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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.

Working Title of Position
PSP Administration Unit Analyst Division and/or Subdivision Professional Standards Program (PSP)
Location of Headquarters Sacramento, CA
Class Title of Position Analyst II
Position Number 541-008-5393-717
Effective Date
February 2, 2026

Percentage of Time Required










20%




20%


20%

Effective on the date indicated, the employee assigned to the position identified above performs the following duties and responsibilities.
Under the direction of the Performance Management and Administration Unit Supervisor I within the Professional Standards Program (PSP), the PSP Administration Unit Analyst is part of a team that is responsible for developing and maintaining effective program administration including, but not limited to, processes for training, as well as the development and implementation of program policy and procedure. This position may act as a lead on assigned projects and may also have lead responsibilities to other staff by providing technical expertise and training. The incumbent is responsible for the following duties:
Essential Functions:

*Perform PSP administrative functions, which include policy and procedure development and maintenance. *Develop and maintain program policy and procedure to create standardization and consistency with departmental policy and procedure and statewide requirements. *Conduct legislative analysis as directed.

*Conduct PSP’s position control process, including documentation and processes associated with employee acquisitions, separations, travel logistics, vehicle usage and maintenance, uniform allowances, PSP employee onboarding and exit clearances.

*Manage the program’s training request and tracking process, including coordination, approvals, filing (hard copy and electronic), and assist with troubleshooting issues with PSP staff as necessary. *Collaborate with Sacramento Headquarters Training Officer, as necessary.
*Coordinate and conduct PSP related training activities by collaborating with various programs and regions to ensure target audience is captured and identified training needs are met.





*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		
Initials and date
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Working Title of Position
PSP Administration Unit Analyst



Percentage of Time Required
20%









10%





5%








5%

Effective on the date indicated, the employee assigned to the position identified above performs the following duties and responsibilities.
*Coordinate encumbrance of funds associated with Program procurements and contracts for financial resources commitment. *Maintain and track Program personnel and operating expenditures to ensure funds are not over-committed and that all acquisitions have appropriate authorization. *Coordinate both mid-year and year-end reporting with the Deputy Director of the PSP, PSP Administration Manager, Departmental Budget Office (DBO), and Departmental Accounting Office (DAO). *Receive and process invoices related to program expenditures, prepare expenditure reports for management review, and recommend program changes to achieve a cost-savings benefit to the State.


*Perform quality assurance, packaging, organizing, and various administrative functions, in collaboration with Executive Office, Human Resources Office (HRO), Equal Employment Opportunity (EEO), Legal Office, Office of the State Fire Marshal (OSFM), and CAL FIRE’s Law Enforcement.

Marginal Functions:

Act as a back-up to PSP Performance Management and Administration team to ensure timely review and conformity of adverse actions to California Department of Human Resources (CalHR) standards. Assist with filing of adverse actions to ensure timely processing and distribution of documents. Maintain tracking system of adverse actions and any appeals for the purposes of drafting and distributing a quarterly summary of adverse actions to Departmental staff. Collaborate with the other program analysts as needed to assess and process complaint related data and determine additional needs and/or course of action. Act as a back-up for the intake process when needed to ensure timely responses.
Other job-related duties as assigned










*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: This position may require the incumbent to travel up to 10% of the time, as needed. This travel may include local, statewide and possible overnight stays.

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