STATE OF CALIFORNIA DELTA STEWARDSHIP COUNCIL

JOB DESCRIPTION AND POSITION CLASSIFICATION
DSC 525 (2-PAGE) (REV. 01/10)

CLASSIFICATION POSITION NUMBER MCR RPA #

Associate Personnel Analyst 530-001-5142-xxx 1 DSC16-008

APPOINTEE EFFECTIVE DATE DIVISION/SECTION

Vacant 11/1/2015 Administration/Human Resources Office

COLLECTIVE BARGAINING IDENTIFIER

Management Related BU: Supervisory Related BU: Confidential Related BU: Rank and File BU:

(=] RO1

RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION

[2] Supervisory [ Lead Person Livia Page Staff Services Manager 1lI

DATE

APPROVED BY (Personnel Analyst's Name)
Livia Page 9/30/15

ALL EMPLOYEES ARE EXPECTED TO WORK COOPERATIVELY WITH OTHERS; MAINTAIN REGULAR, CONSISTENT, PREDICTABLE
ATTENDANCE; POSSESS INTEGRITY, INITIATIVE, DEPENDABILITY, AND GOOD JUDGMENT.

POSITION SUMMARY

Briefly (1-3 sentences) describe the main purpose and function of the position, including the organizational setting:

Under the general direction of the Administration Chief, Division of Administration, the Associate Personnel Analyst (APA) will function as
the Assistant Human Resources (HR) Officer and the Training Officer for the Delta Stewardship Council (Council) to relieve the
Administration Chief of day-to-day tasks within the HR Office. The APA will provide leadership and direction to other HR staff and
personally handles the most difficult responsibilities in the HR Office including oversight and coordination for contracted HR services.

DESCRIPTION OF DUTIES

Percent of Indicate the duties of the position and the percentage of time spent on each. Group related tasks under the same percentage.
Time Percentages should be in increments of 5% with the highest percentage first. Identify essential functions with an (E) and marginal
(E) and (M) functions with an (M) in the percentage column. “Other duties as required” cannot be used as a task statement.

30% (E) Provides leadership and direction for the Council's HR Office and personally handles the most difficult responsibilities, such as:

Oversee appointment/separation process including recruitment efforts; VPOS updating; New Employee Orientation Handbook and Buddy
System assignments. Review all C&P requests and personally handles the most difficult appointment packages, such as Career Executive
Assignments, Exempts, Managerial, Supervisory and temporary hires (i.e., retired annuitant, volunteers). Prepare justifications for new
positions and/or a change in duties/classification including range changes, exceptional allocations, unlawful appointment, 625 requests,
and 250 Transfer Rule documentation. Ensure all duty statements meet classification specification and allocation standards including
recommendations on how to address positions that are not appropriately allocated. Work directly with the contracted HR Office to ensure
that personnel and payroll transactions including exam issues are processed and completed timely.

Control agency reporting: Annual Workforce Analysis (WFA) reporting includes language survey exemption; upward mobility plan; and
Whistleblower notification, as well as other control agency requests.

Oversee Benefit Coordination programs, i.e., health, dental, vision, Cat leave; examinations and certification list requests; position control;
attendance clerk duties; prob/MSA/25 years state services tracking; range change.

30% (E) Training Officer tasks to include, but not limited to, staff development, prepare and maintain a training plan and upward mobility plan;
outline training needs to meet core competencies by classification; meet with hiring supervisor throughout the employee’s probationary
period to ensure that employee performance and conduct meets job expectations including progressive disciplinary steps to promote job
success for the employee. Review and update Training Policy and Procedures as needed, which may require Union ‘meet and confer’
meetings. Maintain mandatory training tracking log and oversee work of the training coordinator that processes training requests and
maintains log of completed training; review and approve training request forms. Track and evaluate management and rank-and-file
performance Appraisal development forms to ensure job goals/objectives meet core competencies.

SUPERVISOR’'S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.
SUPERVISOR’S NAME (Print) SUPERVISOR’S SIGNATURE DATE

Livia Page >

EMPLOYEE’S STATEMENT: | HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE
RECEIVED A COPY OF THE DUTY STATEMENT.

EMPLOYEE’S NAME (Print) EMPLOYEE’S SIGNATURE DATE
Vacant >
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION

Associate Personnel Analyst 530-001-5142-xxx 1 DSC16-008

POSITION NUMBER MCR RPA #

DIVISION/SECTION

APPOINTEE
Vacant Administration/Human Resources Office
Percent of Indicate the duties of the position and the percentage of time spent on each. Group related tasks under the same percentage.
Time Percentages should be in increments of 5% with the highest percentage first. Identify essential functions with an (E) and marginal

(E) and (M) functions with an (M) in the percentage column. “Other duties as required” cannot be used as a task statement.

25% (E) | Assist the Administration Chief with HR projects, such as: revising and maintaining the
integrity of the department-specific class series; monthly delegation authority reporting;
HR record retention reporting; biennial reporting of SLAA—State Manager’s
Accountability Act; Disability Advisory Coordinator meeting/reporting; annual Conflict of
Interest (Form 700) reporting; labor relations/collective bargaining issues including
employee and supervisor consultation that may involve disciplinary/adverse actions;
review personal/consultant services contracts and notify appropriate Union(s); Council
intranet/internet updating for HR issues; and other HR projects as needed.

10% (E) |Health & Safety Program coordination, which includes: Employee Assistance Program,
Ergonomic Evaluations, Workers Compensation, Non-disability insurance;
Pregnancy/Maternity disability; FMLA/CFRA, reasonable accommodation, and return to
work coordinator.

5% () |Develop and maintain HR policies and procedures for agency including desk procedures

and HR filing system (hard/soft copies).
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	Supervisory: On
	Lead Person: Off
	SUPERVISOR S CLASSIFICATION: Staff Services Manager III
	APPROVED BY Personnel Analysts Name: Livia Page
	DATE: 9/30/15
	Briefly 13 sentences describe the main purpose and function of the position including the organizational setting: Under the general direction of the Administration Chief, Division of Administration, the Associate Personnel Analyst (APA) will function as the Assistant Human Resources (HR) Officer and the Training Officer for the Delta Stewardship Council (Council) to relieve the Administration Chief of day-to-day tasks within the HR Office.  The APA will provide leadership and direction to other HR staff and personally handles the most difficult responsibilities in the HR Office including oversight and coordination for contracted HR services. 
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	Indicate the duties of the position and the percentage of time spent on each  Group related tasks under the same percentage Percentages should be in increments of 5 with the highest percentage first Identify essential functions with an E and marginal functions with an M in the percentage column Other duties as required cannot be used as a task statementRow1: Provides leadership and direction for the Council’s HR Office and personally handles the most difficult responsibilities, such as:

Oversee appointment/separation process including recruitment efforts; VPOS updating; New Employee Orientation Handbook and Buddy System assignments.  Review all C&P requests and personally handles the most difficult appointment packages, such as Career Executive Assignments, Exempts, Managerial, Supervisory and temporary hires (i.e., retired annuitant, volunteers).  Prepare justifications for new positions and/or a change in duties/classification including range changes, exceptional allocations, unlawful appointment, 625 requests, and 250 Transfer Rule documentation.  Ensure all duty statements meet classification specification and allocation standards including recommendations on how to address positions that are not appropriately allocated.  Work directly with the contracted HR Office to ensure that personnel and payroll transactions including exam issues are processed and completed timely.  

Control agency reporting:  Annual Workforce Analysis (WFA) reporting includes language survey exemption; upward mobility plan; and Whistleblower notification, as well as other control agency requests.

Oversee Benefit Coordination programs, i.e., health, dental, vision, Cat leave; examinations and certification list requests; position control; attendance clerk duties; prob/MSA/25 years state services tracking; range change.



Training Officer tasks to include, but not limited to, staff development, prepare and maintain a training plan and upward mobility plan; outline training needs to meet core competencies by classification; meet with hiring supervisor throughout the employee’s probationary period to ensure that employee performance and conduct meets job expectations including progressive disciplinary steps to promote job success for the employee.  Review and update Training Policy and Procedures as needed, which may require Union ‘meet and confer’ meetings.  Maintain mandatory training tracking log and oversee work of the training coordinator that processes training requests and maintains log of completed training; review and approve training request forms.  Track and evaluate management and rank-and-file performance Appraisal development forms to ensure job goals/objectives meet core competencies.


 

	SUPERVISORS SIGNATURE: 
	DATE_2: 
	EMPLOYEES SIGNATURE: 
	DATE_3: 
	Percent of Time E and MRow1_2: 25% (E)
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	Indicate the duties of the position and the percentage of time spent on each  Group related tasks under the same percentage Percentages should be in increments of 5 with the highest percentage first Identify essential functions with an E and marginal functions with an M in the percentage column Other duties as required cannot be used as a task statementRow1_2: Assist the Administration Chief with HR projects, such as:  revising and maintaining the integrity of the department-specific class series; monthly delegation authority reporting; HR record retention reporting; biennial reporting of SLAA—State Manager’s Accountability Act; Disability Advisory Coordinator meeting/reporting; annual Conflict of Interest (Form 700) reporting; labor relations/collective bargaining issues including employee and supervisor consultation that may involve disciplinary/adverse actions; review personal/consultant services contracts and notify appropriate Union(s); Council intranet/internet updating for HR issues; and other HR projects as needed.

Health & Safety Program coordination, which includes:  Employee Assistance Program, Ergonomic Evaluations, Workers Compensation, Non-disability insurance; Pregnancy/Maternity disability; FMLA/CFRA, reasonable accommodation, and return to work coordinator.

Develop and maintain HR policies and procedures for agency including desk procedures and HR filing system (hard/soft copies).  
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