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	DIRECTORATE/DIVISION
	CLASSIFICATION
	POSITION NUMBER 
(Agency-Unit-Class-Serial)

	Underground Infrastructure Directorate / Policy Division
	Analyst III
	681-500-5402-XXX

	BRANCH (if applicable)
	WORKING TITLE
	CBID

	
	Policy Specialist
	R01

	SECTION/UNIT (if applicable)
	REPORTING LOCATION
	INCUMBENT

	500
	Sacramento
	Vacant

	IMMEDIATE SUPERVISOR

	Supervisor II

	MISSION STATEMENT

	 The mission of the Office of Energy Infrastructure Safety (Energy Safety) is to create a safer, sustainable California with utility infrastructure that is managed to reduce excavation and wildfire risk and is adaptable to an evolving climate.

	POSITION DESCRIPTION

	Under the general direction of the Policy Manager, Supervisor II, the Policy Specialist, Analyst III, is responsible for the highest level of information gathering and complex analysis to develop excavation safety policy recommendations to prepare and present to the Underground Safety Board (Board) to improve public and worker safety. As such, the Policy Specialist provides technical expertise and assistance in support of the Underground Safety Board's mission, vision, and goals. 

	In all job functions, employees are responsible for creating an inclusive, safe, and secure work environment that values diverse cultures, perspectives and experiences, and is free from discrimination. Employees are expected to provide all members of the public equitable services and treatment, collaborate with underserved communities and tribal governments, and work toward improving outcomes for all Californians.

	ESSENTIAL FUNCTIONS:

	%
	TASK/DUTIES

	40%
	Serves as subject matter expert for excavation safety to improve public and worker safety and provides recommendations to the Underground Infrastructure Directorate (Directorate) leadership on excavation safety standards, policies, and regulations. Researches and interprets federal, state, and local excavation safety laws, policies, and data for the purposes of evaluating the program, and developing and implementing policy. Gathers, analyzes, organizes, and interprets various data sources related to excavation safety and stakeholder feedback to evaluate the program and policy development. Prepares concise and well-written analyses and presents recommendations, policy direction, and changes to the Board. Determines feasibility, risks, and strategy of implementing excavation safety policies using data and informed decision-making techniques. Independently manages and implements approved policy recommendations. Engages with Board Committees and stakeholders to gather information and feedback, including but not limited to, current practices and possible solutions.

	25%





	Serves as the project lead and develops requirements and procedures for the Annual Report to the Governor and Legislature (Annual Report) for Policy, Education and Outreach, and Investigations Division staff, drafts and develops the Annual Report. Serves as project lead in developing written Directorate and Board processes, procedures, and workflows that constitute the Policy Division's Operations Manual, including processes, procedures, and workflows needed to conduct Board meetings in order to collect and add necessary elements into the reports and procedure documents to ensure that Board operations are well understood by staff and that the Board’s annual reports are produced timely and are of high quality. This includes drafting operational procedures by documenting process steps, their purposes, and the roles that perform those steps in order to promote a common understanding about departmental processes to ensure that vital tasks are completed using department templates.

	15%
	Coordinates with the Administrative Division on implementation of the Board’s regulatory fee, including by monitoring and providing program data to the Administrative Division, by responding to public and feepayer questions regarding the fee, monitoring the effectiveness of Board regulations regarding the fee and developing regulations modifying the regulatory fee, and developing spreadsheets for use by regional notification center members so they can predict their fee amount in order to be responsive to feepayer needs for fee information and managements need for budgeting information to ensure that the Board and department effectively manage the revenue needed to pay the Board’s operational expenses. 

	10%
	Conducts economic analyses pursuant to Government Code Section 11346.3 to accompany Underground Safety Board rulemakings by collecting cost data from both public sources and industry participants in order to fulfill the Board’s responsibilities for economic analysis under the state’s Administrative Procedures Act to ensure that rulemaking progresses expediently through the regulatory process. Drafts correspondences to public comments.

	MARGINAL FUNCTIONS:

	%
	TASK/DUTIES

	5%
	Assist legal staff in the timely response to Public Records Act requests by searching for, retrieving, and providing documents to legal staff in order to respond timely to requestors to ensure departmental compliance with the Public Records Act. Assist the Executive Officer in the analysis of legislative proposals by analyzing their effect on industry and the department in order to understand their effects to ensure that management, the Board, and the Administration may take informed actions. 

	5%
	Other job-related duties as assigned and necessary for operational continuity. Attend staff meetings and prepare administrative paperwork to meet operational needs. Participate in professional development trainings, as well as tasks, trainings, and activities that support programmatic and workplace diversity, equity, and inclusion.

	TYPICAL WORKING CONDITIONS

	· Work Schedule: Monday through Friday, 40 hours per week.
· Energy Safety utilizes a hybrid remote/in-person work approach, with telework permitted when approved by management.
· Use of shared workspaces (hoteling stations) when working in the office.
· May occasionally be required to work unusual hours including nights and weekends inside and/or outside of the State of California including overnight stays.

	TRAVEL REQUIREMENTS:

	Occasionally, travel may be required, including overnight stays. The incumbent may also be required to work nonstandard hours, including evenings and weekends, and to travel within and outside the State of California by automobile and/or aircraft to attend, but not be limited to, trainings, conferences, meetings, and other activities necessary to perform job duties.

	DRIVING REQUIREMENTS: Choose an item.  

	If driving is required, it will be performed up to:     Choose an item.


	TELEWORK DESIGNATION:

	Energy Safety utilizes a Hybrid Remote/In-person approach enabling staff to telework, when approved by
management. Energy Safety will use shared workspaces for most staff (hoteling stations) when required to work in the office. This position is designated as telework eligible Office centered.

	CONFLICT OF INTEREST:       ☒    YES          ☐     NO

	This position is responsible for making or participating in the making of governmental decisions that may potentially have a material effect on personal financial interests. The appointee is required to complete Form 700 within 30 days of appointment, which identifies pertinent personal financial information.


	SPECIAL REQUIREMENTS:

	

	PHYSICAL AND ENVIRONMENTAL DESIGNATION Office: 

	Office Based: Work in a climate-controlled, high-rise building, open office environment, under artificial lighting; exposure to computer screens and other basic office equipment; work in a professional environment, under deadlines. There will be occasional fluctuations in temperature.  The employee will work in a cubicle and will periodically attend meetings and/or training outside of his/her assigned office. 


	ESSENTIAL PHYSICAL CHARACTERISTICS

	Note: Some of these requirements may be accommodated for otherwise qualified individuals requiring and requesting such reasonable accommodation.
	Activity
	Frequency
	Distance/Height

	Sitting
	Frequently (3-6 Hours)	     

	Standing
	Occasionally (Up to 3 Hours)	

	Running 
	Never	

	Walking
	Occasionally (Up to 3 Hours)	

	Crawling
	Never	

	Kneeling
	Never	

	Climbing
	Never	

	Squatting
	Never	

	Bending (neck)
	Never	

	Bending (waist)
	Never	

	Twisting (neck)
	Never	

	Twisting (waist)
	Never	

	Reaching (above shoulder)
	Occasionally (Up to 3 Hours)	

	Reaching (below shoulder)
	Occasionally (Up to 3 Hours)	

	Pushing & Pulling
	Occasionally (Up to 3 Hours)	

	Fine Manipulation
	Never	

	Power Grasping
	Never	

	Simple Grasping
	Occasionally (Up to 3 Hours)	

	Repetitive use of hand(s)
	Frequently (3-6 Hours)	

	Keyboard Use
	Frequently (3-6 Hours)	

	Mouse Use
	Frequently (3-6 Hours)	

	Walking on uneven ground
	Never	

	Driving
	Occasionally (Up to 3 Hours)	

	Lifting/Carrying
	Occasionally (Up to 3 Hours)	

	0 – 10 lbs.
	Occasionally (Up to 3 Hours)	

	11 – 25 lbs.
	Occasionally (Up to 3 Hours)	

	26 – 50 lbs.
	Never	

	51 – 75 lbs.
	Never	

	76 – 100 lbs. 
	Never	

	100 + lbs. 
	Never	




	The statements contained in this job description reflect general details as necessary to describe the principal functions of this job. It should not be considered an all-inclusive listing of work requirements. The incumbent of this position may perform other duties (commensurate with the classification) as assigned, including work in other functional areas to cover during absences, to equalize peak work periods, or to otherwise balance the workload.

	

	SUPERVISOR STATEMENT: 
I CERTIFY THIS DUTY STATEMENT REPRESENTS AN ACCURATE DESCRIPTION OF THE ESSENTIAL FUCNTIONS OF THIS POSITION. I HAVE DISCUSSED THE DUTIES OF THIS POSITION WITH THE EMPLOYEE AND PROVIDED THE EMPLOYEE WITH A COPY OF THIS DUTY STATEMENT.

	SUPERVISOR NAME (TYPE)
	SUPERVISOR SIGNATURE
	DATE

	
	
	

	EMPLOYEE STATEMENT:
I CERTIFY I HAVE READ, UNDERSTAND, AND CAN PERFORM THE DUTIES OF THIS POSITION EITHER WITH OR WITHOUT REASONABLE ACCOMMODATION. I HAVE DISCUSSED THESE DUTIES WITH MY SUPERVISOR AND HAVE BEEN PROVIDED A COPY OF THIS DUTY STATEMENT.

	EMPLOYEE NAME (TYPE)
	EMPLOYEE SIGNATURE
	DATE
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