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O CURRENT
DUTY STATEMENT PROPOSED
CIVIL SERVICE CLASSIFICATION WORKING TITLE
Staff Services Analyst Classification and Pay Analyst
DIVISION/OFFICE/UNIT SPECIFIC LOCATION ASSIGNED TO
Administration - Human Resources Office Sacramento
COLLECTIVE BARGAINING IDENTIFIER WORK WEEK GROUP CONFLICT OF INTEREST CLASSIFICATION?
RO1 2 OYES ® NO
FINGERPRINTS/BACKGROUND CHECK REQUIRED BILINGUAL POSITION POSITION NUMBER (Agency-Unit-Class-Serial)
OYES ® NO OYES ®m NO 400-107-5157-235

GENERAL STATEMENT

Under the supervision of the Staff Services Manager |, Classification and Pay Unit, the Staff
Services Analyst performs a range of classification and pay assignments for the Department of
Industrial Relations (DIR). This includes reviewing, analyzing, and making determinations on hiring
packages, reviewing and making recommendations for various requests such as Out-of-Class and
Training and Development assignments, and providing consultative services to assigned division
hiring managers or their designees. The incumbent also provides training on the hiring process and
assists in a variety of special projects.

Candidate must be able to perform the following essential functions with or without reasonable accommodation.

PERCENTAGE
OF TIME DUTIES

SPENT
% ESSENTIAL JOB FUNCTIONS
40% Reviews, analyzes, and processes Requests for Personnel Action (RPA) packages,

including requests to establish, backfill, and/or reclassify positions. This includes
analyzing duty statements to ensure they align with the designated classification
specification, reviewing justification memorandums, organizational charts, and other
related documents. Reviews proposed personnel transactions and makes
recommendations on various requests, including alternatives for promotions, new
appointments, reinstatements, transfers, and reclassifications; assists in the
recruitment and selection of employees including reviewing, making
recommendations, and approving screening criteria and interview questions in
accordance with laws, rules, DIR guidelines, and best practices, to ensure that the
merit principles are upheld; consults with departmental employees and prospective
State employees regarding employment. Consults with hiring managers by providing
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% (Continued) | ESSENTIAL JOB FUNCTIONS (Continued)

advice and making recommendations relative to personnel policies, standards, rules,
and procedures and ensuring all pre-employment documents are completed in a
timely manner. Reviews hiring packages ensuring recruitments are compliant with
the State’s merit system, and verifies candidate eligibility.

25% Conducts classification and pay, and organizational studies that may result in
establishing new classifications or revising existing ones; analyzes classification
proposals within assigned areas for management review that require comparative
analyses of classifications with significantly similar knowledge and abilities,
gualifications, and levels of responsibility, consideration of appropriateness of
classification, organizational impact, eligibility of employee, and salary and range
considerations.

10% Provides training to hiring managers and designated staff on recruitment, as well as
classification and pay issues. Ensures training is consistent with department, the
California Department of Human Resources, and State Personnel Board policies,
procedures, and guidelines. Assists with the development of training material,
including Power Points and handouts that support the course content.

10% Reviews and approves requests for various classification and pay actions, including
Hiring Above Minimum requests, Out-of-Class assignments, and Training and
Development requests.

10% Conducts and assists in special projects including: responding to Public Records Act
requests; analyzing merit issue complaints and drafting correspondence in response
to complaints; providing recommendations for personnel, recruitment and hiring
guidelines and procedures; developing reports from various databases; assisting in
automation projects designed to improve operational efficiencies; and other projects
assigned.
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5% Performs other job-related duties as assigned including, but not limited to: serves on

committees, special work teams, and task forces related to classification and pay and
department activities; reviews, evaluates, reports on the effectiveness of and
recommends revisions to personnel procedures and policies; and assists in
developing documents as recommended by management. Serves as a back-up to
other analysts, and attends mandatory trainings.

CONDUCT, ATTENDANCE, AND PERFORMANCE EXPECTATIONS

This position requires the incumbent to maintain consistent and regular attendance; communicate
effectively (both orally and in writing) in dealing with the public and/or other employees; develop and
maintain knowledge and skill related to specific tasks, methodologies, materials, tools, and
equipment; complete assignments in a timely and efficient manner; and adhere to DIR policies and
procedures.

SUPERVISION RECEIVED AND EXERCISED
Supervision Received:

This incumbent works under supervision and receives the majority of assignments from the Staff
Services Manager I, Classification and Pay Manager. The incumbent also receives assignments
from the Staff Services Manager Il; Staff Services Manager Ill; Personnel Officer (CEA), Human
Resources Office; or the Chief for the Division of Administration.

Supervision Exercised:

Not applicable.

WORK ENVIRONMENT, JOB REQUIREMENTS, PHYSICAL ABILITIES REQUIRED FOR THE JOB (if applicable),
AND PERSONAL CONTACTS:
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Work Environment:

The incumbent works in an air conditioned, low-rise office building with natural and artificial lighting.
In addition, the incumbent works in either a cubicle or enclosed private office in close proximity to
others.

Special Requirements/Other Information:

All DIR employees are expected to conduct themselves in a professional manner that demonstrates
respect for all employees and others they come in contact with during work hours, during
work-related activities, and anytime they represent the Department. Additionally, all DIR employees
are responsible for promoting a safe and secure work environment, free from discrimination,
harassment, inappropriate conduct, or retaliation.

Physical Abilities:

The incumbent will work 40 hours per week, Monday through Friday. The position requires the ability
to sit for and to work at a computer for extended periods of time. The incumbent will be required to
use office equipment including, but not limited to, a personal computer, telephone, and multi-function
copy machine. The incumbent will be required to sit, stand, bend, walk, and stoop. Some travel may
be required to attend meetings and training.

Additional Requirements/Expectations:
Confidentiality must be maintained at all times.

Personal Contacts:

The incumbent will have daily contact with all levels of departmental personnel. The incumbent may
have occasional contact with members of the public including applicants for DIR positions.

ACKNOWLEDGMENTS:

| have read and understand the duties listed above and | certify that | possess essential personal qualifications
including integrity, initiative, dependability, good judgement, and ability to work cooperatively with others; and
a state of health consistent with the ability to perform the assigned duties as described above with or without
reasonable accommodation. (If you believe reasonable accommodation is necessary, discuss your concerns
with the hiring supervisor. If unsure of a need for reasonable accommodation inform the hiring supervisor,

who will discuss your concerns with the Diversity and Inclusion Office).
DATE PRINT EMPLOYEE NAME EMPLOYEE'S SIGNATURE

| certify this duty statement represents current and an accurate description of the essential functions of this position. |

have discussed the duties of this position with the employee and provided the employee a copy of this duty statement.
DATE PRINT SUPERVISOR NAME SUPERVISOR’S SIGNATURE

HR APPROVAL DATE: C&P ANALYST'’S INITIALS:
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	ESSENTIAL JOB FUNCTIONS Continued: advice and making recommendations relative to personnel policies, standards, rules, and procedures and ensuring all pre-employment documents are completed in a timely manner. Reviews hiring packages ensuring recruitments are compliant with the State’s merit system, and verifies candidate eligibility.

Conducts classification and pay, and organizational studies that may result in establishing new classifications or revising existing ones; analyzes classification proposals within assigned areas for management review that require comparative analyses of classifications with significantly similar knowledge and abilities, qualifications, and levels of responsibility, consideration of appropriateness of classification, organizational impact, eligibility of employee, and salary and range considerations. 

Provides training to hiring managers and designated staff on recruitment, as well as classification and pay issues.  Ensures training is consistent with department, the California Department of Human Resources, and State Personnel Board policies, procedures, and guidelines.  Assists with the development of training material, including Power Points and handouts that support the course content.  

Reviews and approves requests for various classification and pay actions, including Hiring Above Minimum requests, Out-of-Class assignments, and Training and Development requests.

Conducts and assists in special projects including: responding to Public Records Act requests; analyzing merit issue complaints and drafting correspondence in response to complaints; providing recommendations for personnel, recruitment and hiring guidelines and procedures; developing reports from various databases; assisting in automation projects designed to improve operational efficiencies; and other projects assigned. 

	CONDUCT ATTENDANCE AND PERFORMANCE EXPECTATIONSRow1: This position requires the incumbent to maintain consistent and regular attendance; communicate effectively (both orally and in writing) in dealing with the public and/or other employees; develop and maintain knowledge and skill related to specific tasks, methodologies, materials, tools, and equipment; complete assignments in a timely and efficient manner; and adhere to DIR policies and procedures.
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	Supervision Received: This incumbent works under supervision and receives the majority of assignments from the Staff Services Manager I, Classification and Pay Manager.  The incumbent also receives assignments from the Staff Services Manager II; Staff Services Manager III;  Personnel Officer (CEA), Human Resources Office; or the Chief for the Division of Administration.
	Supervision Exercised: Not applicable.
	WORK ENVIRONMENT: The incumbent works in an air conditioned, low-rise office building with natural and artificial lighting.  In addition, the incumbent works in either a cubicle or enclosed private office in close proximity to others.
	SPECIAL REQUIREMENTS/OTHER INFORMATION: All DIR employees are expected to conduct themselves in a professional manner that demonstrates respect for all employees and others they come in contact with during work hours, during work-related activities, and anytime they represent the Department. Additionally, all DIR employees are responsible for promoting a safe and secure work environment, free from discrimination, harassment, inappropriate conduct, or retaliation.
	PHYSICAL ABILITIES: The incumbent will work 40 hours per week, Monday through Friday. The position requires the ability to sit for and to work at a computer for extended periods of time.  The incumbent will be required to use office equipment including, but not limited to, a personal computer, telephone, and multi-function copy machine. The incumbent will be required to sit, stand, bend, walk, and stoop. Some travel may be required to attend meetings and training.
	ADDITIONAL REQUIREMENTS/EXPECTATIONS: Confidentiality must be maintained at all times.
	PERSONAL CONTACTS: The incumbent will have daily contact with all levels of departmental personnel.  The incumbent may have occasional contact with members of the public including applicants for DIR positions.
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	WORKING TITLE: Classification and Pay Analyst
	DIVISIONOFFICEUNIT: Administration - Human Resources Office
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	Text1: Under the supervision of the Staff Services Manager I, Classification and Pay Unit, the Staff Services Analyst performs a range of classification and pay assignments for the Department of Industrial Relations (DIR). This includes reviewing, analyzing, and making determinations on hiring packages, reviewing and making recommendations for various requests such as Out-of-Class and Training and Development assignments, and providing consultative services to assigned division hiring managers or their designees. The incumbent also provides training on the hiring process and assists in a variety of special projects. 
	DUTIES ESSENTIAL JOB FUNCTIONS: Reviews, analyzes, and processes Requests for Personnel Action (RPA) packages, including requests to establish, backfill, and/or reclassify positions. This includes analyzing duty statements to ensure they align with the designated classification specification, reviewing justification memorandums, organizational charts, and other related documents.  Reviews proposed personnel transactions and makes recommendations on various requests, including alternatives for promotions, new appointments, reinstatements, transfers, and reclassifications; assists in the recruitment and selection of employees including reviewing, making recommendations, and approving screening criteria and interview questions in accordance with laws, rules, DIR guidelines, and best practices, to ensure that the merit principles are upheld; consults with departmental employees and prospective State employees regarding employment.  Consults with hiring managers by providing 
	PERCENTAGE OF TIME SPENT: 40%
	fill_2: 5%
	MARGINAL JOB FUNCTIONS: Performs other job-related duties as assigned including, but not limited to: serves on committees, special work teams, and task forces related to classification and pay and department activities; reviews, evaluates, reports on the effectiveness of and recommends revisions to personnel procedures and policies; and assists in developing documents as recommended by management. Serves as a back-up to other analysts, and attends mandatory trainings. 


