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Incumbent: Vacant 
Classification: Staff Services Analyst
Position Number: 364-100-5157-004 

Position Duty Statement

	Date: 
	Name of Incumbent: 

	September 19, 2023
	Vacant

	Civil Service Title: 
	Position Number:

	Staff Services Analyst
	364-100-5157-004

	Working or Job Title:
	Division/Unit:

	Staff Services Analyst
	Executive Office

	Supervisor's Civil Service Title:
	Location:

	Staff Services Manager II
	Sacramento

	Supervisor's Working Title:
	Work Hours/Shift:

	Staff Services Manager II
	M-F 8:00-5:00

	Conflict of Interest Disclosure Category:
	License or Other Requirement:

	 FORMCHECKBOX 
 1      FORMCHECKBOX 
 2      FORMCHECKBOX 
 3      FORMCHECKBOX 
 4      FORMCHECKBOX 
 N/A
	N/A

	Supervises: N/A

	

	You are a valued member of the Agency’s team. You are expected to work cooperatively with team members and others to enable the Agency to provide the highest level of service possible. Your creativity and productivity are encouraged. Your efforts to treat others fairly, honestly and with respect are important to everyone who works with you.


	Program Identification: 

	The Chancellor’s Office oversees matters pertaining to the Board of Governors, the Consultation Council, the annual budget and legislative process, communications to the general public and media, and the internal operations of the agency.


	Summary Statement: Under the general supervision of the Staff Services Manager II, the Staff Services Analyst (SSA) is to serve as the lead analyst to the Chancellor of California Community Colleges. The SSA provides various administrative and analytical work to support the Chancellor and is responsible for assisting with divisional projects, and internal and external meetings and events. The SSA will communicate on behalf of the Chancellor and Division with Agency executive offices as needed, including but not limited to the Board of Governors. The position requires the incumbent to collaborate with high-level stakeholders, executive staff members, and the public. The SSA must adjust priorities based on operational need, maintain regular, consistent attendance, exercise good judgement, and communicate effectively. This position requires excellent analytical and administrative skills as well as sound judgement, initiative, and tact. May also receive direction and special projects from the Deputy Chancellor. The SSA works under the guidance of the SSMII to perform analytical and research duties pertaining to the Division and program development planning, makes travel arrangements for the Chancellor’s attendance at conferences and events, speaking engagements, and calendaring of meetings and events.


	Essential Functions (E) – Marginal Functions (M) 

	%
	Job Description

	40%

(E)
	Division Projects, Analysis and Organization

Performs thorough analysis to provide direct support to the Chancellor, Deputy Chancellor, and SSMII in addressing confidential and sensitive matters pertaining to the Division's programs and activities. Gathers data and develops materials for the completion of special reports and/or projects for the Chancellor to present to Executive Staff, Board members, Divisional management, or campus leaders. This includes the development of Power Point presentations, spreadsheets, diagrams, charts, and other relevant materials.
 

Conducts research, collects, analyzes, and manages data pertaining to the Agency and special projects and follows up on action items. Provides recommendations and alternatives to the Chancellor, Deputy Chancellor and SSM II including the initiation of modifications, documentation, or revisions of the division's processes and procedures to address identified needs. Gathers, researches, and analyzes data and background information for meetings, conferences, and special events. (May require some travel)

	35%

(E)
	Administrative Support

Independently prepares the Chancellor’s travel expense claims in accordance with state guidelines; Develops, implements, and maintains program related files; Composes and writes original correspondence on a wide range of subjects, either independently or from brief verbal instructions; Using a network computer and various Microsoft applications (e.g., Excel, Word, PowerPoint), prepares, edits, and prints correspondence, reports, memorandums and other written documents for the Chancellor and, if needed, executive management staff; Answers, screens, redirects, and responds appropriately to telephone calls for the Chancellor, from internal and external stakeholders; Assess incoming correspondence and refers to appropriate staff for response; Reviews outgoing correspondence prepared by other staff members for Chancellor signature.
Coordinates the calendar and makes scheduling arrangements for the Chancellor using Microsoft Outlook or other computer-based program; Manages multiple computer systems and coordinates with other departmental staff, both internal and external, arranges meetings, creates agendas as requested, and prepares meeting materials; Makes travel plans and reservations for the Chancellor when needed.

	20%

(E)
	Project Tracking

Assists the Chancellor in ensuring the division and Agency’s goals and objectives are accomplished; Attends divisional meetings; follows up on action items and deliverables under the direction of the Chancellor; Develops and maintains automatic tracking system(s), and monitors projects to ensure timelines are adhered to; Provides the Chancellor, and SSMII status of projects/issues.  

Drafts newsletters, letters, and memos for Executive management signature and Board of Governor’s dissemination.

	5%

(M)
	Other Duties as assigned in support of the Division’s mission and goals. 


	

	IMPACT AND CONSEQUENCE OF ERROR:

· Reflects poorly on the incumbent, team members and the agency and diminishes their credibility with internal and external stakeholders, state and federal offices, community college district and campus colleagues and key system stakeholders.

	PROFESSIONAL CONTACTS:

· Frequent contact with CCCCO staff at all levels.
· Frequent contact with state and federal policymakers and staff.
· Frequent contact with education policy stakeholders.
· Frequent contact with District and College leadership.
· Frequent contract with industry and employers.

	SPECIAL PERSONAL CHARACTERISTICS:

· Ability to work collaboratively as a team member and independently and take initiative with minimal guidance or direction
· Ability to handle sensitive situations with tact and diplomacy.

· Strong oral and written communication skills especially presentation and facilitation capabilities.

· Strong analytical, research, and presentation skills.

· Positive attitude, open-mindedness, flexibility, and tact, and confidentiality.

· Commitment to quality service that exceeds expectations.

· Excellent organizational and research skills (using search engine and web/internet tools).
· Focus attention to detail and consistent follow-through.

· Multitask, meet deadlines, and adjust to changing priorities in a cooperative manner.

· Good attendance and punctuality record.

· Consistently exercise a high degree of initiative and sound judgment. 

· Analyze situation and adopt effective course of action.

· Working proficiency in Microsoft Word, Outlook, Excel, and PowerPoint. 

· Technical proficiency to utilize Division & Agency technology and data tools.
· Communicate confidently and courteously in a clear and concise manner in a diverse community.

	WORKING AND ENVIRONMENTAL CONDITIONS:

· Proficient with computer technology and software programs.

· Communicate in a clear and concise manner to a diverse audience.

· Work in a climate-controlled, open office environment under artificial lighting.

· Exposure to computer screens and other basic office equipment.

· Occasional overnight travel may be required.
· Ability to effectively telework in CA 

	I have read and understand all the requirements and information above and discussed the duties listed above with my supervisor and can perform them either with or without reasonable accommodation (RA).  (If you believe you may require RA, please discuss this with your hiring supervisor.  If you are unsure whether you require RA, inform the hiring supervisor who will discuss your concerns with the RA Coordinator.)

	Employee Signature:
	Date:

	

	

	I have discussed the duties of this position with and have provided a copy of this duty statement to the employee named above.

	Supervisor Signature:
	Date:

	


