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	DIRECTORATE/DIVISION
	CLASSIFICATION
	POSITION NUMBER 
(Agency-Unit-Class-Serial)

	Electrical Safety Policy Division
	Analyst II
	681-200-5393-908

	BRANCH (if applicable)
	WORKING TITLE
	CBID

	Wildfire Mitigation Plan Branch A
	Analyst II
	R01

	SECTION/UNIT (if applicable)
	REPORTING LOCATION
	INCUMBENT

	
	 Statewide
	Vacant

	IMMEDIATE SUPERVISOR

	Program and Project Supervisor

	MISSION STATEMENT

	The mission of the Office of Energy Infrastructure Safety (Energy Safety) is to create a safer, sustainable California with utility infrastructure that is managed to reduce excavation and wildfire risk and is adaptable to an evolving climate.

	POSITION DESCRIPTION

	Under direction of the Electrical Safety Policy Division,  Wildfire Mitigation Plan Branch A, Program and Project Supervisor, the incumbent performs the more responsible, varied, and complex technical analytical assignments for the Division including, but not limited to, policy analysis and formulation; program planning and support; program evaluation; continuous improvement; document management, meetings coordination and facilitation; coordination with stakeholders, and independently managing the Division's shared email inbox.

	In all job functions, employees are responsible for creating an inclusive, safe, and secure work environment that values diverse cultures, perspectives and experiences, and is free from discrimination. Employees are expected to provide all members of the public equitable services and treatment, collaborate with underserved communities and tribal governments, and work toward improving outcomes for all Californians.

	ESSENTIAL FUNCTIONS:

	%
	TASK/DUTIES

	35%
	Lead and participate in Electrical Safety Policy Division high priority tasks surrounding the evaluation of California investor-owned electrical corporation’s wildfire mitigation plans (WMPs). Facilitate cross-functional coordination by organizing and leading meetings, maintaining comprehensive trackers to monitor process, risks, dependencies across the WMP workstream, establishing clear agendas and deliverables, and collecting information regarding overall status, challenges, and topics requiring further discussion from project leads to prepare summary emails for executives. Develop and present well-supported recommendations that enhance operational effectiveness, strengthen program implementation, and ensure alignment with statutory requirements and strategic priorities. Regularly engage with project leads to gather updates and ensure alignment with Division objectives.

	25%
	Coordinate and manage the release and publication of public documents including cross-divisional collaboration to ensure alignment, accuracy, and compliance with organizational standards. This includes proactively engaging with Communications and Executives to reconcile content, confirm approvals, and mitigate publication risks or delays. Independently use the internal electronic filing system to accept and publish documents submitted by the public and the Division to Energy Safety's dockets. Ensuring all materials meet established formatting, procedural, and regulatory criteria.  Maintain accountability for the accuracy, timeliness, and completeness of docket entries, applying a high level of judgment to resolve issues and uphold transparency requirements. Ensure that corresponding portions of the Department’s website are updated with the newly published documents. Collaborate closely with Information Technology and Communications to analyze and implement updates to the department’s website ensuring that the published materials are accessible, current, organized in a manner that supports WMPs. 

	20%
	Develop, formalize, and continuously refine the Division’s operational procedures and processes through an approach that emphasizes consistency and efficiency. This includes establishing and implementing workflows, developing and maintaining document templates to ensure uniformity, and providing comprehensive editing and formatting reports to meet quality and compliance standards Oversee the accurate storage of the Division's necessary documents in the prescribed format and filing system for recordkeeping requirements. and managing the Division's internal document governance and control. Assist with drafting regulations and conduct program analysis. 

	10%
	Perform a broad range of additional duties as required while consistently engaging and participating in meetings, training, workshops, and site visits to maintain a comprehensive and up to date understanding of the Division's evolving priorities and operational needs. This continuous participation is critical for strengthening cross-functional coordination, reinforcing institutional knowledge, and ensuring responsiveness to shifting programmatic, analytical, and policy-driven demands. Sustained involvement in these activities enables more effective support of Division objectives by promoting informed analysis, facilitating collaboration, and enhancing the ability to anticipate and address emerging needs.

	5%
	Assist with the Division's recruitment, including tracking and preparing job postings, coordinating interviews, ensuring proper forms are correctly filled out, updating and managing files and folders, and supporting the onboarding and orientation of new hires. 

	MARGINAL FUNCTIONS:

	%
	TASK/DUTIES

	5%
	Other job-related duties as assigned and necessary for operational continuity. Attend staff meetings and prepare administrative paperwork to meet operational needs. Participate in professional development trainings, as well as tasks, trainings and activities that support programmatic and workplace diversity, equity, and inclusion.

	TYPICAL WORKING CONDITIONS

	Work Schedule: Monday through Friday, 40 hours per week.
Communication: Regular use of communications related technologies, including personal computer applications, telecommunications systems, internet-based tools, voicemail, and email. Work Location: Energy Safety operates under a hybrid work model, combining remote and in-person work. Telework may be permitted with management approval.
Office Environment: When working on-site, employees utilize shared workspaces (hoteling stations).
Incumbent is required to travel, including overnight stays, and on occasion be required to work unusual hours including nights and weekends.

	TRAVEL REQUIREMENTS:

	Travel within the State of California may occasionally be required, up to 10%

	DRIVING REQUIREMENTS: No  

	If driving is required, it will be performed up to:     Choose an item.


	TELEWORK DESIGNATION:

	This position is designated as telework eligible – Office centered.
Energy Safety utilizes a Hybrid Remote/In-person approach enabling staff to telework, when approved by
management. 
Energy Safety will use shared workspaces for most staff (hoteling stations) when required to work in the office.

	CONFLICT OF INTEREST:       ☐    YES          ☒     NO

	N/A

	SPECIAL REQUIREMENTS:

	N/A

	PHYSICAL AND ENVIRONMENTAL DESIGNATION:  Office

	Work in a climate-controlled, high-rise building, open office environment, under artificial lighting; exposure to computer screens and other basic office equipment; work in a professional environment, under deadlines. There will be occasional fluctuations in temperature.  The employee will work in a cubicle and will periodically attend meetings and/or training outside of his/her assigned office. 

	ESSENTIAL PHYSICAL CHARACTERISTICS
Note: Some of these requirements may be accommodated for otherwise qualified individuals requiring and requesting such reasonable accommodations.
	Activity
	Frequency
	Distance/Height

	Sitting
	Constantly (Over 6 Hours)	     

	Standing
	Occasionally (Up to 3 Hours)	

	Running 
	Never	

	Walking
	Occasionally (Up to 3 Hours)	

	Crawling
	Never	

	Kneeling
	Never	

	Climbing
	Never	

	Squatting
	Never	

	Bending (neck)
	Never	

	Bending (waist)
	Never	

	Twisting (neck)
	Never	

	Twisting (waist)
	Never	

	Reaching (above shoulder)
	Never	

	Reaching (below shoulder)
	Never	

	Pushing & Pulling
	Never	

	Fine Manipulation
	Never	

	Power Grasping
	Never	

	Simple Grasping
	Never	

	Repetitive use of hand(s)
	Constantly (Over 6 Hours)	

	Keyboard Use
	Constantly (Over 6 Hours)	

	Mouse Use
	Constantly (Over 6 Hours)	

	Walking on uneven ground
	Never	

	Driving
	Occasionally (Up to 3 Hours)	

	Lifting/Carrying
	Occasionally (Up to 3 Hours)	

	0 – 10 lbs.
	Occasionally (Up to 3 Hours)	

	11 – 25 lbs.
	Never	

	26 – 50 lbs.
	Never	

	51 – 75 lbs.
	Never	

	76 – 100 lbs. 
	Never	

	100 + lbs. 
	Never	




	The statements contained in this job description reflect general details as necessary to describe the principal functions of this job. It should not be considered an all-inclusive listing of work requirements. The incumbent of this position may perform other duties (commensurate with the classification) as assigned, including work in other functional areas to cover during absences, to equalize peak work periods, or to otherwise balance the workload.

	

	SUPERVISOR STATEMENT: 
I CERTIFY THIS DUTY STATEMENT REPRESENTS AN ACCURATE DESCRIPTION OF THE ESSENTIAL FUCNTIONS OF THIS POSITION. I HAVE DISCUSSED THE DUTIES OF THIS POSITION WITH THE EMPLOYEE AND PROVIDED THE EMPLOYEE WITH A COPY OF THIS DUTY STATEMENT.

	SUPERVISOR NAME (TYPE)
	SUPERVISOR SIGNATURE
	DATE

	
	
	

	EMPLOYEE STATEMENT:
I CERTIFY I HAVE READ, UNDERSTAND, AND CAN PERFORM THE DUTIES OF THIS POSITION EITHER WITH OR WITHOUT REASONABLE ACCOMMODATION. I HAVE DISCUSSED THESE DUTIES WITH MY SUPERVISOR AND HAVE BEEN PROVIDED A COPY OF THIS DUTY STATEMENT.

	EMPLOYEE NAME (TYPE)
	EMPLOYEE SIGNATURE
	DATE
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