DEPARTMENT OF FORESTRY AND FIRE PROTECTION
POSITION ESSENTIAL FUNCTIONS DUTIES STATEMENT
PO-199 (06/16)
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 supervisor sign the document where indicated. The supervisor retains the original document and provides a copy to the employee.

Division and/or Subdivision Office of Legislation Location of Headquarters
Sacramento
Class Title of Position Analyst I
Position Number 541-004-5157-701
Effective Date September 1, 2026
Working Title of Position Legislative Analyst
STATE OF CALIFORNIA
DEPARTMENT OF FORESTRY AND FIRE PROTECTION
POSITION ESSENTIAL FUNCTIONS DUTIES STATEMENT
PO-199 (06/16) - PAGE 2

Working Title of Position Legislative Analyst
STATE OF CALIFORNIA


Percentage of Time Required






30%











30%

Effective on the date indicated, the employee assigned to the position identified above performs the following duties and responsibilities.
Under the supervision of the Legislative Manager (Supervisor I) of the Office of Legislation, the Legislative Analyst (Analyst I) will complete less complex
legislative analyses and other special projects as assigned. Duties include, but are not limited to:


*Assist in the completion of bill analyses and enrolled bill reports (EBRs), including specific information required by the Governor's Office, using Microsoft Word computer skills. *Research and write bill analyses, which include a summary of the bill, the reason for the bill, the Department's position on the bill and the reasons for its position, any legislative history relevant to the bill, any relevant information about similar programs in other states, and a list of the organizations that support or oppose the bill, including their arguments. *Collaborate with the Department of Forestry and Fire Protection (CAL FIRE) program staff to compile the programmatic and fiscal impacts of the legislation, relevant program background information, and legal impacts to be included in each bill analysis. *Contact authors' offices for relevant information pertaining to analyzed bills. *Track each analysis through the review and approval process, ensures the analysis is signed by the Department Director, and submits it to the Resources Agency in accordance with established due dates.
*Track inquiries from legislative members, their staff, the Legislative Analyst’s Office, the Department of Finance, and other external organizations, and assists in coordinating responses. *With assistance from the Legislative Manager and/or Assistant Deputy Director, completes special projects regarding the Department’s legislative agenda, including but not limited to, coordinating meet-and-greets with members of the Legislature, and coordinating tours of Department facilities and activities for members of the Legislature and their staff.




*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: See page 2




Job qualifications and/or conditions of employment:

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


Employee Signature	Date	Supervisor Signature	Date
Personnel use only	Posted to Directory		
Initials and date



Percentage of Time Required

Effective on the date indicated, the employee assigned to the position identified above performs the following duties and responsibilities.


*Compile and distribute preapproved information about the Department to legislative members, their staff, the Legislative Analyst’s Office, and the Department of Finance in coordination with CAL FIRE’s Communications Bureau and other appropriate program staff.


25%






10%





5%

*With assistance from the Legislative Manager and/or Assistant Deputy Director, research and evaluate legislation that may impact CAL FIRE. *Track and monitor legislative hearings on specified issues affecting CAL FIRE programs, review all bills introduced and amended in the California State Legislature to identify bills that may directly or indirectly affect the Department, and work with CAL FIRE program staff to determine if and how legislation would impact CAL FIRE. *Maintain an electronic tracking system through frequent and timely updates.

*Assist with coordinating program staff to complete legislatively mandated reports, including providing guidance to program staff on the completion of the reports, reviewing and editing reports, and ensuring all reports complete the appropriate review process before being submitted to the Natural Resources Agency and the Governor’s Office. *Review legislative concepts, proposals, and amendments.
Other job-related duties as assigned. Desirable Qualifications
· Self-motivated, proactive, enthusiastic, and responsible
· Ability to read and interpret legislation and statute
· Ability to think logically, critically, and creatively
· Excellent writing skills
· Excellent analytical and research skills
· Strong organization and time management skills
· Ability to establish and maintain excellent cooperative working relationships
· Ability to prioritize multiple workloads and perform well under pressure to ensure deadlines are met
· Proficiency in Microsoft Word, Outlook, and Excel
· Knowledgeable of the State's legislative process


*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:

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


Employee Signature	Date	Supervisor Signature	Date


Personnel use only	Posted to Directory		
Initials and Date

DEPARTMENT OF FORESTRY AND FIRE PROTECTION
POSITION ESSENTIAL FUNCTIONS DUTIES STATEMENT
PO-199 (06/16)
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 supervisor sign the document where indicated. The supervisor retains the original document and provides a copy to the employee.

Division and/or Subdivision Office of Legislation
Location of Headquarters Sacramento
Class Title of Position Analyst II
Position Number 541-004-5393-702
Effective Date August 31, 2026

Percentage of Time Required

Effective on the date indicated, the employee assigned to the position identified above performs the following duties and responsibilities.


Under the supervision of the Legislative Manager (Supervisor I) of the Office of Legislation, the Legislative Analyst (Analyst II) will complete more difficult and complex
legislative projects and coordinate with program staff under minimal supervision as assigned. Duties include, but are not limited to:


30%










30%

* Independently responds to and tracks inquiries from legislative members, their staff, the
Legislative Analyst’s Office, the Department of Finance, and other external organizations.
*Mediates complaints and constituent problems as needed. *Completes special projects for the Office of Legislation and the Director’s Office regarding the Department’s legislative agenda, including but not limited to coordinating meet-and-greets with members of the Legislature, and coordinating tours of Department facilities and activities for members of the Legislature and their staff. *Independently compiles and distributes information about the Department to legislative members, their staff, the Legislative Analyst’s Office, and the Department of Finance in coordination with The Department of Forestry and Fire Protection (CAL FIRE’s) Communications Bureau and other appropriate program staff.
*Independently prepares bill analyses and enrolled bill reports (EBRs), including specific information required by the Governor's Office, using Microsoft Word computer skills.
*Researches and writes bill analyses, which include a summary of the bill, the reason for the bill, the Department's position on the bill and the reasons for its position, any legislative history relevant to the bill, any relevant information about similar programs in other states, and a list of the organizations that support or oppose the bill, including their arguments. *Works with
CAL FIRE program staff to compile the programmatic and fiscal impacts of the legislation, relevant program background information, and legal impacts to be included in each bill analysis.


*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:

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


Employee Signature	Date	Supervisor Signature	Date
Personnel use only	Posted to Directory		
Initials and date



Percentage of Time Required

Effective on the date indicated, the employee assigned to the position identified above performs the following duties and responsibilities.







25%





10%






5%

*Contacts authors' offices for relevant information pertaining to bills of interest to the Department. *Tracks each analysis through the review and approval process, ensures the analysis is signed by the Department Director, and submits it to the Natural Resources Agency in accordance with established due dates.

*Researches and evaluates legislation that may impact CAL FIRE. *Tracks and monitors legislative hearings on specified issues affecting CAL FIRE programs, reviews all bills introduced and amended in the California State Legislature to identify bills that may directly or indirectly affect the Department, and works with CAL FIRE program staff to determine if and how legislation would impact CAL FIRE. *Maintains an electronic tracking system through frequent and timely updates.

*Coordinates with program staff to complete legislatively mandated reports, including providing guidance to program staff on the completion of the reports, reviewing and editing reports, and ensuring all reports complete the appropriate review process before being submitted to the Natural Resources Agency and the Governor’s Office.
Other job-related duties as assigned. Desirable Qualifications
· Self-motivated, proactive, enthusiastic, and responsible
· Ability to read and interpret legislation and statute
· Ability to think logically, critically, and creatively
· Excellent writing skills
· Excellent analytical and research skills
· Strong organization and time management skills
· Ability to establish and maintain excellent cooperative working relationships
· Ability to prioritize multiple workloads and perform well under pressure to ensure deadlines are met
· Proficiency in Microsoft Word, Outlook, and Excel


*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:

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


Employee Signature	Date	Supervisor Signature	Date


Personnel use only	Posted to Directory		
Initials and Date
