CURRENT / PROPOSED

	STATE OF CALIFORNIA

DEPARTMENT OF FORESTRY AND FIRE PROTECTION
POSITION ESSENTIAL FUNCTIONS DUTIES STATEMENT

PO-199 (06/16)
	Working Title of Position

FINANCE AND BUDGET SUPPORT ANALYST

	
	Division and/or Subdivision

SACRAMENTO HQ / FPP / TRAINING PROGRAM

	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

IONE – AMADOR COUNTY

	
	Class Title of Position

ANALYST II

	
	Position Number

541-029-5393-705

	
	Effective Date

January 1, 2026

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

	25%
25%
20%


	Under the supervision of the Supervisor I, Administrative Support Services, the Finance and Budget Support Analyst II, will perform the following duties and responsibilities that include, but are not limited to the following:
*Serve as the lead over the CAL FIRE Training Program Budgets. *Manage, maintain, and reconcile the Training Program Personal Services (PS) and Operating Expenses and Equipment (OE&E) budget and expenditure projections. *Ensure all revenues and expenditures are accurate, all transactions have been assigned to the appropriate funds, and each Division is aware of their spending levels and remaining fund balances. *Reconcile Financial Information System for California (Fl$Cal) transactions, prepare Journal Vouchers (JVs) and Transfer Budget Allotments (TBA), and consult with Divisions on specific issues or problems. *Analyze spending activities, research cost saving opportunities, and make recommendations on reducing costs and improving efficiency. *Facilitate implementation of cost savings initiatives. 
*Provide monthly reporting to Training Program management and Headquarters Administration staff on the Training Program budget.  Prepare miscellaneous budget reports, quarterly reports, and year-end financial statements using the Financial Information System for California (Fl$Cal). *Perform a wide variety of analytical accounting duties to include maintaining complex statistical and financial records. *Provide consultant services and technical expertise to the Administrative Support Services Manager and Administrative Officer on a variety of fiscal matters. *Ensure all functions are performed in accordance with applicable statues, regulations, policies and procedures, and with a very high level of accuracy.
*Serve as a Level II (Budget Check) approver in FI$Cal, ensuring that purchase orders entered into the system are accurate and utilizing the proper coding. *Ensure that adequate funds exist to proceed with the purchase. *Work with purchaser and management when necessary to make modifications to coding and/or fund source.


	
	*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: May be required to work nights, weekends or holidays in support of emergency incidents.  Proficiency with Microsoft Office programs (Excel, Word). Statewide travel may be required up to 5% and may include 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
	 FORMCHECKBOX 
  Posted to Directory
	
	

	
	
	Initials and date
	

	STATE OF CALIFORNIA

DEPARTMENT OF FORESTRY AND FIRE PROTECTION
POSITION ESSENTIAL FUNCTIONS DUTIES STATEMENT

PO-199 (06/16) - PAGE 2


	Working Title of Position

FINANCE AND BUDGET SUPPORT ANALYST

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

	10%
10%
5%
5%
	*Research, analyze, develop, and maintain course cost analyses for Training Program courses and Academies. *Develop pricing and coordinate invoicing for outside stakeholders that attend Training Program courses.  

*Complete and process financial documents, e.g., Purchase Orders (PO), Service Orders, Material Requisition Transfers, etc. *Enter the above documents into FI$Cal. *Process and reconcile monthly procurement documents relating to Purchasing Card (P-Card) expenditures. *Order and monitor the receipt of goods.  *Provide purchasing support to all Divisions at the Training Program by answering questions and processing financial documents in Fi$Cal. *Manage storage and retention of Training Program purchasing documents.

*Provide back-up coverage and assistance as needed to other Administrative Analysts to include, but not limited to, job-related tasks in the following areas: contracts, policy and procedure, and purchasing support.

*Assist the Administrative Support Supervisor I and Administrative Officer with a variety of administrative tasks.  *Other job-related duties as assigned.



	
	*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: May be required to work nights, weekends or holidays in support of emergency incidents.  Proficiency with Microsoft Office programs (Excel, Word). Statewide travel may be required up to 5% and may include 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
	 FORMCHECKBOX 
  Posted to Directory
	
	

	
	
	Initials and Date
	


