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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

	
	

	DFW DIVISION/BRANCH/REGION/OFFICE
ECOSYSTEM CONSERVATION DIVISION
	POSITION NUMBER (Agency-Unit-Class-Serial)
565-039-5393-007

	UNIT NAME AND LOCATION
HABITAT CONSERVATION PLANNING BRANCH
	CLASS TITLE
ANALYST II

	INCUMBENT  

	CURRENT POSITION NUMBER (Agency-Unit-Class-Serial)


	BRIEFLY DESCRIBE THE POSITION’S ORGANIZATION SETTING AND MAJOR FUNCTIONS
Under the direction of the Supervisor I, the Analyst II is responsible for varied and complex technical and analytical staff services assignments. This position will support the Habitat Conservation Planning Branch (HCPB) Lake and Streambed Alteration Program (LSA) and California Environmental Quality Act (CEQA) Program. This position will be responsible for administrative functions including contracting, invoicing, budgeting, and document management. This position will work with other analysts and scientific staff within HCPB in an open and collaborative environment.



	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.)
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	ESSENTIAL FUNCTIONS:
CALIFORNIA ENVIRONMENTAL QUALITY ACT (CEQA) CONTRACT ADMINISTRATOR: Serves as Contract Administrator for multiple CEQA retainer contracts (i.e., Agreements). Work closely with the HCPB CEQA Program to identify contracting needs for Department staff using the Agreements. Track reimbursable agreements, work authorizations, contract spending authority, and any other administrative items related to the Agreements, as needed. Review invoices for accuracy and consistency with the terms of the Agreements and work authorizations. Coordinate with Department staff to track projects utilizing the Agreements. Complete necessary documents for developing and/or renewing Agreements, including but not limited, requests for proposals (RFPs), request for qualifications (RFQs), standard contracting documents, and fund shifts. Coordinate with the CEQA Program and Department staff to develop contract administrative procedures, instructions, guidance, and training for Department staff. Serves as primary contact for Department staff for administrative questions related to the Agreements, such as required forms, invoicing, and budgetary questions. Attend meetings with CEQA Program and Department staff when contracts are discussed and provide instructions/guidance on contract administrative issues.

BUDGET ANALYSES: Coordinate and manage dedicated accounts for the Lake and Streambed Alteration Agreement (LSA) and CEQA Programs. Coordinate with fund managers, regional staff, License and Revenue Branch (LRB) and Accounting Services Branch (ASB) to track revenues and expenditures. Coordinate with the LSA and CEQA Programs to identify statewide staff and expenditures approved for the funding. Review monthly expenditure reports to determine that charges were appropriate. Review monthly LSA revenue reports to ensure the correct fee amount was charged and upload information into the “LSA Dedicated Account Power BI dashboard. Complete appropriate corrective forms and follow-up with staff to correct charges or fees identified as inappropriate. Follow up to make sure changes are made in a timely manner. Coordinate with Budget Branch (BB) to evaluate and reconcile fund condition reports, review operating budgets, and confirm Governor’s Budget appropriations.

ANNUAL FISCAL ANALYSIS: Coordinate and prepare annual fiscal analyses for the LSA and CESA Programs. This report will analyze LSA and CEQA fees to ensure the appropriate fees were charged, identify revenue and expenditure shortcomings, and recommend staffing and fund allocation realignments to the Fund Managers. Develop analysis to support Budget Change Proposals (BCP(s)) and Spring Finance Letters. 

LEGISLATIVE AND DIRECTORATE REQUESTS: Prepare timely and urgent responses related to LSA and CEQA dedicated accounts when requested from the Directorate, Audits or Budgets Branch, and the LSA and CEQA Fund Managers. Assist with Legislative Bill analyses related to the LSA and CEQA dedicated accounts. 

FUND COORDINATION: Coordinate the fund management for the Environmental Document Filing Fees fund (CEQA Filing Fees). Coordinate with fund managers, regional staff, License and Revenue Branch (LRB), Audits Branch, and Accounting Services Branch (ASB) to track all CEQA Filing Fee revenues and expenditures. Coordinate with the fund manager and CEQA Program to identify statewide staff and expenditures approved for the fund. Review monthly expenditure reports to determine that charges were appropriate for the fund. Complete forms and follow-up with staff to correct charges identified as inappropriate. Follow up to make sure changes are made in a timely manner. Coordinate with Budget Branch (BB) to evaluate and reconcile fund condition reports, review operating budgets, and confirm Governor’s Budget appropriations. Prepare responses to BB drills, Audits, and Legislative Bill analyses related to the funds and dedicated accounts. Develop analysis to support Budget Change Proposals (BCP(s)) and Spring Finance Letters. Coordinate with the CEQA Program for the annual CEQA Filing Fee adjustments. Includes updating forms, circulating for review and approval, posting to internet, and distributing documents to counties and State Clearinghouse. Assist in the development of five-year CEQA Fiscal Analysis, responses to legislative inquiries, filing fee audits, and other fund management drills. 

DIGITAL DOCUMENT ACCESSIBILITY: This position will coordinate with HCPB Staff in the preparation of Web Content Accessibility Guidelines (WCAG) compliant documents, including but not limited to Microsoft Office applications (Word, Excel, PowerPoint, Outlook, etc.). Review, test, and remediate digital documents for accessibility with Microsoft Office applications, Adobe Acrobat Pro, Foxit Phantom PDF Business, and NVDA screen reader. Provide guidance and training for HCPB staff on digital accessibility techniques. Maintain thorough and current knowledge of: Web Content Accessibility Guidelines (WCAG) 2.1, and subsequent versions, Section 508 of the federal Rehabilitation Act requirements for digital accessibility, digital document structure (metadata, tags and tag attributes, read order, etc.), and California State government laws, policies and guidelines regarding digital accessibility.

NON-ESSENTIAL FUNCTIONS: 

Perform administrative tasks, including tracking of time worked; attend career development and training programs and seminars, as appropriate to contribute to the achievement of HCPB’s goals and objectives. Routine clerical duties including faxing, scanning, and copying. ADA Compliance.

Special Personal Characteristics: Incumbent must demonstrate the ability to act independently, be open-minded, flexible, tactful and possess good communication skills, use good judgment in decision-making, exercise creativity and flexibility in problem identification and resolution, manage time and resources effectively, and be responsive to CDFW’s management needs.

WORKING CONDITIONS: Position is office based and may be eligible for telework consistent with the Department’s Telework Policy. The position requires the use of a computer for several hours each day and may require the completion of office tasks that require sitting, standing, and moving to other locations; attendance at in-person meetings and participation in video and teleconference calls.


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

	PRINT SUPERVISOR’S NAME

	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





