G\ LCTRA

DUTY STATEMENT Career Training | Quality Products | Changed Lives

1. Institution/Division/Office:

Central Office / Workforce Development Division
2. Enterprise/Unit:

Industry Employment Program

3. Classification Title:

Analyst |

4. Working Title:

Transitions Analyst |

5. Position Number (Agency-Unit-Class-Serial): | 6. CBID: 7. WWG: 8. Working County:
063-066-5157-804 RO1 2 (Non-Exempt) |[Sacramento

9. Tenure: 10. Time Base:

Limited Term Full-Time

11. License Requirement: 12. Endorsement Requirement:

N/A - Not Applicable N/A

13. Retirement Category: 14. Work Schedule:

Industrial Monday - Friday, 8:00 am - 5:00 pm
15. Incumbent Name (If known): 15a. Effective Date:

Vacant (LT)

16. Briefly (1 or 2 sentences) describe the position’s organization setting and major functions:

Under the supervision of Supervisor |, the incumbent performs a wide range of research and
analytical functions in support of transition-to-employment services and the overall work
activities of the Industry Employment Program (IEP). Assigned to CALCTRA headquarters, this
position's responsibilities include transition-to-employment services for incarcerated individuals
before and after release, community outreach, collaboration with CDCR, and technical
research and program analysis.

17. Percentage (%) of | 18. Indicate the duties and responsibilities assigned to the position and the percentage (%) of time spent for

time performing each. Group-related tasks under the same percentage (%) with the highest percentage (%) listed first.
duties:
ESSENTIAL FUNCTIONS
Establishes and provides overall program and analytical support to IEP in the
35% areas of providing transitional services to incarcerated individuals, writing

reports for management; developing and providing training to field staff
regarding |IEP policy and procedure implementation; coordinating
development & preparation of transition to employment packages which
provide employment related information specifically tailored to their county of
release and which also catalog a compilation of all occupational skills
certificates incarcerated individuals have earned through participation in
CALCTRA rehabilitative training programs.

(Essential Functions Continued on Page 2)
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17. Percentage (%) of
time performing
duties:

30%

25%

18. Indicate the duties and responsibilities assigned to the position and the percentage (%) of time spent for
each. Group-related tasks under the same percentage (%) with the highest percentage (%) listed first.

Creates and maintains project logs regarding transitional services program,
transitional services data entry into the IEP automated databases, including
the compiling, analyzing, and input of IEP data; developing and preparing data
summary reports; analyzes summary of data to be included in management
reports; serves as the contact point for field staff regarding the completion and
submittal of IEP transitional forms and data; coordinates with other state
agencies on the acquisition of formerly incarcerated individual information as
well as employment information to measure overall program effectiveness.

Assists in the development and implementation of transitional services for
CALCTRA incarcerated individuals paroling by coordinating with internal and
external organizations. Conducts analytical studies and prepares analysis of a
variety of program policy issues, develops, implements, and maintains uniform
policy and procedures as they relate to the statewide implementation and
operation of the principal IEP components, including training/certification, and
program performance; develops and conducts training to field and
headquarters staff on IEP policies and procedures; advises management of
options to continuously improve the efficiency, consistency, and stability of the
IEP; and provides support to team on special projects. Some travel may be
required to facilitate training at various Institutions.

(Marginal Functions on Page 3)
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DUTY STATEMENT Career Training | Quality Products | Changed Lives

17. Percentage (%) of
time performing
duties:

5%

5%

18. Indicate the duties and responsibilities assigned to the position and the percentage (%) of time spent for
each. Group-related tasks under the same percentage (%) with the highest percentage (%) listed first.

Coordinates and arranges meetings with various stakeholders in the
transitional services offered by IEP; responds to technical questions about the
transitional program; coordinates between private labor and industry on the
dissemination and exchange of information necessary to meet IEP goals and
objectives; and maintains the IEP information toll-free phone line.

Performs other related duties as required per classification. Must complete all
mandated and job-related training.

(Expectations & Requirements on Page 4)
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ADDITIONAL EXPECTATIONS

The incumbent must have the capacity to acquire knowledge of procurement policies and
procedures, government codes, general purchasing, and business service administration, and
is expected to be a self-starter, have excellent interpersonal skills with all levels of staff, have
strong verbal and written communication skills, and must be able to maintain excellent
attendance. The incumbent must have the ability to work in a fast-paced office with frequently
changing priorities, have the ability to translate direction into action, display a pleasant
demeanor and tact while dealing will all levels of staff, use good judgment and take corrective
action. The incumbent must possess good organizational skills, must be detail-oriented, have
the ability to manage multiple priority assignments with flexibility, have good data entry skills,
and be able to work with and incarcerated individuals.

DUTY STATEMENT

SPECIAL REQUIREMENTS

The California Correctional Training and Rehabilitation Authority (CALCTRA) operates within
California Department of Corrections and Rehabilitation (CDCR) facilities. CDCR does not
recognize hostages for bargaining purposes. CDCR has a "NO HOSTAGE" policy, and all incarcerated
individuals, visitors, non-employees, and employees shall be made aware of this.

19. Supervisor Statement: “/ have discussed the duties of the position with the employee”.

20. Date Supervisor Provided Employee with a Copy of this Duty Statement:

PRINT EMPLOYEE NAME: EMPLOYEE SIGNATURE: DATE:
Vacant (LT)
PRINT MANAGER/SUPERVISOR NAME: MANAGER/SUPERVISOR SIGNATURE: DATE:
Ronald Phillips
HR APPROVAL.:
YR 5/6/2026
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	16 Briefly 1 or 2 sentences describe the positions organization setting and major functions: Under the supervision of Supervisor I, the incumbent performs a wide range of research and analytical functions in support of transition-to-employment services and the overall work activities of the Industry Employment Program (IEP). Assigned to CALCTRA headquarters, this position's responsibilities include transition-to-employment services for incarcerated individuals before and after release, community outreach, collaboration with CDCR, and technical research and program analysis.
 
 
	18: 
	 Essential Functions: Establishes and provides overall program and analytical support to IEP in the areas of providing transitional services to incarcerated individuals, writing reports for management; developing and providing training to field staff regarding IEP policy and procedure implementation; coordinating development & preparation of transition to employment packages which provide employment related information specifically tailored to their county of release and which also catalog a compilation of all occupational skills certificates incarcerated individuals have earned through participation in CALCTRA rehabilitative training programs.
 
 
	 Essential Functions1: Creates and maintains project logs regarding transitional services program, transitional services data entry into the IEP automated databases, including the compiling, analyzing, and input of IEP data; developing and preparing data summary reports; analyzes summary of data to be included in management reports; serves as the contact point for field staff regarding the completion and submittal of IEP transitional forms and data; coordinates with other state agencies on the acquisition of formerly incarcerated individual information as well as employment information to measure overall program effectiveness.
 
Assists in the development and implementation of transitional services for CALCTRA incarcerated individuals paroling by coordinating with internal and external organizations. Conducts analytical studies and prepares analysis of a variety of program policy issues, develops, implements, and maintains uniform policy and procedures as they relate to the statewide implementation and operation of the principal IEP components, including training/certification, and program performance; develops and conducts training to field and headquarters staff on IEP policies and procedures; advises management of options to continuously improve the efficiency, consistency, and stability of the IEP; and provides support to team on special projects. Some travel may be required to facilitate training at various Institutions.
 
	 Marginal Functions: Coordinates and arranges meetings with various stakeholders in the transitional services offered by IEP; responds to technical questions about the transitional program; coordinates between private labor and industry on the dissemination and exchange of information necessary to meet IEP goals and objectives; and maintains the IEP information toll-free phone line.
Performs other related duties as required per classification. Must complete all mandated and job-related training.
 
 

	Text1: The incumbent must have the capacity to acquire knowledge of procurement policies and procedures, government codes, general purchasing, and business service administration, and is expected to be a self-starter, have excellent interpersonal skills with all levels of staff, have strong verbal and written communication skills, and must be able to maintain excellent attendance. The incumbent must have the ability to work in a fast-paced office with frequently changing priorities, have the ability to translate direction into action, display a pleasant demeanor and tact while dealing will all levels of staff, use good judgment and take corrective action. The incumbent must possess good organizational skills, must be detail-oriented, have the ability to manage multiple priority assignments with flexibility, have good data entry skills, and be able to work with and incarcerated individuals.
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