
DGS DIVISION/ OFFICE or CLIENT AGENCY 

Enterprise Technology Solutions 

D Current 

[Z] Proposed 

HEADQUARTER ADDRESS (example: 707 3rd Street, West Sacramento, CA 95605) 

707 3rd Street, West Sacramento, CA 95605 
POSITION NUMBER CBID 

306-072-1402-XXX R01 
PROBATIONARY PERIOD WORK WEEK GROUP 

D 6 Months [Z] 12 Months □ N/A E 
TENURE 

Permanent 
TIMEBASE 

Full-Time 
BILINGUAL POSITION: 0 Yes [Zj No 

LANGUAGE NEEDED: 0 Verbal O Written Proficiency language in: 

STATE OF CALIFORNIA- DEPARTMENT OF GENERAL SERVICES 

DUTY STATEMENT 

DGS OHR 907 (Rev. 7 /2025) 

RPA NUMBER 

29752 
UNIT NAME 

Privacy Office 
CIVIL SERVICE CLASSIFICATION 

Information Technology Specialist I 
POSITION ELIGIBLE FOR TELEWORK: [Z] Yes D No 

WORK SCHEDULE (DAYS I HOURS) 

Monday-Friday,8:00am to 5:00pm 
WORKING TITLE 

Privacy Analyst 

DESIGNATED POSITION FOR CONFLICT OF INTEREST (COi): [Z] Yes D No 

PROPOSED INCUMBENT (IF KNOWN) EFFECTIVE DA TE 

CORE VALUES/ MISSION [Z] Rank and File D Supervisor D Specialist D Office of Administrative Hearings D Client Agency 

The Department of General Services (DGS) Core Values and Employee Expectations are key to the success of the 
Department's Mission. That mission is to "Deliver results by providing timely, cost-effective services and products 
that support our customers." DGS employees are to adhere to the Core Values and Employee Expectations, and to 
perform their duties in a way that exhibits and promotes those values and expectations. 

POSITION CONCEPT 

Under the supervision of the Information Technology (IT) Manager I, Privacy Officer, the IT Specialist I in the 
Department of General Services, Enterprise Technology Solutions within the Information Security Engineering 
domain, the IT Specialist I fulfills the duties relating to the administration of the Data Protection Program and the 
Privacy Program. The individual in this position will work closely with other members of the Privacy team, the 
Security team, and other stakeholders to ensure the confidentiality, integrity, and availability of the organization's 
information assets. 

D Medical Clearance D Background Clearance □ Typing □ DMV Pull Notice D Drug Testing 

SPECIAL REQUIREMENTS D Vehicle Home Storage Permit D Driver's License and Class (specify below in Description) D Certificate (specify below in Description) 

D Professional License (specify below in Description) D Other (specify below in Description) 

Telework 
The employee must reside in California. 

ESSENTIAL FUNCTIONS 

PERCENTAGE DESCRIPTION 

20% Supports the day to day administration of the Data Protection Program and Privacy Program; 
evaluates requirements and business needs relating to information assets and record systems of 
DGS programs and client agencies; develops and maintains appropriate Data Classification and 
Data Loss Prevention (OLP) policies and control features; works with ISO, ETS, and various program 
units/teams to create Microsoft 365 users and groups based on data classification and business 
needs and assigns policies to specific users. 

20% Provides technical direction, guidance and resolution on projects, activities and initiatives relating to 
the development and implementation of OLP policies, data classification policies and general 
privacy requirements into the design, development, configuration or administration of systems, 
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