STATE OF CALIFORNIA |
Franchise Tax Board Proposed

HR Date: l?l a4 lm

HR Initials: L .

Duty Statement

Request for Personnsl Action (RPA) Number Effective Date
1920-0130Y
Classlfication THle ) Position Number
Assoclate Governmental Program Ananlyst 564-186-5393-001
Working Title : : Bureau and Section .
Trainer / Development Consultant BHRB/Personnel Resources Sectlon/OEDS

Our misslon is to help taxpayers file timely and accurate tax returns, and pay the correct amount to fund services
important to Callfornians. In order to support this mission, FTB employees strive to develop In CalHR's Core -
Competencles: Collaboration, Communication, Customer Engagement, Digital Fiuency, Fostering Diversity, Innovative .
Mindset, interpersonal Skills, and Resilience. Core competencles are the knowledge, skliis, and behaviors which are
foundational to all state employees regardiess of classification. ‘

General Statement

Under the direction of the Administrator |, this position works as a team member of the Organizational and Employee
Dévelopment Services Unit (OEDS), lsading organizational and employee developmient projects and programs, The
Incumbent carrles out assigned activities in support of the department's employee and organizational development goals
and speclfic program objectives, examples of which may Include: Identifying employee and organizational training and
development heeds and Issues, gerierating and evaluating alternatives, recommending action, and developing and
implementing solutions; identifying barrlers to effective organizational change and assisting In the deslgnh and
implementation of appropriate change management initlatives; developing and executing strategles and plans for program-
related communications and marketing; and developing operational strategles to ensure the department's compliance with
federal and state-mandated training. The incumbent regularly collaborates and works with, and may serve as a team lead '
for FTB staff and management at all levels and classifications, The incumbent researches Issues and produces, written.
analyses, Issue papers, and other documents to assist In the development of recommended actions, The Incumbent
deslgns and conducts training needs assessments along with resulting courses and classes, and may be assigned difflcult
or sensltive actlvities such as Individual management coaching and development, .

Essential Functions

Percentage Description

50% Training and Currleulum Developer/Instructor; o

Works independently-and collaboratively In researching, analyzing, planning, and developing and
dellvering training prograims and processes, and other employee development solutlons, to provide staff-
and managers with the necessary competencles to mest the Franchise Tax Board's current and future
job demands. Develops more complex course material that may be dellvered via instructor-led
classroom training, and/or In a web or computer-based format. Evaluates and revises course offerings
on an ongolng basls, Independently conducts needs assessments and-analytical studies In support of
onhgoling tralning and development programs. - . ' o o

40% Employee and Organization Development Consultant; : A

: Works Individually and collaboratively with FTB training managers, business partners, staff, and others
to! Identify enterprise employee and organizational development needs; assesses the effectiveness of
exlsting organizational and employee development solutions; research, analyze, plan and develop
programs and processes to provide staff and managers with the necessary competencies to meet the
Franchlse Tax Board's current and future Job demands. Serves on or leads project-teams including
managers and supervisors to develop solutions responsive to enterprise objectives, including workforce
planning, successlon planning, career planning, and leadership and skills development, Serves as a
program-coordinator related to workforce planning, employee development, or organizational
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Percentage | Description

development. Develops and dellvers presentations and written communications for a varlety of
audiences, Including all of FTB, ' »

Marginal Functions

Pércentage Desctiption

10% Support:
Provides suppart to OEDS and Human Resources as needed, Including conducting, assisting others
with project work, and fully participating as a team member. Attend and-participate in program, project,
" and staff meetings. Support employees with thelr career paths by providing career counseling activities
such as assessments, resume review, Individual and group mentoring.

Employee: | conflrm that | have read and understand the described duties and functions of this position.

Name (Print) Slgnature Date -

Supetvisor; | certlfy that the above Information accurately represents the described duties and functlons of this position.

" Name (Print) 4 Signature Date
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