


	
	

	Civil Service Classification
	Position Number	

	Analyst I
	397-101-5157-002
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☐  Current 
☒  Proposed
POSITION STATEMENT

	

	1. POSITION INFORMATION

	CIVIL SERVICE CLASSIFICATION: 
	WORKING TITLE: 

	Analyst I
	PAGA Unit Analyst

	NAME OF INCUMBENT: 
	POSITION NUMBER:

	Vacant
	397-101-5157-002

	OFFICE/SECTION/UNIT:
	SUPERVISOR’S NAME:

	PAGA Unit
	Alisa Melendez-Collier

	DIVISION: 
	SUPERVISOR’S CLASSIFICATION:

	N/A
	Supervisor I

	BRANCH:
	REVISION DATE:

	N/A
	8/12/2026

	Duties Based on: ☒ FT    ☐ PT– Fraction _______    ☐ INT    ☐ Temporary –  _______ hours

	2. REQUIREMENTS OF POSITION

	Check all that apply:
☒ Conflict of Interest Filing (Form 700) Required	☐ Call Center/Counter Environment
☐ May be Required to Work in Multiple Locations	☐ Requires Fingerprinting & Background Check 
☐ Requires DMV Pull Notice	☐ Bilingual Fluency (specify below in Description)
☒ Travel May be Required	☐ Other (specify below in Description)

	Description of Position Requirements:
(e.g., qualified Veteran, Class C driver’s license, bilingual, frequent travel, graveyard/swing shift, etc.)

	 

	3. DUTIES AND RESPONSIBILITIES OF POSITION

	Summary Statement:
(Briefly describe the position’s organizational setting and major functions)

	Under the supervision of the Supervisor I, the PAGA Unit Analyst (Analyst I) performs various analytical tasks in the Labor and Workforce Development Agency's (LWDA) Private Attorneys General Act (PAGA) Unit. The LWDA PAGA Unit administers early dispute resolution procedures designed to facilitate the payment of wages owed to workers. These procedures allow employers to resolve, or “cure,” Labor Code violations alleged by an employee and help parties avoid the delays and increased costs of litigation. The Analyst will review employer cure submissions, including payroll, time, and wage data, and assist the assigned attorney in determining the sufficiency of an employer’s cure and verifying cure completion. The Analyst will also receive direction from attorneys in the PAGA Unit.  


	Percentage of Duties
	Essential Functions

	45%











35%












15%
	Review and analyze employer submissions, providing notice the employer has completed required wage and other payment obligations owed to employees to resolve wage and hour violations; organize and audit time, payroll, and related employment and payment records produced by employers, and conduct analyses to verify accuracy and completeness of payments to affected employees for alleged Labor Code violations; prepare reports regarding employer cure notice submissions and make recommendations to assigned attorney regarding sufficiency of employer payments to employees for purposes of resolving alleged violations, including whether additional actions are required; work closely with assigned attorney in reviewing and analyzing cure payment data and related records; monitor and ensure compliance with applicable timeframes based on established guidelines and statutory requirements.

Review and analyze employer proposals to resolve wage and hour violations; conduct analyses of time, payroll, and wage data; audit, calculate, and compile data identifying potential wage or other payment obligations to affected employees; prepare reports assessing sufficiency of employer cure proposals and make recommendations to assigned attorney regarding sufficiency of employer proposals or additional actions required to ensure payment of wages or other money owed to affected employees; work closely with assigned attorney in review and analysis of employer cure proposals and submissions, including conference preparation; attend cure conferences with parties and assigned attorney, as necessary; assist in development and implementation of an agreement between the parties or a prescribed plan for the employer regarding actions necessary to resolve alleged wage violations; monitor and ensure compliance with applicable timeframes based on established guidelines and statutory requirements.

Maintain and update case records and information in various databases, including Salesforce;  review and analyze case filings and related records regarding trends or recurring issues involving PAGA cases and litigation; develop and prepare reports analyzing results showing patterns, trends, or other forecasted data involving PAGA, including through written memoranda, charts, graphs, and presentations, and make recommendations to unit leadership to support program and enforcement effectiveness.  


	Percentage of Duties
	Marginal Functions

	5%
	Performs other duties as assigned. 


	4. WORK ENVIRONMENT (Choose all that apply)

	Standing:	Occasionally - activity occurs < 33%
	Sitting:	Continuously - activity occurs > 66%

	Walking:	Occasionally - activity occurs < 33%
	Temperature:	Temperature Controlled Office Environment

	Lighting:	Artificial Lighting
	Pushing/Pulling: Occasionally - activity occurs < 33%

	Lifting:	Occasionally - activity occurs < 33%
	Bending/Stooping: Occasionally - activity occurs < 33%

	Other:	Click here to enter text.

	Type of Environment:
☒ High Rise	☒ Cubicle	☐ Warehouse	☐ Outdoors	☐ Other: 

	Interaction with Customers:
☐ Required to work in the lobby	☐ Required to work at a public counter
☐ Required to assist customers on the phone	☐ Required to assist customers in person
☐ Other: 

	5. SUPERVISION EXERCISED:
(List total per each classification of staff)

	N/A

	6. SIGNATURES

	Employee’s Statement:
I have reviewed and discussed the duties and responsibilities of this position with my supervisor and have received a copy of the Position Statement.

	Employee’s Name: 

	Employee’s Signature:	Date:


	Supervisor’s Statement:
I have reviewed the duties and responsibilities of this position and have provided a copy of the Position Statement to the employee.

	Supervisor’s Name: 

	Supervisor’s Signature:	Date:

	7. HRSD USE ONLY

	Personnel Management Group (PMG) Approval

	☒  Duties meet class specification and allocation guidelines.
☐  Exceptional allocation, STD-625 on file.
	PMG Analyst Initials
	Date Approved

	
	HV
	8/27/2026

	Reasonable Accommodation Unit use ONLY (completed after appointment, if needed)
If a Reasonable Accommodation is necessary, please complete a Request for Reasonable Accommodation (DE 8421) form and submit to Human Resource Services Division (HRSD), Reasonable Accommodation Coordinator. 
List any Reasonable Accommodations made: 

	 



Supervisor: After signatures are obtained, make 2 copies:
· Send a copy to HRSD (via your Attendance Clerk) to file in the employee’s Official Personnel File (OPF) 
· Provide a copy to the employee 
· File original in the supervisor’s drop file
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