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State of California	Incumbent: 
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CalRecycle 109A (Rev. 09/2023)	Position Number: 835-514-5393-705


DUTY STATEMENT						☐CURRENT	☒PROPOSED
	RPA Number:
25-293
	Classification Title: 
Analyst II
	Position Number:
835-514-5393-705

	Incumbent Name:

	Working Title:
Analyst II
	Effective Date:


	Tenure:
Permanent
	Time Base:
Full time
	Intermittent Hours Per Month:

	Division/Office:
DiCE/FiRM
	Section/Unit:
Section C/Unit 5
	Reporting Location:
1001 I Street, Sacramento, CA 95812

	Supervisor’s Name:
Andrea Smith
	Supervisor’s Classification:
Supervisor I
	CBID:
R01

	Confidential Designation:
	☐YES	☒NO
	Designated Position for Conflict of Interest:
	☒YES	☐NO
	 Position Telework Eligible:
	☒YES	☐NO

	Supervision Exercised:
	☒None 		☐Lead		☐Managerial		☐Supervisory



	Human Resources Use Only:

	HR Analyst Approval: 
	Date:

	

	General Statement

	This position requires the incumbent to maintain consistent and regular attendance; communicate effectively (orally and in writing if both appropriate) in dealing with the public and/or other employees; develop and maintain knowledge and skill related to specific tasks, methodologies, materials, tools and equipment; complete assignments in a timely and efficient manner; and adhere to department policies and procedures regarding attendance, leave, and conduct. 










	Position Description: 
Under direction of the Supervisor I, works independently to perform the more complex, technical, and analytical grant/contract management responsibilities and may also serve as lead for one or more grant programs. The incumbent is part of a Department-wide integrated team that implements the provisions of the Department of Resources Recycling and Recovery’s (CalRecycle) integrated waste management programs and various other activities. Knowledge of recyclable materials and market trends for the materials; understanding local and regional waste streams; familiarity with regional waste diversion efforts; possessing knowledge of the waste prevention and disposal mandates related to AB 939; understanding the state-wide recycling, composting, and source reduction goals of AB 341; and in-depth knowledge about the management and cleanup of special wastes such as waste tires is required. This position requires travel locally and throughout the state, and may include overnight travel, not to exceed 15% per year. This may require an adjustment to the employee’s work schedule. The incumbent must have a current valid California Driver’s License and participate in the Department of Motor Vehicles (DMV) Employer Pull Notice Program.


	Essential Functions (Including percentage of time):

	45% 

	Perform grant manager tasks for assigned Grants and Payment Program including, but not limited to, the following:  Serve as lead staff for one or more grant programs, which includes managing grant cycles and developing grant program concepts to ensure the Program(s) is implemented in accordance with applicable regulations and statutes; perform day-to-day grant management tasks for assigned grant projects; independently organize and facilitate meetings of key individuals and decision-makers to identify barriers to recycling, analyze solutions and implement recycling programs and activities consistent with program requirements and community needs; review and understand pertinent grant agreement documents specific to program cycles to ensure appropriate grant expenditure approvals are made; conduct review and approve Expenditure Itemization Summaries/Payment Request packages for payment; ensure compliance with the Grant Agreement (e.g., Procedures and Requirements and Terms and Conditions), Staff Procedures Manual, and other grant program documents; review and approve progress reports, final reports, and final project payment requests; conduct site visits and/or communicate on a timely basis with grantees on assigned project portfolios; and participate in grant audit proceedings.

	35%
	Participate in the review and evaluation of grant program processes and criteria including, but not limited to, the following:  Evaluate grant processes and recommend improvements; develop and refine procedures and policies to improve the administration of grants for enhancing program performance; identify issues and develop recommendations and/or viable solutions to management; assist staff in implementing the solution to the problem and monitor the outcome; upon request, participate in work groups to streamline processes and/or grant program effectiveness (e.g., standardizing grant forms, Notice of Funds Available, application documents, application Guidelines and Instructions, Procedures and Requirements); and upon request, may serve as lead on special projects involving grant support staff.







	15%
	Provide outreach and educational information for assigned grant programs including, but not limited to, the following:  Participate in outreach efforts through program grant meetings, workshops, training sessions, conferences, events, and public speaking opportunities; respond to Executive Staff requests for information; give clear and concise oral presentations to senior management and staff; prepare technical reports, articles, fact sheets, displays, and other grant documents; and report to management on the progress of assigned grant cycles. Duties require the incumbent to drive for state business to perform the job tasks. 

	
	

	Marginal Functions (Including percentage of time):

	5%
	Prepare monthly time reports; copy and fax documents; attend and participate in Unit/Section/Division meetings; and work on special assignments as needed.




	
	




	Typical Physical Conditions/Demands:

	The job requires extensive use of a personal computer and the ability to sit/stand at a desk, utilize communication and collaboration platforms that facilitate virtual meetings, video conferencing, phone calls and online chat, and type on a keyboard for extended periods. Ability to lift 15 pounds, bend and reach above shoulders to retrieve files and/or documents.

	

	Typical Working Conditions:

	The incumbent works on the 10th floor of a high-rise office building in downtown Sacramento, in an enclosed, non-windowed office cubicle in a smoke-free environment. The work schedule is Monday through Friday. Mandatory overtime, including evening and weekend work may be necessary during the year end closing process or when the department is mission tasked. This position requires travel and may include overnight travel, up to 15% per year, which may require an adjustment to the employee’s work schedule. 


	

	Special Requirements of Position (Check all that apply):

	☐ Duties performed may require pre-employment and/ or routine screenings (background/criminal/fingerprint clearance, drug testing, fingerprinting, physical, etc.).
☒ Duties require participation in the DMV Pull Notice Program. 
☐ Performs other duties requiring high physical demand. (Explain below) 
☐ Requires repetitive movement of heavy objects and/or operation of heavy machinery or motorized vehicles.
☒ Other (Explain below) 


Explanation: 
The incumbent may be required to conduct site visits to facilities in rural areas and at industrial locations with limited public transportation options.
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Health & Safety Training is a required eight-hour training course that must be completed by all new employees who travel on CalRecycle Business. A four-hour refresher training course is required each subsequent year to refresh their knowledge of site visit field hazards.
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		Supervisor Statement

	I certify this duty statement represents an accurate description of the essential functions of this position. I have discussed the duties of this position with the employee and provided the employee a copy of this duty statement.

	Supervisor Name
	Supervisor Signature
	Date

	

	

	




Employee Statement

	I have discussed these duties with my supervisor and have been provided a copy of this duty statement. I certify I have read, understand, and can perform the duties of this position either with or without reasonable accommodation*. 


	*A Reasonable accommodation is any modification or adjustment made to a job, work environment, or employment practice or process that enables an individual with a disability or medical condition to perform the essential functions of his or her job or to enjoy an equal employment opportunity. (If you believe reasonable accommodation is necessary, check yes.  If unsure of a need for reasonable accommodation, inform the hiring supervisor, who will discuss your concerns with the Reasonable Accommodation Coordinator.)  


	

	[bookmark: _Hlk68774779]Do you need a reasonable accommodation to perform the essential functions of this position? 

	

		      ☐YES
	          ☐NO




	Employee Name 
	Employee Signature
	Date
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