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	1. POSITION INFORMATION

	Civil Service Classification 
	Working Title 

	Analyst IV (5403)
	Senior Policy & Requirements Analyst

	Employee Name 
	Position Number

	Vacant
	791-711-5403-001

	Project/Division Name
	Supervisor’s Name

	State Verification Hub
	Dana Perez

	Unit
	Supervisor’s Classification

	 
	Information Technology (IT) Manager I

	Physical Work Location
	Duties Based on:

	2870 Gateway Oaks Dr. Sacramento, CA
	☒ Full Time ☐ Part Time - Fraction Click here to enter text.

	Effective Date
	

	TBD
	

	2. REQUIREMENTS OF POSITION

	Check all that apply:
☒ Conflict of Interest Filing (Form 700) Required	☒ Requires Fingerprinting & Background Check
☐ May be Required to Work in Multiple Locations	☐ Other (specify below in Description)

	Description of Position Requirements (e.g., the position may move from project to project upon business need, managing staff at an alternate location, graveyard/swing shift, frequent travel, etc.): 

	N/A

	3. DUTIES AND RESPONSIBILITIES OF POSITION

	Summary Statement (Briefly describe the position’s organizational setting and major functions):
The Senior Policy & Requirements Analyst, (Analyst IV) serves as a lead for the Statewide Verification Hub (SVH), a California Health and Human Services Agency (CalHHS) wide capability/project that provides a consistent approach to verifying eligibility criteria across state health and human service programs.

This position conducts research and analysis of the most complex statutes, regulations, and program policies; works directly with program policy leaders and subject-matter experts across the CalHHS to understand and reconcile program-specific verification requirements; and independently translates those requirements into verification rules, decision logic, and policy frameworks that can be consistently operationalized through the SVH and related efforts. 
The Senior Policy & Requirements Analyst identifies and resolves policy ambiguities and cross-program issues, evaluates the policy implications of proposed verification approaches and outcomes, and develops recommendations for program and Agency leadership to ensure that SVH verification practices remain accurate, consistent, policy-aligned, and responsive to changes in law and program requirements.


	Percentage of Duties
	Essential Functions
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	Independently conducts research and analysis of existing and proposed state and federal policies, regulations, and statues, as well as health and human service program eligibility requirements and verification practices across CalHHS. Identifies and interprets state and federal requirements that need to be met for CalHHS programs/technical solutions as they relate to the Statewide Verification Hub (SVH) and related efforts. 

Leads cross-department/program policy consultation and analysis with internal and external partners and stakeholders such as subject-matter experts, policy developers, and executives to identify program-specific policy and solution requirements associated with program eligibility; verification, exemption, exception, and continuation criteria; ensure approved policy interpretations are accurately incorporated into SVH capabilities and remain aligned with changes in law, regulation, and program policy; identify, develop, and implement data requirements. 

Provides recommendations to resolve the most complex and sensitive policy, regulation, and requirement issues as they relate to the SVH and related efforts. 


Leads the development of technical/business requirements that translate policy and regulation needs into system validation rules and solution decision logic that includes thresholds, sequencing, exceptions, verification outcomes, and data. Defines how statutory, regulatory, and CalHHS program requirements can be consistently and appropriately operationalized through the SVH and related efforts. Identifies policy ambiguities and develops recommendations for their resolution. Creates test cases, conducts testing to confirm policy logic and solution requirements were delivered as intended. 

Continually evaluates and validates policies, rules, and outcomes to assess alignment with applicable program requirements and identify gaps, inconsistencies, unintended consequences. Stays abreast of and analyzes policy changes and emerging requirements for agencywide verification capabilities.

Develops and presents recommendations to CalHHS program and Agency leadership regarding policy and operational issues affecting SVH and related efforts. Recommends opportunities for new or improved solutions and enhancements that meet CalHHS program and policy needs. 











	Percentage of Duties
	Marginal Functions

	5%
	Perform other duties as assigned.

	4. WORK ENVIRONMENT (Choose all that apply from the drop-down menus)

	Standing:	Infrequent (7-12%)
	Sitting:	Frequent (51-75%)

	Walking:	Occasional (13-25%)
	Temperature:	Temperature Controlled Office Environment

	Lighting:	Choose an item.
	Pushing/Pulling:	Not Applicable

	Lifting:	Not Applicable
	Bending/Stooping:	1-25%

	Other:	Click here to enter text.

	Type of Environment:     a. Cubicle      b. Select  

	Interaction with Public:    a. Required to assist customers on the phone and in person.    b. Select    c. Select. 

	5. SUPERVISION

	Supervision Exercised (e.g., Directly – 1 Information Technology Supervisor II; Indirectly – 5 Information Technology Associates)

	

	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 Duty Statement and can perform the duties outlined above without a Reasonable Accommodation.

	Employee’s Name (Print)
 

	Employee’s Signature	Date


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

	Supervisor’s Name (Print)
 

	Supervisor’s Signature	Date


	7. HRD USE ONLY

	Human Resources Division Approval

	☐  Duties meet class specification and allocation guidelines.
☐  Exceptional allocation, 625 on file.
	HR Analyst initials
		Date approved




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

	Click here to enter text.




**	AFTER SIGNATURES ARE OBTAINED:
· SEND THE ORIGINAL DUTY STATEMENT TO HRD TO FILE IN THE EMPLOYEE’S OFFICIAL PERSONNEL FILE (OPF) 
· PROVIDE A COPY TO THE EMPLOYEE
· FILE A COPY IN THE SUPERVISOR’S DROP FILE
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