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	RPA #
	C&P Analyst Approval
	Date

	Employee Name
Vacant
	Division
Human Resources 

	Position No / Agency-Unit-Class-Serial
480-543-5157-xxx
	Unit


	Class Title
Analyst II
	Location
NAPA

	Subject to Conflict of Interest
· Yes	No
	CBID
R01
	Work Week Group: 2
	Pay Differential
NONE
	Other

	MAJOR TASKS, DUTIES, AND RESPONSIBILITIES
Under the general direction of the Human Resources Director, the Human Resources Risk & Compliance Analyst performs varied analytical work in support of the Human Resources Division’s compliance with applicable federal and state laws, California Department of Human Resources (CalHR) rules and policies, Government Code, California Code of Regulations, State Administrative Manual provisions, Personnel Management Memos, collective bargaining agreements, departmental policies and procedures, and other applicable control agency requirements.
The incumbent reviews Human Resources policies, procedures, records, transactions, and business practices to identify compliance issues and areas of risk; researches and interprets applicable personnel authorities; conducts administrative compliance reviews; prepares findings and recommendations; assists management with corrective actions; tracks changes in personnel requirements; prepares reports and related documentation; and provides technical guidance to Human Resources staff and management.
The incumbent exercises initiative and sound judgment in performing assigned analytical work and maintains the confidentiality of sensitive personnel information. Assignments at the Analyst II level are performed with greater independence and responsibility consistent with the classification specification.


	% 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; percentage must total 100%. (Use additional sheets if necessary).

	35%
	Research and analyzes applicable federal and state personnel laws, Government Code provisions, California Code of Regulations, CalHR rules and policies, Personnel Management Memos, State Administrative Manual requirements, collective bargaining agreements, departmental policies and procedures, and other applicable personnel authorities to determine their effect on Human Resources operations.
Reviews new and revised personnel requirements and identifies affected Human Resources policies, procedures, forms, records, processes, and practices. Compare existing practices with applicable requirements to identify inconsistencies, gaps, or areas requiring clarification or corrective action.
Prepares written analyses, summaries, recommendations, policy revisions, procedures, and other documentation for management review. Maintains information regarding changes in personnel requirements and assists Human Resources management and staff in implementing required changes. Reviews Human Resources policies and procedures for consistency with applicable authority and recommends revisions necessary to maintain compliance and consistent application throughout the Division.

	
30%












	Conducts administrative reviews of assigned Human Resources programs, records, transactions, processes, and documentation to determine compliance with applicable personnel laws, rules, policies, procedures, and control agency requirements.
Establishes review criteria based upon applicable authority; examines records and supporting documentation; identifies discrepancies, exceptions, control weaknesses, and recurring compliance issues; and evaluates the nature and potential effect of identified deficiencies.
Documents review results and prepare findings and recommendations for management consideration. Works with appropriate Human Resources program areas to identify corrective actions, responsible parties, and completion dates. Tracks corrective actions and follows up on outstanding items to determine whether identified deficiencies have been addressed.
Analyzes recurring findings and operational trends to identify areas of potential Human Resources risk and recommends changes to procedures, internal controls, documentation, training, or other administrative practices to reduce the likelihood of future noncompliance. Maintains supporting documentation sufficient to identify the scope of the review, applicable criteria, records examined, findings, recommendations, and disposition of corrective actions.


	
25%
	Prepares compliance reports, management summaries, correspondence, briefing materials, and other written products regarding identified issues, regulatory changes, review results, corrective actions, and areas requiring management attention.
Provides technical assistance to Human Resources staff and management regarding applicable personnel requirements, departmental policies and procedures, documentation standards, and compliance-related processes. Research questions, identifies applicable authority, and communicates findings to the appropriate program area or management.
Develops or assists with compliance-related training, reference materials, procedures, checklists, job aids, and employee communications to promote consistent application of Human Resources requirements. Coordinates with Human Resources program areas and, as appropriate, departmental or state control agencies regarding compliance related assignments, information requests, corrective actions, and implementation of personnel requirements.


	
10%
	Maintains organized and confidential records relating to compliance reviews, findings, corrective actions, policy updates, regulatory changes, and other assigned analytical work. Performs quality assurance reviews of assigned Human Resources records and documentation to identify incomplete, inconsistent, or inaccurate information and coordinates appropriate correction with responsible staff.
Assists with responses to audits, control agency requests, and other compliance-related information requests by gathering, organizing, reviewing, and preparing supporting documentation. Participates in meetings, workgroups, training, and special assignments related to Human Resources compliance and performs other related duties consistent with the classification as required.


	%
	SITE SPECIFIC DUTIES
NONE

	%
	TECHNICAL PROFICIENCY
NONE

	
	1.	SUPERVISION RECEIVED
Works under the general direction of the Human Resources Director. Assignments and priorities may also be established in coordination with Human Resources management based upon operational and compliance needs. The incumbent is expected to exercise initiative and sound judgment in researching issues, analyzing information, identifying applicable authority, developing recommendations, and completing assigned analytical work.
.
2.SUPERVISION EXERCISED
The position does not exercise supervisory authority. The incumbent may serve as a lead on assigned compliance reviews, special assignments, or workgroups and may coordinate activities and information with Human Resources staff and other departmental programs.

3. KNOWLEDGE AND ABILITIES

KNOWLEDGE OF:
4. Principles, practices, and trends of public personnel administration.
5. California civil service personnel laws, rules, policies, and procedures.
6. Government Code, California Code of Regulations, CalHR rules and policies, Personnel Management Memos, State Administrative Manual provisions, and other applicable personnel authorities.
7. Principles and methods of administrative analysis, research, and problem solving.
8. Methods used to review processes, records, and internal controls for compliance.
9. Principles of effective written communication, report preparation, and presentation.
10. Organization and functions of California State government.
· Confidentiality requirements applicable to personnel information.

ABILITY TO:
11. Research, interpret, and apply complex laws, rules, regulations, policies, procedures, and collective bargaining provisions.
12. Analyze Human Resources programs, records, transactions, and processes and identify compliance issues.
13. Evaluate information, identify problems, determine alternatives, and develop supportable recommendations.
14. Prepare clear, concise, accurate, and well-organized reports, analyses, procedures, correspondence, and other written work.
15. Organize and document compliance reviews and corrective actions.
16. Communicate technical information clearly to staff and management.
17. Manage multiple assignments and meet established deadlines.
18. Exercise sound judgment and maintain confidentiality.
19. Establish and maintain cooperative working relationships with employees, management, stakeholders, and control agencies.

20. REQUIRED COMPETENCIES
Analytical Thinking: Applies research and analytical methods to evaluate Human Resources requirements, practices, records, and processes; identifies issues; evaluates alternatives; and develops recommendations supported by applicable authority and available information.
Attention to Detail: Reviews personnel records, policies, procedures, and supporting documentation accurately and identifies inconsistencies, omissions, and compliance concerns.
Written Communication: Prepares clear, concise, accurate, and appropriately documented reports, findings, recommendations, policies, procedures, and correspondence.
Oral Communication: Communicates compliance requirements, findings, and technical information clearly and professionally to employees, managers, and other stakeholders.
Organization and Time Management: Establishes priorities, maintains documentation, manages multiple assignments, and completes work within established timeframes.
Judgment and Confidentiality: Exercises appropriate discretion and safeguards confidential and sensitive personnel information.
Adaptability: Responds effectively to changes in personnel requirements, operational priorities, and assignments while maintaining accuracy and quality.
Professionalism: Demonstrates integrity, accountability, respect, and professionalism when performing assigned responsibilities.
SCOPE OF RESPONSIBILITY
The incumbent’s responsibilities are administrative and analytical in nature. The position identifies and evaluates Human Resources compliance issues and provides findings, recommendations, technical assistance, and follow-up within the scope of assigned responsibilities. Matters requiring legal interpretation, formal investigation, disciplinary determination, labor relations determination, EEO determination, or other authority assigned to another departmental program are referred to the appropriate program or authority.


SAFETY
The incumbent shall comply with all departmental and statewide safety requirements and immediately report identified safety concerns in accordance with departmental procedures.

CULTURAL AWARENESS
The incumbent shall demonstrate awareness of and respect for cultural differences and work effectively with individuals from diverse backgrounds. The incumbent shall support a professional, inclusive, and respectful workplace.

CONFIDENTIALITY
The incumbent has access to confidential and sensitive personnel information and is responsible for safeguarding such information in accordance with applicable laws, regulations, policies, and departmental procedures.

PROFESSIONALISM
The incumbent shall conduct business in a professional manner and demonstrate integrity, accountability, sound judgment, and respect in interactions with employees, management, control agencies, and other stakeholders.

SITE SPECIFIC COMPETENCIES
None.

5.LICENSE OR CERTIFICATION – NOT APPLICABLE

6.TRAINING - Training Category = 
The employee is required to keep current with the completion of all required training.

7. WORKING CONDITIONS
Work is primarily performed in an office environment and requires extensive use of a computer and other office equipment. The incumbent may be required to attend meetings at various locations within the hospital or department. The incumbent must comply with applicable federal and state laws, CalHR requirements, departmental policies and procedures, collective bargaining agreements, confidentiality requirements, and workplace safety requirements. The employee may be required to adjust work hours, work overtime, or perform duties at other work locations based upon operational needs.

EMPLOYEE IS REQUIRED TO:
· Maintain current knowledge of applicable personnel laws, rules, regulations, CalHR policies, control agency requirements, and departmental procedures.
· Perform objective and well-documented analysis of Human Resources compliance issues.
· Maintain accurate records supporting findings, recommendations, and corrective actions.
· Communicate effectively and professionally with employees, management, stakeholders, and control agencies.
· Protect confidential and sensitive personnel information.
· Exercise sound judgment and appropriately elevate matters outside the scope of assigned authority.
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