 or 2 sentences describe the positions organization setting and major functions: Under the direction of the Supervisor I (Employee Relations Officer) for CALCTRA, the Analyst II will serve as an Employee Relations Analyst responsible for performance management (progressive discipline) including drafting adverse actions, conducting misconduct investigations, consultation and coordination with stakeholders including departmental management, California Department of Corrections and Rehabilitation (CDCR) and the Office of Legal Services.   
 
	18: 
	 Essential Functions:  
Independently drafts department personnel actions including formal adverse actions, rejections during probation and other administrative actions (e.g. Absence Without Leave (AWOL)).  Prepares Notices of Adverse Action, Letters of Instruction, Letters of Expectation, Counseling, Attendance Restrictions and other actions/memorandums as appropriate for review by the ERO.   Coordinate with the CALCTRA Office of Legal Services and the ERO to ensure compliance with state and departmental requirements. Monitors statute of limitations and ensures timely notice, and appropriate service of actions in compliance with State laws, rules and regulations and departmental policy. 
 
 
 
	 Essential Functions1:  
Provide technical advice and guidance to managers and supervisors on the less complex performance management and employee discipline matters department wide.  Follows the performance management and discipline process in compliance with State laws, rules and regulations and policy including, but not limited CDCR Department Operations Manual (DOM Section 33030.1, Article 22), SPB, California Department of Human Resources (CalHR), CALCTRA, CDCR, and collective bargaining agreements.  Consults with the Employee Relations Officer (ERO), Office of Legal Services, Equal Employment Opportunity Office, Labor Relations, and Human Resources on complex matters.
 
Log complaints received by the ERO related to employee misconduct. Performs employee misconduct investigations.  Conduct employee interviews, draft investigation reports and submit to the ERO for review.  Reviews completed Office of Internal Affairs (OIA) investigations, attachment and all other pertinent information.  May assist CALCTRA Office of Legal Services with pre-hearing settlement conferences.  
 
Assists the ERO with the department's Administrative Time Off (ATO) program and policies, including CDCR gate blocks.  Obtains supporting documentation, required approvals and prepares required memos/notices including service, if needed. May submit ATO extension requests and ATO reports in compliance with department delegation by control agencies. 
 
Serves as back-up to the ERO on Department of Justice (DOJ) and Federal Bureau of Investigation (FBI) livescan reports containing arrest notifications.  Coordinate with Human Resources and other stakeholders on these requests, as needed.  Assists the Drug and Alcohol testing coordinator, pursuant to departmental policy.  Assists managers and supervisors with testing questions and requests, as needed.  Receive, review and report tests results as appropriate.    
 
Develop and evaluate ERO policies, forms, and operating procedures to ensure compliance with laws, rules, regulations, and Quality Management System standards (ISO).   Work with Executive, Legal, managers and supervisors. control agencies, and other stakeholders to regarding policy, form and procedural changes. Creates and delivers training and presentations related to the ERO.   Maintain ERO logs for investigations, ATO, disciplinary and other administrative matters, and prepare and present reports and data as needed to stakeholders.
 
 
 
 
 
 
 
	 Marginal Functions:  
Represent CALCTRA in meetings with internal and external stakeholders, including but not limited, Office of Legal Services, CALCTRA Managers and Supervisors, CDCR Representatives, and other State agencies.  Participates in special projects as directed to ensure the department meets administrative and business standards.  Present on various matters as needed, including training, on behalf of the ERO and perform other job-related duties as assigned.  May require travel to off-site meetings, training, and other work-related activities. 
 
 
 

	Text1: Required to complete all mandated and job-related training.
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