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	EMPLOYEE NAME 

Name 

	CLASSIFICATION

Analyst III
	DIVISION/SECTION/UNIT

Legislative Division

	WORKING TITLE

Legislative Specialist
	GEOGRAPHIC LOCATION

Sacramento

	POSITION NUMBER

414-910-5402-XXX
	EFFECTIVE DATE

Month Day, Year

	POSITION TYPE

[bookmark: Check1]|X| Rank and File   |_| Supervisor/Manager   |_| Specialist
	TENURE

Permanent
	TIMEBASE

Full Time 

	GENERAL STATEMENT
Under direction of the Assistant Commissioner of Legislation, the Analyst III is responsible for drafting analyses of complex legislative bills, conducting complex independent research, and for producing a variety of tasks associated with legislative matters that affect the Department. The Legislative Specialist is also responsible for tracking and analyzing legislative bills, and preparing talking points for legislative meetings and hearings. The Legislative Specialist will work independently as  a subject matter expert to identify and assess legislative impacts related to the Real Estate Law, Subdivided Lands Law, Davis-Stirling Act, and landlord tenant law, among others, and will make recommendations on legislative positions to the Commissioner, Business, Consumer Services and Housing Agency, and the Governor’s Office. The position will interact independently with legislative offices and will provide technical assistance to the Legislature, the Legislative Analyst’s Office (LAO), and stakeholders. The Analyst III reports directly to, and receives the majority of assignments from, the Assistant Commissioner of Legislation; however, direction and assignments may also come from the Commissioner and Chief Deputy Commissioner. 


	REQUIREMENTS

|_| Bilingual     |_| Conflict of Interest (COI)     |_| Criminal Offender Record Information (CORI)  
 
|_| License Required     |_| Travel Required     |_| Typing Certificate     |_| Work Week Group E/SE



	Percentage
	Description of Essential Functions
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10%
	
Prepare concise and well-written analyses of proposed legislation and develop appropriate strategies for successfully advocating for the Department. Independently research to determine the effect of legislation, identify politically sensitive issues, interact with external groups involved in legislation, prepare written analysis that recommends a position to the Governor’s Office, monitor amendments and developments, and draft enrolled bill reports. 

Research, analyze, and distill legislation, amendments, fiscal impacts, background information, and budget proposals, among other items, relating to real estate, licensing, landlord tenant, and housing issues to determine the impact on the current statutory structures, departmental operations, departmental strategic goals and mission, and Governor’s priorities. Solicit input from internal stakeholders, and identify areas of conflict with department policies. Ensure the proposed changes accurately reflect the Department’s activities, policies, procedures, and goals. 

Track the progress of legislation utilizing an electronic legislative tracking system, identifying bills that impact the Department and mission. Monitor and/or attend committee hearings.
Develop policy expertise in order to work as a subject-matter expert on a wide variety of issues affecting the Department. Leverage this expertise to identify and assess proposed policy and fiscal impacts and analyze complex issues, provide guidance to the Governor’s Office on strategic positioning, and provide recommendations to Executive Management. Perform research on various assignments; provide presentations to departmental staff; and make recommendations to program management and the administration. 

Formulate quantitative and qualitative recommendations and represent the Department in a professional manner; communicate effectively; contribute to the Department’s legislative objectives; and prepare and present information in a clear and concise fashion. 

Vet and manage the Department’s legislative proposals. This includes preparing, vetting, and drafting written proposals for submittal to the Governor’s Office, coordinating with legislative offices who author said proposals, preparing committee statements and memoranda, and working with legislative staff and interest groups to facilitate passage of the Department’s legislation. Vet stakeholder legislative proposals.

Strategically and accurately convey departmental legislative and programmatic policies, practices, and procedures to external partners. Maintain contact with government officials and private associations interested in legislation affecting the Department. Monitor the progress of each assigned bill by consulting with the author’s office, bill sponsor, the assigned committee, Assembly and Senate offices, among others; monitor legislative systems and daily files for floor action and scheduled events.

Independently provide technical assistance to stakeholders including the Department of Finance, legislative staff, other state and local government agencies, and legislative advocates. Analyze situations accurately and adopt an effective course of action; recognize emotionally charged and/or sensitive issues and problems and handle them effectively and appropriately.

Present bill position recommendations to the Commissioner, Assistant Commissioner of Legislation, Executive Team, Agency, and Governor's Office. Represent the Department's position on bills to the Department of Finance, legislative committee consultants, the Legislature, lobbyists, and the public through verbal and written means, as appropriate.

Prepare meeting materials and written communication with attention to detail for the Assistant Commissioner. Assist in preparing the Assistant Commissioner for legislative committee hearings, and meetings with stakeholders, State agencies, and federal agencies by collecting and preparing background information and similar materials.

Prepare correspondence for the Assistant Commissioner’s signature. Respond to written inquiries from the Governor’s Office; the Legislature; Business, Consumer Services, and Housing Agency; stakeholders and other high-level contacts on behalf of the Assistant Commissioner. Use good judgment in disseminating information on highly confidential and sensitive issues on a daily basis. Proof read and review various division written materials for format, aspects of content, and grammar/spelling.

Establish, maintain, and refine all office processes. Track key performance indicators. Identify bills that Department should request to analyze. Maintain all tracking systems for division, including that for bills being followed by the Department, being sure to critically evaluate the impact, subject matter, and appropriate subject assignment; manage and be responsible for accuracy of data systems, with attention to detail. Prepare the Division’s various reports from the legislative tracking system for distribution to Division staff and the Director’s Office. Maintain the Assistant Commissioner’s appointment calendar, and arrange the Assistant Commissioner’s meetings with officials from local, state, and federal jurisdictions and make all necessary travel arrangements. Manage the administrative needs of the Division.

Respond to legislative inquiries, including constituent requests and legislative correspondence, regarding a wide range of topics. Work with internal stakeholders to facilitate and coordinate responses to legislative staff on the implementation of policies and programs and facilitate resolution of legislative constituent issues. Conduct research, analyze issues associated with inquiries, clearly communicate and make recommendations to departmental staff about legislative inquiries, and develop thorough responses. Write responses using good judgement, with professional tone, attention to detail, and political sensitivity. Track constituent requests throughout entire process. Monitor and respond accordingly to Division email inbox. Maintain contact lists and communicate with legislative offices on department affairs, as assigned.




	Percentage
	Description of Marginal Functions

	
5%



	
Prepare legislative budget change proposals. Prepare memoranda; and work with legislative staff and interest groups to facilitate enactment of the Department’s legislation. Perform research on various legislative assignments. Perform other duties as assigned.



ADDITIONAL INFORMATION
 

	The Analyst III works 40 hours per week in an office setting, with artificial light and temperature control. Daily access to and use of a personal computer and telephone are essential. The employee must be able to remain in a stationary position 70% of the time and must occasionally move about inside the office to access files and documents from the filing cabinets and office machinery (i.e. printer, fax machine, copy machine).

This position may be eligible for telework. The amount of telework is at the discretion of the Department and based on current telework policy. While DRE supports telework, in-person attendance may be required based on operational needs. Employees are expected to be able to report to their worksite with minimal notification if an urgent need arises.

The Analyst III must possess good communication skills, use good judgment in decision-making, exercise creativity and flexibility in problem identification, manage time and resources effectively, and be responsive to DRE management needs. Dependability, punctuality, and the ability to demonstrate a team-oriented working capability are required in this position. This position also requires strong written and oral communication skills, the ability to evaluate, process and utilize computer skills, and the ability to deal effectively with people. 

The Analyst III routinely works with sensitive and confidential issues and/or materials and is expected to maintain the privacy and confidentiality of documents and topics pertaining to individuals or to sensitive program matters at all times.

As an Equal Opportunity Employer, all DRE 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 DRE employees are responsible for promoting a safe and secure work environment, free from discrimination, harassment, inappropriate conduct, or retaliation.

The statements contained in this job description reflect general details as necessary to describe the principal functions of this job. It should not be considered an all-inclusive listing of work requirements. The incumbent of this position may perform other duties (commensurate with this classification) as assigned, including work in other functional areas to cover during absences, to equalize peak work periods or to otherwise balance the workload. Duties of this position are subject to change and may be revised as needed or required.


I have read and understand the duties listed above and I can perform these duties with or without reasonable accommodation. (If you believe reasonable accommodation is necessary, discuss your concerns with the hiring supervisor. If unsure of a need for reasonable accommodation, inform the hiring supervisor, who will discuss your concerns with the Equal Employment Opportunity Office.)

	EMPLOYEE NAME

Employee Name
	CLASSIFICATION

Analyst III

	EMPLOYEE SIGNATURE


	DATE




I have discussed the duties of this position with and have provided a copy of this duty statement to the employee named above.
	SUPERVISOR NAME

Supervisor Name
	CLASSIFICATION

Assistant Commissioner, Legislation

	SUPERVISOR SIGNATURE


	DATE
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