State of California CALIFORNIA CONSERVATION CORPS
POSITION DUTY STATEMENT

	WORKING TITLE OF POSITION:
Region Analyst
	REPORTING UNIT NUMBER:
600

	DIVISION/BRANCH OR CENTER:
Region I Office/Headquarters
	LOCATION: Sacramento

	CLASS TITLE:
Analyst II
	POSITION NUMBER:
533-600-5393-XXX
	EFFECTIVE DATE:
Upon Hire


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













Relative Time Required
	In all job functions, employees are responsible for creating an inclusive, safe, and secure work and program 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.

Under direction of the Region Deputy Director, the Region Support Analyst assists in providing critical guidance and administration to their assigned region, as well as providing analytical support to the California Conservation Corps’ executive team. With the direction of the region deputy, the incumbent is expected to maintain high levels of accuracy, efficiency, and productivity with minimal supervision while performing the varied, and complex technical analytical staff services assignments. The incumbent is expected to have complete knowledge and ability to fully implement the components of completed staff work on all assignments, manage multiple tasks at any given time, work independently and as a team, support all executive team members as needed, and relay decisions on behalf of the region deputy, when necessary. The specific essential duties are, but are not limited to, the following:

	40%
	FISCAL
· Regularly reviews districts’ OE&E spreadsheets to ensure all Administrative Staff are accurately managing their spreadsheets and spending authority.
· On a regular basis, conducts analyses, projections, and forecasts of the region & field unit budgets, makes recommendations, and prepares reports for the region deputy.
· Performs budget reviews with each field unit and the headquarters budget office analysts, including analyzing and giving feedback on the next year’s budget build.
· Provides support and training for Administrative Officers in areas relating to the budget, including financial analysis, managing reimbursement contract revenue, project costs and development, business services activities, fiscal displays, fiscal projections, and detailed tracking and documentation of income and expenses.
· Assist field Units with fiscal transaction reconciling of fire related purchases, energy related purchases, travel expenditures, procurement, distributing PPE, training, supplies, tools, and equipment,
· Assists in reviewing and auditing the region’s budget, procurement, projecting annual expenditures, and providing financial analyses to the region deputy to plan ability to support the region’s operations. Make recommendations for spending adjustments when needed.
· Research products and services for various departments to determine best price and products available.
· Assist Field units with purchasing and service contracting when needed including the creation of purchase orders and contract requests.
· Provide field staff support and advice to prevent credit card account suspension.



	20%
	ADMINISTRATIVE  DUTIES
· Complete staff and Corpsmember serial code and program adjustments at beginning of each month.
· Run and analyze SQL labor reports and prepare manual movement reports for submission to accounting.
· Track and manage Statewide vehicle inventory including new asset assignment, transfers, and surveys. Coordinate vehicle assignments, deliveries, and transfers with Business Services and District Directors.
· Provides advice and administrative analytical support to the region deputy daily and to the field and executive team as needed.
· Provides analytical support in department policy development. Assist in development of procedures and management tools for detailed tracking and analytical purposes; analyze organization, staffing, workloads, etc. to ensure adequate resources are assigned so that tasks may be accomplished as required; provide backup staffing support to units experiencing staff vacancies. This may require travel to field locations under the purview of their assigned region deputy.
· Conducts district reviews and audits; takes a lead role in quarterly district expenditure and vehicle fleet reviews.
· Assist with updating the region shared drive to ensure it contains correct and up-to-date materials, and to maximize its usefulness to units.
· Solicits, collects, analyzes, and reports field staff input to make recommendations for new policy and procedure implementation.
· Answers questions and provides guidance to district directors and other district staff on various topics.
· Facilitates the sharing of best practices within the region and the CCC.
· Attend district and special program meetings.
· Prepares agendas and other documents as needed.




	
15%
	PERSONNEL
· Provides advice and consultation to the region deputy and other staff regarding the hiring process and personnel practices and procedures, and tracks staff vacancies and hiring.
· Tracks various personnel-related issues to ensure timely completion or compliance (for example, probationary reports, required training, class C Commercial licenses, etc.).
· Functions as liaison with human resources for region deputy and field staff. Performs research on classifications, salaries, retention, and recruitment issues to provide HR with detailed analysis of departmental problems for their assigned regions.
· Independently trains lead field staff on district processes and expectations, including but not limited to correctly coding staff, reading labor reports and projecting staff and Corpsmember labor costs.
· Fosters professional development within the region and conducts staff training to promote professional skills development.
· Assist with oversight and monitoring of the CCC and district safety programs, including Injury and Illness Prevention Program (IIPP), Violence in the Workplace Protection Plan (VWPP), etc.
· Reviews requests for personnel action (RPA) from region staff to ensure CalHR and State Personnel Board rules and regulations and CCC policies are compliant.
· Works with position control to keep organizational charts current.

	10%
	PROGRAM DUTIES
· Assist with quarterly reporting by collecting and analyzing Corpsmember Development (CMD) placement reports to measure attainment of the departmental performance measures. Provides region deputy recommendations for remedies and corrections.
· Provides recommendations for best practices throughout the region and the CCC.
· Ensure consistency of district fire training files and tracking in alignment with CCC operations manual
· Participates in all statewide and region calls as assigned.
· Assist with the set up and logistics of conferences and meetings.
· May represent the region deputy at internal meetings and public functions.
· Provides tracking and logistical support for field-based special programs such as AmeriCorps, local corps, federal, state, and local government agencies, and non-governmental organizations.
· Provide backup coverage for energy reporting.
· Support Special Programs as needed.



	10%
	FACILITIES DUTIES
· Assists districts and the region deputy with development and monitoring of capital outlay projects.
· Independently gathers data and writes reports related to special repairs, minor capital outlay, and facility needs.
· Provide ongoing training for centers/satellites Administrative Staff related to procurement, FI$CAL and budget management.
· Provide start-up support for new districts and special programs as needed.

	5%
	PROMOTE DIVERSITY, EQUITY, AND INCLUSION
· Participate in professional development trainings, as well as tasks, trainings, and activities that support programmatic and workplace diversity, equity, and inclusion.

	
	SPECIAL REQUIREMENTS
Must possess a valid California driver's license when conducting state business that requires driving a vehicle. Travel throughout the state is required.




Employee Signature	Date


Supervisor Signature	Date

State of California CALIFORNIA CONSERVATION CORPS POSITION DUTY STATEMENT

	WORKING TITLE OF POSITION:
Region Support Analyst
	REPORTING UNIT NUMBER:
600

	DIVISION/BRANCH OR CENTER:
Region Offices/Headquarters
	LOCATION:
Sacramento, Ca

	CLASS TITLE:
Analyst 1
	POSITION NUMBER:
533-XXX-5157-XXX
	EFFECTIVE DATE:


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

	(Relative time required) Indicate %
	Under the supervision of the Region Deputy Director, the Region Support Analyst assists in providing critical guidance and administration to their assigned region, as well as providing analytical support to the California Conservation Corps’ executive team. With the direction of the region deputy, the incumbent is expected to maintain high levels of accuracy, efficiency, and productivity with minimal supervision while performing the varied, and complex technical analytical staff services assignments. The incumbent is expected to have complete knowledge and ability to fully implement the components of completed staff work on all assignments, manage multiple tasks at any given time, work independently and as a team, support all executive team members as needed, and relay decisions on behalf of the region deputy, when necessary.

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.

The specific essential duties are, but are not limited to, the following:

	45%
	FISCAL
· Ensures that Expenditures are allocated correctly by providing the accounting and budget units with Labor expenditures and financial report adjustments.
· Reviews monthly time entry for accuracy in coordination with center staff
· Collaborates with assigned region districts, EMU, budgets, and accounting units to ensure that expenditures are allocated correctly by providing the accounting and budget units with labor expenditures and financial report adjustments
· Assists field units with fiscal transaction reconciling of fire related purchases, travel expenditures, procurement, distributing PPE, training, supplies, tools, and equipment,
· Assists in reviewing and auditing the region’s budget, procurement, projecting annual expenditures, and providing financial analyses to the region deputy to plan ability to support the region’s operations. Makes recommendations for spending adjustments when needed.
· Regularly reviews district and satellite budget spreadsheets with District management to ensure accuracy of data in managing their spreadsheets and spending authorities.
· On a regular basis, conducts analyses, projections, and forecasting of the region & field unit budgets, makes recommendations, and prepares reports for the region deputy.
· Provides support for administrative officers in areas relating to the budget, including financial analysis, managing reimbursement contract revenue, project costs and development, business services activities, fiscal displays, fiscal projections, FI$Cal data entry and reconciliations, manual labor movements, and detailed tracking and documentation of income and expenses.
· Compiles routine district budget summaries for region deputy.

	30%
	ADMINISTRATIVE DUTIES
· Assists Districts with submission of serial code adjustments at beginning of each month
· Provides advice and administrative analytical support to the region deputy daily and to the executive team as needed.
· Provides analytical support in department policy development. Assists in development of procedures and management tools for detailed tracking and analytical purposes; analyze organization, staffing, workloads, etc. to ensure adequate resources are assigned so that tasks may be accomplished as required; provide backup staffing support to units experiencing staff vacancies. This may require travel to



	
	field locations under the purview of their assigned region deputy.
· Assists with conducting district reviews and audits; takes a lead role in quarterly district expenditure reviews.
· Updates region shared drive to ensure it contains correct and up-to-date materials, and to maximize its usefulness to units.
· Solicits, collects, analyzes, and reports field staff input to make recommendations for new policy and procedure implementation.
· Answers questions and provides guidance to district directors and other district staff on various topics.
· Facilitates the sharing of best practices within the region and the CCC.
· Prepares reports on designated performance measures and monitors other performance measures to ensure field units are on track.
· Prepares agendas and other documents as needed

	10%
	PERSONNEL
· Assists the region deputy and other staff regarding the hiring process, personnel practices and procedures, and tracks staff vacancies and hiring. Assists field units in preparing, routing, and expediting requests for personnel actions (RPA) packages to fill center staffing needs. Reviews RPA’s from region staff to ensure compliance with CCC policies/procedures.
· Assists region deputy and centers with tracking various personnel-related issues to ensure timely completion or compliance (for example, probationary reports, required training, class B licenses, etc.).
· May act as the liaison with CCC Human Resources for region deputy and field staff.
· Assist region deputy in training lead field staff on district processes and expectations, including but not limited to tracking reimbursement, Corpsmember development activities, performance expectations, etc.
· Fosters professional development within the region and assists with staff training to promote professional skills development.
· Works with Human Resources Position Control staff to keep organizational charts current.
· Assists with the analysis of injury data, provided by the Health & Safety Unit, for patterns of concern. Provides data and recommendations to region deputies for corrective action to prevent future incidents.

	10%
	PROGRAM DUTIES
· Assists with quarterly reporting by collecting and analyzing Corpsmember Development (CMD) placement reports to measure attainment of the departmental performance measures. Provides region deputy recommendations for remedies and corrections.
· Provides recommendations for best practices throughout the region and the CCC.
· Audits and provides reporting for fire related CM hires & Training outcomes to region office
· Ensures consistency of district fire training files and tracking in alignment with CCC operations manual
· Participates in all statewide and region calls as assigned.
· May represent the region deputy at internal meetings and public functions.
· Provides tracking and logistical support for field-based special programs such as AmeriCorps, local corps, federal, state, and local government agencies, and non-governmental organizations.

	5%
	PROMOTE DIVERSITY, EQUITY, AND INCLUSION
· Participate in professional development trainings, as well as tasks, trainings, and activities that support programmatic and workplace diversity, equity, and inclusion.

	
	SPECIAL REQUIREMENTS
Must possess a valid California driver's license when conducting State business requiring driving a vehicle. Travel throughout the State may be required.





Employee Signature	Date



Supervisor Signature	Date
