
 

 

 
 
STATE OF CALIFORNIA 
DEPARTMENT OF FORESTRY AND FIRE PROTECTION 
POSITION ESSENTIAL FUNCTIONS DUTIES STATEMENT 
PO-199 (06/16) 

Working Title of Position 
Analyst II 
Division and/or Subdivision 
Office of Wildfire Technology Research & 
Development (OWTRD) 

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. 

Location of Headquarters 
West Sacramento 
Class Title of Position 
Analyst II 
Position Number 
541-026-5393-904 
Effective Date 
May 2026 

Percentage of Time 
Required 

Effective on the date indicated, the employee assigned to the position identified above performs 
the following duties and responsibilities. 

 
 
 
 
 
 
 
 
 
40% 
 
 
 
 
 
 
 
 
30% 
 

 
The Office of Wildfire Technology Research and Development (OWTRD) serves as the central 
organizing hub for the state government’s identification of emerging wildfire technologies. The 
OWTRD consults with public, private, and nonprofit entities in identifying new technologies, 
tools, software, and other advances in wildfire preparedness and response. The OWTRD is 
subject to review by the Wildfire Technology Research and Development Review Advisory Board 
(Advisory Board), which serves in an advisory capacity to the OWTRD. In turn, the OWTRD also 
supports this Advisory Board. Duties include but are not limited to: 
 
*Under the direction of the Deputy Chief, Office of Wildfire Technology Research and 
Development, supports the mission of the OWTRD and the Advisory Board by performing 
detailed analysis, and presentation of findings to Advisory Board Members, and management. 
*Additionally, this work may require analyzing complex regulatory issues to develop findings. *As 
a lead analyst, gathers data, conducts policy and program analysis, and synthesizes the 
information and analysis related to Board recommendations. *Assists in the analysis and 
preparation of Advisory Board materials, organizes and participates in public hearings, and 
responds to inquiries from the public and other organizations.  
 
*Records and tracks affiliated contacts from public, private, and nonprofit entities. *Responsible 
for managing projects and utilizing associated project management tools. *Ensures affiliated 
project correspondence is recorded and regularly provides status updates and reports to show 
the progress of project tracking efforts. *Monitors, responds to and resolves internal and external 
stakeholder requests. 

*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 
Analyst II 

Percentage of Time 
Required 

Effective on the date indicated, the employee assigned to the position identified above performs 
the following duties and responsibilities. 

10% 
 
 
5% 
 
 
 
5% 
 
 
 
 
 
 
5% 
 
 
 
 
5% 

*Prioritizes, coordinates, and schedules commitments for OWTRD staff (meetings, conferences, 
briefings, speaking engagements).  
 
*Coordinates fiscal and procurement activities, including budget tracking, purchasing, and 
reconciliation of reimbursements and/or payments received or provided. *Analyzes operating 
budget and makes recommendations to keep expenditures within budgetary limits. 
 
*Researches and performs complex analysis of legislative proposals, develops issue papers, 
prepares budget change proposals and contracts, assists with the review of invoices and new 
contracts, and performs other analytical tasks as assigned. *Act as the primary logistics contact 
for organizing Advisory Board meetings. *This includes booking conference rooms, ensuring 
proper room setup and distribution of materials. 
 
*Assists in hiring processes and personnel onboarding and offboarding. *Assists Deputy Chief to 
ensure proper hiring processes are followed. *Receives, reviews, and processes training and 
travel requests for OWTRD staff.  
 
 
Performs other job-related duties as assigned.  
 
Desirable Qualifications:  

 Experience working with boards/commissions 
 Relationship management 
 Excellent written communication skills 
 Experience developing and delivering presentations 
 Experience with Microsoft Office Suite (Word/Excel/PPT/Outlook) 
 Experience handling multiple work priorities  
 Information synthesis and analysis experience 
 Experience with budget analysis and document preparation 

 
 

*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: Travel up to 5% to offsite meetings, with the possibility of overnight 
stays. 

"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  

 


