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                                                      CLASS:  LEGISLATIVE COORDINATOR

NOTE:  Each position within this classification may perform some or all of these tasks.
	Task #
	Task





	1. 

	Supervises the activities of the Department of General Services (DGS) legislative program in order to establish legislative priorities, ensure all legislative documents are in proper order for final distribution, and to effectively advocate the administrations position utilizing administrative processes, principles of public administration, modern office methods (i.e. email, correspondence), equipment (i.e. fax, communication devices, computer, telephone) and procedures under the general direction of the Deputy Director of Legislative Affairs.

	2. 
	Coordinates the activities of the DGS legislative program in order to establish legislative priorities, ensure all legislative documents are in proper order for final distribution, and to effectively advocate the administrations position utilizing administrative processes, principles of public administration, modern office methods (i.e. email, correspondence), equipment (i.e. fax, communication devices, computer, telephone) and procedures under the general direction of the Deputy Director of Legislative Affairs.

	3. 
	Manages legislative program staff to ensure timely and accurate processing of legislative documents utilizing established DGS legislation review processes, administrative processes, principles of public administration, modern office methods (i.e. email, correspondence), equipment (i.e. fax, communication devices, computer, telephone) and procedures under the general direction of the Deputy Director of Legislative Affairs.

	4. 
	Manages legislative program workload to ensure timely and accurate processing of legislative documents utilizing established DGS legislation review processes, administrative processes, principles of public administration, modern office methods (i.e. email, correspondence), equipment (i.e. fax, communication devices, computer, telephone) and procedures under the general direction of the Deputy Director of Legislative Affairs.

	5. 
	[bookmark: _GoBack]Provides expert testimony before the Legislature in order to lobby and negotiate bills on behalf of the DGS and the Governor’s Office utilizing organization, functions and processes of the legislative branch; constitutional requirements related to special sessions of the Legislature; constitutional authorities and responsibilities of the Governor as related to legislation; California Government organization, DGS reports, functions and administrative processes, principles of public administration, modern office methods (i.e. email, correspondence) and procedures under the general direction of the Deputy Director of Legislative Affairs.

	6. 
	Represents the Administration’s position on various DGS legislative issues to lobby and negotiate bills on behalf of the DGS and the Governor’s Office utilizing organization, functions and processes of the legislative branch; constitutional requirements related to special sessions of the Legislature; constitutional authorities and responsibilities of the Governor as related to legislation; California Government organization, DGS reports, functions and administrative processes, principles of public administration, modern office methods (i.e. email, correspondence) and procedures under the general direction of the Deputy Director of Legislative Affairs.

	7. 
	Analyzes data in order to lobby and negotiate bills on behalf of the DGS and the Governor’s Office before the Legislature utilizing organization, function and processes of the legislative branch; constitutional requirements related to special sessions of the Legislature; constitutional authorities and responsibilities of the Governor as related to legislation; California Government organization, DGS reports, functions and administrative processes, principles of public administration, modern office methods (i.e. email, correspondence) and procedures under the general direction of the Deputy Director of Legislative Affairs.

	8. 
	Presents briefings and recommendations on complex subject matter in order to lobby and negotiate bills on behalf of the DGS and the Governor’s Office before the Legislature utilizing organization, functions and processes of the legislative branch; constitutional requirements related to special sessions of the Legislature; constitutional authorities and responsibilities of the Governor as related to legislation; California Government organization, DGS reports, functions and administrative processes, principles of public administration, modern office methods (i.e. email, correspondence) and procedures under the general direction of the Deputy Director of Legislative Affairs.

	9. 
	Reviews legislative analyses of proposed bills that impact the DGS in order to make recommendations regarding adoption, veto, or changes in the proposed bills utilizing researched DGS program data, DGS Program input, DGS reports, administrative processes, principles of public administration, modern office methods (i.e. email, correspondence) and procedures under the general direction of the Deputy Director of Legislative Affairs.

	10. 
	Drafts legislative analyses of proposed bills that impact the DGS in order to make recommendations regarding adoption, veto, or changes in the proposed bills utilizing researched DGS program data, DGS Program input, DGS reports, administrative processes, principles of public administration, modern office methods (i.e. email, correspondence) and procedures under the general direction of the Deputy Director of Legislative Affairs.

	11. 
	Develops legislative analyses of proposed bills that impact the DGS in order to make recommendations regarding adoption, veto, or changes in the proposed bills utilizing researched DGS program data, DGS Program input, DGS reports, administrative processes, principles of public administration, modern office methods (i.e. email, correspondence) and procedures under the general direction of the Deputy Director of Legislative Affairs.

	12. 
	Conducts extensive research in order to make recommendations regarding adoption, veto, or changes to legislative bills and to ensure the DGS programs and interests are represented utilizing researched DGS program data, DGS Program input, DGS reports, administrative processes, principles of public administration, modern office methods (i.e. email, correspondence) and procedures under the general direction of the Deputy Director of Legislative Affairs.

	13. 
	Monitors the Budget process to asses the fiscal impact to DGS Programs utilizing the DGS Fiscal Office, DGS Program managers, DGS reports, administrative processes, principles of public administration, modern office methods (i.e. email, correspondence) and procedures under the general direction of the Deputy Director of Legislative Affairs.

	14. 
	Attends Legislative Budget Hearings in conjunction with the DGS Fiscal Office representatives and DGS program managers in order to represent the DGS and their interests utilizing researched DGS program data, DGS Program input, DGS Fiscal Office reports, administrative processes, principles of public administration, modern office methods (i.e. email, correspondence) and procedures, under the general direction of the Deputy Director of Legislative Affairs.

	15. 
	Attends meetings with legislators, other Departments, lobbyists and interests groups, legislative staff , Governor’s Office, State and Consumer Services Agency, and legislative committees to represent the Department and its interests, discuss legislative issues and strategy, bill amendments, and Department positions utilizing organization, functions and processes of the legislative branch, constitutional requirements related to special sessions of the Legislature, constitutional authorities and responsibilities of the Governor as related to legislation, California Government organization, DGS reports, administrative processes, principles of public administration, modern office methods (i.e. email, correspondence) and procedures under the general direction of the Deputy Director of Legislative Affairs.

	16. 
	Manages overlapping areas of interest on any particular bill to develop a departmental position that best represents the position of all programs within the DGS utilizing researched DGS program data, DGS Program input, DGS reports, administrative processes, principles of public administration, modern office methods (i.e. email, correspondence) and procedures under the general direction of the Deputy Director of Legislative Affairs.

	17. 
	Works with legislative offices to respond to legislative inquiries by providing analyses of the departmental position on a variety of topics utilizing researched DGS program data, DGS Program input, DGS reports, administrative processes, principles of public administration, modern office methods (i.e. email, correspondence) and procedures under the general direction of the Deputy Director of Legislative Affairs.

	18. 
	Coordinates responses with DGS programs on a variety of topics in order to respond to legislative inquiries utilizing researched DGS program data, DGS Program input, DGS reports, administrative processes, principles of public administration, modern office methods (i.e. email, correspondence) and procedures under the general direction of the Deputy Director of Legislative Affairs.

	19. 
	Prepares amendments for legislation and other legislative correspondence in order to effectively advocate approved Administration positions utilizing researched DGS program data, DGS Program input, DGS reports, administrative processes, principles of public administration, modern office methods (i.e. email, correspondence) and procedures under the general direction of the Deputy Director of Legislative Affairs.

	20. 
	Coordinates amendments for legislation and other legislative correspondence in order to effectively advocate approved Administration positions utilizing researched DGS program data, DGS Program input, DGS reports, administrative processes, principles of public administration, modern office methods (i.e. email, correspondence) and procedures under the general direction of the Deputy Director of Legislative Affairs.

	21. 
	Prepares department position letters on bills to effectively advocate approved Administration positions utilizing researched DGS program data, DGS Program input, DGS reports, administrative processes, principles of public administration, modern office methods (i.e. email, correspondence) and procedures under the general direction of the Deputy Director of Legislative Affairs.

	22. 
	Coordinates department position letters on bills to effectively advocate approved Administration positions utilizing researched DGS program data, DGS Program input, DGS reports, administrative processes, principles of public administration, modern office methods (i.e. email, correspondence) and procedures under the general direction of the Deputy Director of Legislative Affairs.

	23. 
	Coordinate Legislative reports to ensure the DGS is in compliance with mandated reporting requirements utilizing California statutory law, researched DGS program data, DGS Program input, DGS reports, administrative processes, principles of public administration, modern office methods (i.e. email, correspondence) and procedures under the general direction of the Deputy Director of Legislative Affairs.

	24. 
	Analyzes Legislative reports to ensure the DGS is in compliance with mandated reporting requirements utilizing California statutory law, researched DGS program data, DGS Program input, DGS reports, administrative processes, principles of public administration, modern office methods (i.e. email, correspondence) and procedures under the general direction of the Deputy Director of Legislative Affairs.

	25. 
	Reviews Legislative reports to ensure the DGS is in compliance with mandated reporting requirements utilizing California statutory law, researched DGS program data, DGS Program input, DGS reports, administrative processes, principles of public administration, modern office methods (i.e. email, correspondence) and procedures under the general direction of the Deputy Director of Legislative Affairs.

	26. 
	Interacts with Director, Chief Deputy Directors, and Deputy Directors to serve as a departmental legislative consultant to determine DGS policy positions and determine strategies utilizing California statutory law, researched DGS program data, DGS Program input, DGS reports, administrative processes, principles of public administration, modern office methods (i.e. email, correspondence) and procedures under the general direction of the Deputy Director of Legislative Affairs.

	27. 
	Drafts DGS sponsored legislation to effectively to represent the DGS and their interests advocate approved Administration positions utilizing researched DGS program data, DGS Program input, DGS reports, administrative processes, principles of public administration, modern office methods (i.e. email, correspondence) and procedures under the general direction of the Deputy Director of Legislative Affairs.
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