
STATE OF CALIFORNIA 

DEPARTMENT OF MOTOR VEHICLES 
308-5393-002

Department of Motor Vehicles POSITION DUTY STATEMENT 

Division: Investigations Division Classification Title: 5393 Analyst II 

Branch:  Administrative Services Branch Working Title: HR Analyst 

Unit: Administrative Services Branch Tenure/Timebase: Permanent Fulltime 

Position City: Sacramento Position County: Sacramento County 

Position Number: 308-5393-002 CBID/Bargaining Unit: R0l 

Conflict of Interest Classification: Yes 

This position is designated under the Conflict of Interest Code. This position is responsible for making or 

participating in the making of governmental decisions that may potentially have a material effect on 

personal financial interests. The appointee is required to complete Form 700 within 30 days of 

appointment. Failure to comply with the Conflict of Interest Code requirements may void the 

appointment. 

Medical Evaluation: Yes Bilingual Language: Unknown 

Sensitive Position: No DMV Employee Pull Notice: Yes 

Fingerprint/Live Scan: Yes Professional License: No 

Work Week Group: 2 Date Approved: 

Direction Statement and General Description of Duties: Under the direction of the Investigations 

Divisions (INV) Chief of Staff, the incumbent performs complex analytical and consultive assignments. Act 

as lead analyst on assigned projects and performs the following duties. 

Percentage and Essential/Marginal Functions: 

50% 

(E) 

Independently research, analyze and prepare personnel justifications for staffing levels 

and classification issues. Prepare, process, and submit various personnel 

documents/forms/memos for new hires, promotions, reclassifications, separations, and 

retirements; submit and prepare Electronic Refill Requests, Opportunity Bulletins, 
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