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BOARD OF STATE AND COMMUNITY CORRECTIONS
DUTY STATEMENT
	Classification:
	Analyst II

	Working Title:
	Executive Analyst

	Position Number:
	917-100-5393-835

	Division:
	Executive

	Incumbent:
	Vacant


Section A: General Description

Under the general direction of the Executive Director of the Board of State and Community Corrections (BSCC), the Executive Analyst, an Analyst II, independently performs a variety of analytical duties with a high degree of responsibility and sensitivity in dealing with BSCC projects and issues. This position provides independent analytical and technical support to the BSCC Chair and Board Members, BSCC Executive Director, General Counsel, Director of In-Custody Death Review, Communications Director and other members of the Executive Team consisting of four Deputy Directors. 
Section B: Essential Functions

The incumbent must have the ability to perform the following essential functions with or without reasonable accommodation(s):
	25%
	
	Board Secretary: Coordinate with the Executive Team and staff on the organization and preparation of successful Board Meetings including creating agendas, managing Board Reports, ensuring the accurate and timely posting of all meeting materials to the BSCC website, etc. Assist with creating Board Chair and Executive Director’s talking points. Serve as the point of contact and coordinate Board Member attendance and travel to ensure there is a quorum. Assist the Board Chair with facilitating communication between BSCC Board Members, the Executive Team, and external stakeholders at Board Meetings. Independently coordinate with Information Technology staff to ensure Board Meetings are recorded using audio/video technology. Independently prepares and transcribes meeting minutes and maintain records of board decisions and actions. Independently ensures compliance with governance policies and legal requirements. Maintain confidentiality of sensitive information.


	25%
15%


	
	Special Projects: Independently serves as the Executive Analyst to the Board Chair, Executive Director, General Counsel, Director of In-Custody Death Review, Communications Director, and four Deputy Directors. Independently prepares and ensures the accuracy of all special projects assigned by the Executive Director or Executive Team. This includes performing the most difficult and complex technical work for these assignments, such as developing written proposals; developing and conducting surveys; collecting and analyzing data; preparing reports with recommendations, etc.; reviewing submissions and coordinating responses to special projects, assignments or drills assigned to agency staff by the Executive Director; analyze responses to ensure content is accurate, any data is appropriate and relevant, and any technical information is valid.
External Stakeholder Liaison: Point of contact for executive-level staff, the Governor's Office, legislative and congressional staff, BSCC Board Members, and other State, federal, and local agencies, which may include handling sensitive and confidential information or issues. Independently responsible for coordinating with all BSCC Board Members, including implementing the New Board Member Orientation Process. 


	15%

10%
10%

	
	Event and Document Coordination: Serve as the agency’s Public Records Act (PRA) Coordinator, working closely with the General Counsel and BSCC Divisions, independently identifying responsive records and preparing responses, assigning PRAs to the appropriate divisions for response, ensuring timely responses and compliance in the PRA portal; and independently running PRA Reports, as necessary. Independently responsible for managing, coordinating, and scheduling high-level events, meetings, public listening sessions, work-groups and speaking engagements; schedule all commitments including appointments with members of the Legislature and other internal and external stakeholders, review all calendar requests and speaking engagements; makes travel arrangements for BSCC Board Members, the Board Chair,  Executive Director, and Executive Team; ensures Board Meeting materials are accurate and posted on the BSCC website timely; prepares, processes, submits, tracks, and files travel reimbursements; interprets state travel guidelines and accurately determines appropriate travel reimbursements.
Legislative Analyst & Liaison: Coordinate with the Communications Director and provide high-level legislative technical expertise and recommendations related to legislative activities, including the coordination, development, and formulation of bill analyses; develop policies resulting from new or amended legislation. Liaise with internal and external stakeholders. Independently serve as the point of contact for BSCC Board Members, executive-level staff, the Governor’s Office, legislative and congressional staff, and other State, federal, and local agencies.
Correspondence Control: Independently review incoming correspondence and identifies priority items of critical concern and distributes or assigns to appropriate staff for action or preparation of response for signature. Responds to sensitive correspondence, telephone calls and visitors from the Governor's Office, members of Legislature, representatives of State, federal, or local agencies, and members of the stakeholder community. Participates in meetings, takes notes, and researches technical publications to maintain sufficient technical knowledge to accurately assign correspondence and to correspond with state, federal, and local officials and stakeholders. Other duties as assigned.

	
	
	


SECTION C: NON-ESSENTIAL FUNCTIONS

None.
SECTION D: ADA REQUIREMENT

Alternative(s) will be provided for incumbents who are unable to perform the non-essential functions of the job because of a disability as defined by the Americans with Disabilities Act (ADA).

SECTION E: KNOWLEDGE, SKILLS AND ABILITIES 
The incumbent must demonstrate the ability to perform high administrative and policy influencing functions effectively. Such overall ability requires possession of most of the following more specific knowledge and abilities: 

Knowledge of: Principles, practices, and trends of public and business administration, management and supportive staff services such as budgeting, personnel, and management analysis; government functions and organization; and methods and techniques of effective conference leadership. 

Ability to: Reason logically and creatively and utilize a variety of analytical techniques to resolve complex governmental and managerial problems; develop and evaluate alternatives; analyze data and present ideas and information effectively both orally and in writing; consult with and advise administrators or other interested parties on a wide variety of subject-matter areas; gain and maintain and confidence and cooperation of those contacted during the course of work; coordinate the work of others, act as a team or conference leader; and appear before legislative and other committees.
SECTION F: RESPONSIBILITY FOR DECISIONS (CONSEQUENCE OF ERROR)

The incumbent is responsible for exercising a wide degree of initiative in carrying out duties as assigned, and in doing so must ensure accuracy and compliance with BSCC policy as well as State and Federal laws, rules, regulations and guidelines. The Analyst II makes these decisions as a representative of the State of California while conducting work with local corrections agencies. The consequence of error in their decision making can be extremely high as those decisions inform the development of statewide selection and training standards.

SECTION G: PERSONAL CONTACT

Will have personal contact with state and local law enforcement, local governmental agencies, state control agencies, the executive branch, BSCC members and staff, advocacy groups, institutional and program staff, external stakeholders and professional groups. 

SECTION H: WORK ENVIRONMENT

In-office work in an office building in Sacramento, California a minimum of four days per week; and telework one day per week week. The incumbent must be able to travel as needed across California to attend meetings and events. Travel may include flying or driving and overnight stays. 

SECTION I: PHYSICAL REQUIREMENTS
	Check the frequency of activity required of the employee to perform the job 

	Activity 

(Hours per day) 
	Never 

(0 Hours) 
	Occasionally 

(up to 3 hours) 
	Frequently 

(3 to 6 hours) 
	Constantly 

(6 to 8 hours) 

	Sitting 
	X 

	Walking 
	X 

	Standing 
	X 

	Bending (neck/waist) 
	X 

	Squatting 
	X 

	Climbing 
	X 

	Kneeling 
	X 

	Crawling 
	X 

	Twisting (neck/waist) 
	X 

	Is repetitive use of hand(s) required? 
	X 

	Simple Grasping (R or L) 
	X 

	Power Grasping (R or L) 
	X 

	Fine Manipulation (R or L) 
	X 

	Pushing/Pulling (R or L) 
	X 

	Reaching (above/below shoulder level) 
	X 

	Lifting/Carrying 
	Occasionally lift banker’s boxes filled with paper files; will have to be lifted onto a cart and stored before archiving. 


SECTION J: SIGNATURE

By signing this document, I acknowledge I understand all requirements and information stated above and understand the duties may be modified in accordance with the established job specifications for the class and in conjunction with office needs and have received a copy of this duty statement.

_____________________________________
_____________________

Employee’s Signature




Date

I have discussed and provided a copy of this duty statement to the employee named above.

_______________________________________
_____________________

Supervisor’s Signature



Date
Rev 8/26

