 
	 
STATE OF CALIFORNIA 
DEPARTMENT OF FORESTRY AND FIRE PROTECTION 
POSITION ESSENTIAL FUNCTIONS DUTIES STATEMENT 
PO-199 (06/16) 
	Working Title of Position 
EEO/DEI-B Training Specialist 

	
	Division and/or Subdivision 
Executive/EEO Program 

	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 
August 16, 2025

	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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	Under general direction of the EEO/DEI-B Staff Services Manager II/Supervisor II (EEO Manager), the Analyst III will serve as the Equal Employment Opportunity/Diversity, Equity, Inclusion, and Belonging (EEO/DEI-B) Training Specialist, responsible for oversight, planning, organizing, managing, developing, and delivering training throughout the State. Duties include, but are not limited to: 
 
*Independently train complex, centralized, statewide EEO and DEI-B training initiatives across 21 operational units in Northern and Southern California. *Serve as the department’s primary EEO training authority, delivering advanced in-person and virtual instruction across multiple training centers and field locations to ensure consistency, legal compliance, and alignment with State mandates. *Design and implement post-investigation and corrective-action trainings tailored to specific EEO findings, complaint trends, supervisory accountability issues, and organizational climate concerns. *Conduct data-driven needs assessments using investigative outcomes, workforce metrics, and compliance indicators to identify systemic gaps and develop strategic, risk-based training solutions.

*Develop project plans, establish performance measures, monitor statewide implementation, and prepare analytical reports and executive recommendations to ensure program effectiveness and alignment with the civil rights objectives of the California Natural Resources Agency.
*Serve as a subject matter expert and consultant to program management, Units, Regions, and Programs on EEO/DEI-B training requirements and compliance standards. *Draft, analyze, and revise policies and procedures related to training delivery and regulatory requirements. *Provide guidance on sensitive and complex matters, including post-investigation and corrective action training. *Coordinate cross-functional workgroups and collaborate with CNRA, CAL FIRE Units, Regions, Programs, and Training Centers to design, test, evaluate, and sustain training curricula across multiple modalities (instructor-led, virtual, and computer-based).

*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 

	Personnel use only 
	
	  Posted to Directory 
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	Working Title of Position 
EEO/DEI-B Training Specialist 

	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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5% 
 
 
	 
*Develop, implement, and oversee centralized systems for tracking EEO/DEI-B training activities in coordination with the department’s training program to ensure accurate documentation, statewide consistency, and audit readiness. *Maintain established tracking mechanisms that support internal and external audits for mandatory sexual harassment and prevention training compliance. *Analyze completion data, complaint trends, and compliance metrics to identify gaps, mitigate risk, and recommend corrective actions. *Coordinate logistical and administrative functions related to statewide training delivery, maintain official training records, and ensure documentation meets State mandates and reporting requirements.
 
*Perform other job-related duties as assigned. 
 


Desirable Qualifications:
· Communication Skills: Exceptional verbal and written communication, with the ability to convey complex and sensitive information clearly, engage diverse audiences, and facilitate difficult conversations in a professional manner.
· Training Expertise: Demonstrated skill in designing, developing, and delivering a variety of training methods—including in-person, virtual, interactive, and scenario-based instruction—tailored to diverse learning styles and audience needs.
· Excellent Problem-Solving Abilities: Proven ability to assess complex situations, identify challenges, and implement effective, strategic solutions that align with organizational goals and compliance requirements.
· Adaptability: Flexible and responsive to changing circumstances, technologies, training needs, and strategic priorities, with the ability to adjust content, delivery, and approach to meet evolving requirements.
· Conflict Resolution: Skilled at managing sensitive situations, mediating disputes, and fostering constructive dialogue to promote understanding, resolution, and a positive workplace culture.
· Ethical Conduct: Upholds the highest ethical standards, integrity, and professionalism; builds trust, credibility, and respect among trainees, colleagues, and stakeholders.
· Analytical and Evaluation Skills: Ability to assess training effectiveness, track compliance metrics, and use data-driven insights to continuously improve programs and outcomes.
*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: Position may require 30–40% travel within California, including multiple regions and training centers. Travel may include overnight stays, night, and weekend assignments. May involve extended hours during the week or weekends to accommodate training schedules, special projects, or post-investigation training needs.

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