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Department Statement:
California is one of the most biodiverse places on the planet. As such, the Department of Fish and Wildlife (CDFW) values diverse employees working together to protect nature for all Californians. CDFW is committed to fostering an inclusive work environment where all backgrounds, cultures, and personal experiences can thrive and connect others to our critical mission.

	INSTRUCTIONS: A duty statement and organizational chart  must be submitted with each Request for Personnel Action, Form 242
	EFFECTIVE DATE TBD

	
	

	DFW DIVISION/BRANCH/REGION/OFFICE
Marine Region
	POSITION NUMBER (Agency-Unit-Class-Serial)
565-772-5157-018      

	UNIT NAME AND  LOCATION
Procurement and Administrative Support/Seal Beach, Santa Rosa & Monterey
	CLASS TITLE
Analyst I

	INCUMBENT  
Vacant
	CURRENT POSITION NUMBER (Agency-Unit-Class-Serial)
565-772-5157-018      

	BRIEFLY DESCRIBE THE POSITION’S ORGANIZATION SETTING AND MAJOR FUNCTIONS
Under the supervision of Administrative Officer II, the employee performs various technical and analytical duties for regional procurement management and administrative support. Duties include the following functions:



	PERCENTAGE OF TIME PERFORMING DUTIES
	INDICATE THE DUTIES AND RESPONSIBILITIES ASSIGNED TO THE POSITION AND THE PERCENTAGE OF TIME SPENT ON EACH.  GROUP RELATED TASKS UNDER THE SAME PERCENTAGE WITH THE HIGHEST PERCENTAGE FIRST.  (USE THE REVERSE SIDE IF NECESSARY.)

	

45%









25%







20%




5%


5%



	ESSENTIAL FUNCTIONS:

Responsible for preparation and processing of under $100 purchase requests for the region. Reviews and analyzes purchase requests to determine completeness, appropriate coding and compliance with applicable State and Department purchasing statutes, regulations, policies, and procedures; researches and applies established purchasing requirements and procedures to requests and identifies potential issues or deficiencies requiring additional review or clarification. Researches and interprets purchasing policies, procedures, and applicable requirements in response to staff inquiries; reviews purchasing related questions and issues and provides guidance and recommendations to assist staff in resolving compliance and procedural issues.
Will act as the backup for the region’s other Procurement Analysts.

Regional Support – Assist with logistics planning and coordination for meetings. Assist with public facing documents for compliance with applicable American with Disabilities Act accessibility requirements and identifies potential accessibility concerns. Prepare travel expense claims; fill out forms and paperwork, attend staff meetings and record meeting minutes, prepare meeting summaries and distribute. Receives and reviews Public Records Act (PRA) requests to identify the records being requested; gathers and organizes relevant information, routes requests to the appropriate staff for review, and monitors requests to ensure timely handling.

Acts as the Regional Coordinator for all printing requests with the Office of State Printing (OSP). Responsible to create, maintain and track all printing requests for the Region

NON-ESSENTIAL FUNCTIONS:

Cross train with the Regions other Procurement Analysts, participates in special projects and other duties as required and other region wide responsibilities under Administrative Officer II.

Assists with arranging meetings and conferences on behalf of the Regional Manager and senior staff, contacting participants and arranging for meeting rooms and equipment
preparing meeting handouts and visual aids; taking detailed meeting notes; transcribes notes, prepares and distributes meeting summaries suitable for a range of audiences. Edits and transcribes meeting notes; prepare and distribute summaries.


Special Personal Characteristics:  .

Negotiate deadlines and timelines for the delivery of products or services. Interact tactfully and diplomatically with a variety of audiences, including frustrated, confused, or otherwise emotional individuals. Work under the pressure of a heavy workload and tight timelines when completing projects and assignments. Work independently on projects or assignments without close supervision or detailed instructions.

Interpersonal Skills: 

Demonstrated ability to act and work independently, open-mindedness, flexibility, and tact.

WORKING CONDITIONS:  

Ability to use a computer keyboard several hours a day.
Involves sitting most of the time but may involve walking or standing for brief periods.
Attend meetings and conference calls.  Work with staff statewide to complete work assignments. May be required to travel up to 5% of the time.


	SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.

	PRINT SUPERVISOR’S NAME
Kristi Rizzo
	SUPERVISOR’S SIGNATURE

	DATE

	EMPLOYEE’S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE RECEIVED A COPY OF THE DUTY STATEMENT.
I HAVE READ AND UNDERSTAND THE DUTIES AND ESSENTIAL FUNCTIONS OF THE POSITION AND CAN PERFORM THESE DUTIES WITH OR WITHOUT REASONABLE ACCOMMODATION. 

	PRINT EMPLOYEE’S NAME

	EMPLOYEE’S SIGNATURE

	DATE





