STATE OF CALIFORNIA

DEPARTMENT OF FORESTRY AND FIRE PROTECTION

POSITION ESSENTIAL FUNCTIONS DUTIES STATEMENT
PO-199 (06/16)

Working Title of Position
Analyst Il — Southern Region Hand Crew Program

Division and/or Subdivision
Southern Region Headquarters

INSTRUCTIONS: The Director is required by Government Code Section
19818.12 to report (or to record) “...material changes in the duties of any
position in his or her jurisdiction”. The Position Essential Functions Duties
Statement is used for this purpose. Enter identifying information and effective
date at the right. Enter brief description of each of the important duties and
responsibilities of the position below. Group related duties in numbered
paragraphs and indicate the percentage of total time occupied. Indicate the
"essential functions" of the position by placing an asterisk (*) in front of those
individual duties you determine to be essential to the job. Discuss the duties
with the employee assigned to the position. Both the employee and

Location of Headquarters
Riverside

Class Title of Position
Analyst I

Position Number
541-401-5393-730

Effective Date
9/15/2026

supervisor sign the document where indicated. The supervisor retains the
original document and provides a copy to the employee.

Percentage of Time | Effective on the date indicated, the employee assigned to the position identified above performs
Required the following duties and responsibilities.

Under the supervision of the Assistant Chief of the Southern Region Hand Crew Program, the
Hand Crew AGPA is responsible for providing support services to the Southern Region Hand
Crew program and Region Operations programs, performing the following duties:

40% *Provide analytical and administrative support to the Southern Region Crew Program including
bi-weekly crew strengths, FC-79 Work Program Analysis report data submission, and Camp
Management Review. *Develop and deliver reports, presentations, and other communications
to a wide spectrum of audiences. *Coordinate and complete defined-term projects for the
program as needed, either independently or by leading a team. *Collaborate to implement policy
revision and deliver presentations with various stakeholders and audiences as needed.
*Resposible for completing briefings for the Deputy Chief Operations, Executive Staff, and other
stakeholders. Respond to legislative inquiries as needed. *Serve as a Subject Matter Expert
(SME) for FC-77 Reimbursment for partner agencies. *Collaborate with other Fire Protection
programs, Management Services, the Incident Finance Committee, and other external
organizational bodies as needed. *Retrieve, analyze, and formulate procedures, and guidelines.
*Analyze and audit the Southern Regions portion of the Department Annual Statistics “red book”
and determine statistical gaps and validate statistical reports. *Work with Units and Sacramento
Program to ensure accuracy and timely reporting.

15% *Facilitate Region Operations Programs purchasing utilizing the Financial Information System
for California (Fi$Cal). *Track Region appropriate operational program budgets and work with
Region Finance staff as needed.

10% *Coordinate and facilitate maintenance and updating of the Crew Program Policy Handbooks.
*Assist in drafting new and updating existing policies, procedures, exhibits and forms.

*These are the essential functions for this position. Essential functions are those functions that the individual who holds
the position must be able to perform unaided or with the assistance of a reasonable accommodation.

Equal Employment Opportunity (EEO) Statement: All CAL FIRE employees are expected to conduct themselves in a
professional manner that demonstrates respect for all employees and others they come in contact with during work hours, during
work related activities, and anytime they represent the department. Additionally, all CAL FIRE employees are responsible for
promoting a safe and secure work environment free from discrimination, harassment, inappropriate conduct, or retaliation.

Job qualifications and/or conditions of employment: May be required to work overtime. Short and long term travel for
meetings, training, or emergency assignments may be required. Possession of a valid driver’s license of the
appropriate class issued by the Department of Motor Vehicles is required prior to appointment.

"We have discussed this document in its entirety and understand the duties of this position."

Employee Signature Date Supervisor Signature Date
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Percentage of Time | Effective on the date indicated, the employee assigned to the position identified above performs
Required the following duties and responsibilities.

10% *Prepare agendas for meetings, take and transcribe dictation, prepare correspondence
independently utilizing a wide knowledge of vocabulary, grammar, and spelling. *Coordinate
travel arrangements, prepare itineraries, prepare and compile travel vouchers and records.

10% *Participate on various instructor cadres, working groups, committees, and incidents regarding
crew related topics

5% *Provide analytical support to Southern Region Mobile equipment using Collective Data
validating trends, vehicle accident trends and annual reporting.

5% *Attend bi-annual camp management reviews. *Attend on-going training regularly. Provide
training to staff when necessary.

5% Other duties as required

*These are the essential functions for this position. Essential functions are those functions that the individual who holds
the position must be able to perform unaided or with the assistance of a reasonable accommodation.

Equal Employment Opportunity (EEO) Statement: All CAL FIRE employees are expected to conduct themselves in a
professional manner that demonstrates respect for all employees and others they come in contact with during work hours, during
work related activities, and anytime they represent the department. Additionally, all CAL FIRE employees are responsible for
promoting a safe and secure work environment free from discrimination, harassment, inappropriate conduct, or retaliation.

Job qualifications and/or conditions of employment: May be required to work overtime. Short and long term travel for
meetings, training, or emergency assignments may be required. Possession of a valid driver license of the appropriate
class issued by the Department of Motor Vehicles is required prior to appointment. Desirable qualifications: Proven
proficiency in the use of Microsoft Office Applications (e.g. Word, Excel, Visio, PowerPoint, OneNote, Publisher, Lync,
Access, Outlook Calendar, Sharepoint, etc.).

"We have discussed this document in its entirety and understand the duties of this position."
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