
	STATE OF CALIFORNIA

DEPARTMENT OF FORESTRY AND FIRE PROTECTION
POSITION ESSENTIAL FUNCTIONS DUTIES STATEMENT

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

Equal Employment Opportunity (EEO) Investigator Analyst

	
	Division and/or Subdivision

Executive / EEO

	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

715 P Street, Sacramento CA 95814

	
	Class Title of Position

 Analyst III

	
	Position Number

541-032- 5402-XXX

	
	Effective Date

 January 01, 2026

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

	     
     
40%
35%


	Under the direction of the California Department of Forestry and Fire Protection (CAL FIRE) Staff Services Manager II (Supervisor II), the EEO Analyst Specialist will manage and independently perform confidential and complex duties for CAL FIRE and the California Natural Resources Agency (CNRA). Duties include, but are not limited to:

*Independently conduct, oversee, and evaluate highly complex and sensitive EEO investigations into complaints of discrimination, harassment, and/or retaliation with department and statewide impact. *Independently leads investigations, interprets complex legal and regulatory guidance, and provides high-level consultation to executive leadership and interagency partners and/or affiliates, to include contracted counties, Equal Employment Opportunity Commission, CA Civil Rights Department, Department of Justice, California Department of Corrections and Rehabilitation etc. *Conduct in-depth research and case analysis, develop and manage a case plan, and independently assess legal, operational, and programmatic risk while providing high-level guidance to EEO management, executive leadership, CNRA, legal counsel, and/or external stakeholders. *Develop thorough written case reports for EEO management review and approval. *Lead and facilitate case closure meetings with executive leadership, presenting investigative findings, assessing witness credibility, and providing strategic recommendations regarding case outcomes. *Manage a high-volume caseload with competing deadlines, ensuring timely completion of EEO investigations and compliance with all applicable statutes and disciplinary timelines.
*Provide consultation with employees and/or management to discuss concerns or allegations of departmental EEO policy violations, to include all organizations under the CNRA umbrella, including appointees. *Provides input and subject matter expertise that supports the development, review, and evaluation of EEO-related policies and procedures. *Provide strategic recommendations and facilitate appropriate referrals to the proper venue for resolution, ensuring alignment with regulatory requirements, organizational policy, and risk mitigation considerations.
     
     
     
     
     


	
	*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: See Page 2.


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

	Employee Signature
	
	Date
	
	Supervisor Signature
	
	Date
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	Working Title of Position

EEO Investigator 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%

5%

5%

	*Partner with the program’s Training Specialist to design, enhance, and deliver mandatory EEO training for CAL FIRE and/or CNRA staff, including instruction on sensitive and complex subject matter. Provide strategic guidance on compliance risk, emerging trends, and proactive mitigation strategies to ensure training content aligns with legal requirements and organizational objectives. *Interpret and apply complex federal and state EEO laws, regulations, and emerging legal developments by continuously monitoring newly enacted, amended, and proposed legislation; analyzing guidance from oversight and regulatory agencies; and assessing operational impact to departmental policies and procedures. 
*Provide sworn testimony at administrative and civil hearings, depositions, and related proceedings in support of departmental findings on the most complex and high-risk cases. Serve as a subject matter expert and liaison with the Office of the Attorney General and internal legal counsel to ensure accurate case presentation, legal sufficiency, and defense strategy alignment.
*Perform other job-related duties consistent with the class specifications to support the operational needs of the EEO Program.
     
     
     
     
     
     
     

	
	*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:
· May require up to 10% travel within California.
· May include night and weekend travel resulting in overnights stays.
· May involve working extended hours during the week or weekends.


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

	Employee Signature
	
	Date
	
	Supervisor Signature
	
	Date
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