   State of California
CALIFORNIA CONSERVATION CORPS
POSITION DUTY STATEMENT
	WORKING TITLE OF POSITION
WSP Program Analyst 
	REPORTING UNIT NUMBER
714

	DIVISION/BRANCH OR CENTER
WWRD - Watershed Stewards Program
	LOCATION
Los Padres Center San Luis Obispo

	CLASS TITLE
Analyst 1
	POSITION #
533-714-5157-xx
	EFFECTIVE DATE
November 1, 2027


Supervision Exercised
	NUMBER
	DIRECT SUPERVISION CLASSIFICATION
N/A
	NUMBER
	INDIRECT SUPERVISION CLASSIFICATION


Effective on the date indicated, the employee performs the following duties and responsibilities assigned to the position above.

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.

Under the supervision of the WSP Program Manager (Supervisor 1) and the direction of the two WSP Regional Program Coordinators (Analyst 2), the WSP Program Analyst (Analyst 1) serves as the program messaging/ outreach specialist and performs various analytical duties and basic tasks such as media development, program recruitment, application facilitation, interview facilitation, data management, and professional editing.

	
		Relative time required
	



	30%
	Program Recruitment 
· Manage the WSP email inbox(s) for recruitment including determining accurate correspondence with applicants and stakeholders.
· Monitor and track Corpsmember and Placement Site applications, determine, write and manage email responses and complete applicant trackers.
· Conduct, analyze and score interviews of Corpsmember applicants, assess applicant eligibility, discuss Placement Site options with applicant and make recommendations.
· Research and conduct outreach for lower cost housing options in Placement Site communities, and other barriers, to assist with diversifying CM recruitment.


	30%
	Public Engagement & Presentations
· Provide feedback and edits on Corpsmembers’ professional writing and graphic submissions and ensure all final products adhere to program branding requirements. 
· Review, edit, and approve/coach Corpsmembers on content creation and oversee the posting schedule for WSP’s social media platforms (Instagram, Facebook, LinkedIn, YouTube). 
· Update and develop new outreach materials for tabling and outreach events.
· Organize and manage WSP’s photo archive. Create new ways for submission and archiving processes, engage and encourage Corpsmember and Placement Site program documentation. Determine media worthy photos and video and compile for reports and presentations.
· Update and maintain media outreach and email templates.
· Assist staff in the development of program presentation content.
· Interact with confidential program materials according to department policy.
· Plan and facilitate Corpsmember booth presentations at various outreach events in CA.
· Develop a system for tracking outreach and provide analysis on effectiveness.

	25%
	 Grant Analysis and Program Compliance
· Conduct program data analysis and report development.
· Assist with design and creation of online surveys using JotForm, Survey Monkey, Survey123 and Excel.
· Monitor Corpsmember timesheet and datasheet submissions for accuracy and work with staff to report Corpsmember time into the internal system.
· Assist Program Coordinators with select Placement Site visits by taking notes and capturing content for social media while in the field with Corpsmembers.
· Review Program written materials, edit, and provide feedback to Corpsmembers and staff


	10%
	Program and Facilities Support
· Attend Weekly Staff Meetings and other assigned meetings and employee training requirements.
· Contribute to monthly communications regarding program updates, resources, and reminders for Corpsmembers and Placement Sites.
· Support WSP’s Program Coordinators efforts in training development and facilitation.
· Assist WSP’s San Luis Obispo office through organization and care of materials and equipment

	5%
	Promote Diversity, Equity, and Inclusion
Participate in professional development trainings, as well as tasks, trainings, and activities that support programmatic and workplace diversity, equity, and inclusion.






Working Conditions
· This position is designated as office-centered and works primarily on-site at the WSP Office 6-miles outside of San Luis Obispo.
· The incumbent will periodically be assigned to work evenings and weekends for trainings and events and may be required to move and transport equipment and supplies. 
· Occasional teleworking is possible, but not usual.
· Multi-night in-state travel will be required, and travel reimbursement is provided.


Employee Signature _____________________________	Date: ________________

Supervisor Signature ____________________________     Date: ________________

