STATE OF CALIFORNIA

DEPARTMENT OF FORESTRY AND FIRE PROTECTION

POSITION ESSENTIAL FUNCTIONS DUTIES STATEMENT
PO-199 (06/16)

Working Title of Position
Cost Recovery Analyst |

Division and/or Subdivision
Southern Region

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 (*)

Location of Headquarters
Clovis

Class Title of Position
Analyst I

Position Number
541-401-5157-041

in front of those individual duties you determine to be essential to the job. Discuss the

Effective Date
5/1/2026

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.

Percentage of Time Effective on the date indicated, the employee assigned to the position identified above performs the

Required following duties and responsibilities.

Under the supervision of the Supervisor I of Cost Recovery, the Analyst I regularly performs a wide
variety of analytical work for the Southern Region section of the statewide Cost Recovery program. The
incumbent is expected to have good attendance and consistently exercise a high degree of initiative,
independence, good judgment, integrity, accountability, and originality in performing assigned tasks;
specific duties include:

40% *Collects, organizes, analyzes, and reconciles for subsequent reimbursement the following based on
incident numbers: CAL FIRE Personnel and Equipment Report (eFC33); Interagency Resource Ordering
Capability (IROC); Report of Incident and Dispatch Actions (CAD); aircraft reports from the Aviation
Information Management System (AIMS); supplier invoices and purchase documents; travel claims; and
all other supporting documents. *Reviews, examines, audits, and determines missing documents and
necessary adjustments for expenditures: eFC33; AIMS; Federal, State, and County invoices; contract
County invoices; Material, Requisition or Transfers (MRTs); travel claims; purchase orders and P-Card
purchases with all required supporting documents such as service orders (CAL FIRE-93s), emergency
hired equipment (CAL FIRE-61s) with shift tickets, emergency hotel and meal reports (AO-341s);
invoices for staff and ward time (FC-77s) including expenses; and all other time/equipment and expense
invoices for assigned resources and support/replacement purchases. * Analyzes all incident documents for
accuracy and completeness; competently identifies and researches problems; determines appropriate
action; clearly and succinctly communicates findings for correction; works with Unit personnel to resolve
properly. *Possess a strong knowledge of and ensure all documents in compliance with policies,
procedures, and regulations. * Applies business processes proficiently while utilizing the program
reference manual(s) to ensure all processes are consistently followed and deadlines are met. *Enters data
accurately into a variety of automated computer applications. *Uses computer logs/programs for tracking
documents and managing billable incidents.

*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: Must be able to retain information, successfully reapply the information and
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throughout the State of California. Will be subject to working irregular hours, nights, weekends, and holidays.

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

Employee Signature Datc
Personnel use only Posted to Directory

SUPETVISOT SIZature Datc

Initials and date
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Percentage of Time Effective on the date indicated, the employee assigned to the position identified above performs the
Required following duties and responsibilities.
25% *Utilizes the Activity Reporting and Costs Summary (ARC) program to generate thorough and accurate

billing packages for full cost recovery of CAL FIRE’s emergency response activity. *Maintains a strong
knowledge of ARC types: Federal Emergency Management Agency, Fire Management Assistance Grant,
cost share, assistance by hire, and civil. *Chooses package types and completes all required information
in ARC. *Imports and adds incident-specific costs. *Compares ARC activity reports to the Financial
Information System for California (FI$Cal) queries/reports, reconciles, and identifies valid unpaid/paid
incident expenditures that did not import. *Possesses knowledge of available resources to obtain all
missing documents, ability to communicate, and successfully retrieve the documents. *Prepares and
arranges incident source documentation in proper sequence. *Makes accurate and necessary edits, cost
adjustments, and determines if a cost is included or excluded in the ARC. *Determines which agreements
with other agencies and government entities need to be applied. *Interprets and applies all such
agreements to one or more ARC package types. *Ensures all policies, procedures, regulations, and laws
are adhered to. *Completes final signatory on ARC for the civil program attesting costs identified have
been reviewed, are accurate, and have determined appropriate expenditures for reimbursement. *Drafts
signatory on ARC for attesting accuracy of eFC33s and appropriate agreements. *Scans, bookmarks,
redacts, and makes notifications of completion.

15% *Maintains competency in the use of FI$Cal and is proficient with searching for a supplier, entering a
supplier, Payee Data Record (STD. 204) for State Controller’s review and approval, produces purchase
orders, generates receipts, and statement reconciliations. *Runs and interprets FI$Cal queries/reports.
*Uses FI$Cal queries and reports to pull incident expenditure documents/attachments for reimbursement
purposes.

10% *Establishes cooperative working relationships with the Units, Headquarters, and outside agencies.
*Communicates and interprets information (oral and written) accurately that is received from all levels,
both within and outside the Department, to proficiently complete assignments. *Organizes and prepares
clear and concise correspondence, technical reports/spreadsheets, and other documents using correct
spelling, punctuation and grammar. *Provides sound recommendations to management for problem
solving and decision making.

5% *Works with case managers, in-house counsel, and outside counsel to respond to interrogatories;
discovery responses; subject to depositions; and be the Department's finance expert at case mediations,
settlements, and trials, as required. *Maintains confidentiality with cases.

5%, Other related duties as required, including but not limited to, various work projects, develop training
curriculum, presentations, support assignments for law enforcement and emergency incidents, and

effectively train personnel.

*These are the essential functions for this position. Essential functions are those functions that the individual who holds the

nosition must be able ta nerform unaided or with the assistance of a reasonable accommaodation
$ P

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

promofing a sai¢ and secure work environment iree irom discrimination, harassment, inappropriate conduct, or retaliation.

Job qualifications and/or conditions of employment: Possession of a valid driver license of the appropriate class issued by
the Department of Motor Vehicles is required prior to appointment.

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

Employee Signature o Date Supervisor Signature Date
Personnel use only Posted to Directory

Tritiats and Date
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