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Department Statement:
California is one of the most biodiverse places on the planet. As such, the Department of Fish and Wildlife (CDFW) values diverse employees working together to protect nature for all Californians. CDFW is committed to fostering an inclusive work environment where all backgrounds, cultures, and personal experiences can thrive and connect others to our critical mission.

	INSTRUCTIONS: A duty statement and organizational chart must be submitted with each Request for Personnel Action, Form 242
	EFFECTIVE DATE

	
	

	DFW DIVISION/BRANCH/REGION/OFFICE
Law Enforcement Division/Headquarters
	POSITION NUMBER (Agency-Unit-Class-Serial)
565-040-5393-004

	UNIT NAME AND LOCATION
Sacramento
	CLASS TITLE
Analyst II

	INCUMBENT  

	CURRENT POSITION NUMBER (Agency-Unit-Class-Serial)


	BRIEFLY DESCRIBE THE POSITION’S ORGANIZATION SETTING AND MAJOR FUNCTIONS
Under the direction of the Supervisor I, the Law Enforcement Division (LED) Analyst provides the more complex analytical, consultative, and administrative support related to the operation of the Law Enforcement Division’s specialized services to include, air services, K9, and the lab. The incumbent provides support for program evaluation, budgeting, procurement, contract and asset management, and operational coordination, while regularly applying state and departmental policies to ensure efficient program delivery, fiscal accountability, and compliance with applicable laws and regulations.



	PERCENTAGE OF TIME PERFORMING DUTIES
	INDICATE THE DUTIES AND RESPONSIBILITIES ASSIGNED TO THE POSITION AND THE PERCENTAGE OF TIME SPENT ON EACH.  GROUP RELATED TASKS UNDER THE SAME PERCENTAGE WITH THE HIGHEST PERCENTAGE FIRST.  (USE THE REVERSE SIDE IF NECESSARY.)
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	ESSENTIAL FUNCTIONS:
Order and maintain supplies and equipment inventories for the Law Enforcement Division. Acquire and analyze bids/quotes for accuracy. Create and process Request for Quotes and Invitation for Bids. Create and process purchasing, analyze invoices and processing for payment, coordination with vendors to assure payment requirements are met and delivery of equipment/goods are accurate. Coordinate with other Districts within the Division for statewide purchases and the Business Management Branch for property tags and surveys.

Research and perform complex analyses of budgetary and other information pertaining to the division for use by the Division Administrative Officer, Division Chiefs, and Deputy Director of Enforcement. Use Fi$Cal, Power BI, and other fiscal resources to analyze expenditures and reconcile allotments and fund conditions. Prepare regular monthly reports of the budget status. Develop recommendations and forms calculated projections on expenditures and presents reports to management both orally and written. Coordinate with other Department Branches and Programs to complete analytical duties.

Analyze the telecommunications needs within the District. Responsible for establishing new phone and internet service, disconnect service and process monthly statements in Fi$Cal.  

Consult with other Departmental programs on confidential information and oversee and effectively maintain the confidentiality of vital information, inform management of personnel issues, analyze conditions thoroughly and reach independent decisions for problem resolution, offer response to public on enforcement issues.

NON-ESSENTIAL FUNCTIONS:
Other duties as required including telephone backup to the Hunter Education Program and responding to public calls received on general line and the analyst’s direct line.

WORKING CONDITIONS:
Ability to use a computer for several hours a day. Involves sitting most of the time but may involve walking or standing for brief periods. Work with staff statewide to complete work assignments; 5% travel may be required.


	SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.

	PRINT SUPERVISOR’S NAME

	SUPERVISOR’S SIGNATURE

	DATE

	EMPLOYEE’S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE RECEIVED A COPY OF THE DUTY STATEMENT.
I HAVE READ AND UNDERSTAND THE DUTIES AND ESSENTIAL FUNCTIONS OF THE POSITION AND CAN PERFORM THESE DUTIES WITH OR WITHOUT REASONABLE ACCOMMODATION. 

	PRINT EMPLOYEE’S NAME

	EMPLOYEE’S SIGNATURE

	DATE





