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FINAL ‘EDITED’ TASK LISTING

                                                      CLASS:  Associate Personnel Analyst

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

	Task #
	Task



	1. 
	Acts as liaison on behalf of offices or clients to gain concurrence from control agencies on all personnel management matters in accordance with control agencies laws, rules, and procedures.

	2. 
	Provides consultation to offices/clients on personnel matters (i. e. classification and pay, duty statements, disciplinary actions, recruitment and selection, etc.) to ensure compliance with SPB laws and rules, PMPPM, Federal Uniform Guidelines on Employee Selection, DPA laws and rules, etc. at the request of the program.

	3. 
	Reviews personnel documents (i.e. prior exam history files, current position/vacancy reports, RPA’s, duty statements, out-of-classes, T & D’s, TAU’s, adverse action, etc.) in order to assist offices in meeting exam, staffing and performance needs utilizing classification analysis, SPB laws and rules, PMPPM, Federal Uniform Guidelines on Employee Selection, DPA laws and rules, ABMS position reports, DPA’s Website, program staff, MOUs, etc. at the request of the program and management.

	4. 
	Analyzes written products on a variety of personnel related matters (i.e. bill analysis, issue memos, job analysis reports, previous exam material, special studies and reports) in order to determine the impact to the department, and to make recommendations relative to bill analysis needs, personnel issues, current examination development for exam planning purpose, etc. by using current laws and rules, historical data such as examination base/type, recruitment and selection plans, and testing alternatives in accordance with established procedures, SPB laws and rules, PMPPM, Federal Uniform Guidelines on Employee Selection, DPA laws and rules, etc. as directed by management.

	5. 
	Develops written analyses on a variety of personnel related matters (i.e. bill analysis, issue memos, job analysis reports, exam appeals, special studies/projects and reports, grievances, etc.) to provide a recommendation to the department, to develop job-related examinations, and etc. by researching current SPB laws and rules, PMPPM, Federal Uniform Guidelines on Employee Selection, DPA laws and rules, etc. as directed by management and mandated by SPB.

	6. 
	Determines examination and appointment eligibility of potential applicants for exam entrance and hiring by reviewing classification specifications, 511 Bs, employment history, applications, certification lists, etc., in accordance with established procedures, SPB laws and rules, PMPPM, Federal Uniform Guidelines on Employee Selection, DPA laws and rules, etc.

	7. 
	Prepares Exempt Position Requests and submits to Agency to obtain appointment approval following the exempt appointment process as requested by agency, Governor’s Office, or executive management.   

	8. 
	Develops CEA packages for SPB/DPA review and approval utilizing DPA’s Classification and Pay Guide, SPB’s pinkies, DPA PML’s,  and information provided by the program at the request of executive management.  

	9. 
	Develops SPB Board Item and/or job analysis of classifications to establish new classifications that accurately reflect the duties and responsibilities being performed, and to develop job-related examinations by utilizing Subject Matter Expert’s (SME) input, desk audits, job analysis, other department’s job analysis reports, classification analysis and comparisons, etc. in accordance with DPA laws and rules, SPB laws and rules, civil service merit principles, Federal Uniform Guidelines on Employee Selection, and with concurrence of appropriate bargaining unions as mandated by SPB.  

	10. 
	Revises existing classifications specifications and job analysis reports to accurately reflect the duties and responsibilities being performed by utilizing Subject Matter Expert’s (SME) input, desk audits, other department’s job analysis reports, classification analysis and comparisons, etc. in accordance with DPA laws and rules, SPB laws and rules, civil service merit principles, Federal Uniform Guidelines on Employee Selection, and with concurrence of appropriate bargaining unions as mandated by SPB.  

	11. 
	Trains DGS and client office staff on personnel related subjects (i.e., FMLA, hiring processes, essential function duty statements, selection processes, etc.) to ensure compliance and uniformity with current personnel policies, practices and procedures by on-line courses, manuals, or in-person as directed by management or at the request of the program.     

	12. 
	Develops training materials on personnel related subjects (i.e., FMLA, hiring processes, essential function duty statements, selection processes, etc.) to ensure compliance and uniformity with current personnel policies, practices and procedures by researching new criteria, laws, existing procedures, and other department’s training materials, etc., as directed by management or at the request of the program.

	13. 
	Attends training classes in order to maintain current knowledge of personnel related issues as recommended/approved by management.

	14. 
	Implements the layoff, surplus and SROA processes to achieve the desired reduction in workforce utilizing the DPA approved layoff plan, DPA Layoff Manual, and the SROA Manual as directed by DOF, Agency, DPA, and Executive Office.   

	15. 
	Facilitates and participates in the following processes for offices which include but are not limited to:  Reasonable Accommodation, Fitness for Duty, Temporary Limited Duty, FMLA, Disability Retirement, Medical Separation, etc., by preparing option letters, and meeting with employees and all appropriate parties in order to achieve the best resolution for the employee at the request of the program, Return –to- Work unit or the Disability Transaction Unit.

	16. 
	Prepares CEA and exempt employee termination packages in order to inform them of their return rights and options by preparing the appropriate documentation and coordinating the benefit, leave and pay information with Transactions staff in accordance with SPB and DPA laws and rules.  

	17. 
	Prepares correspondence (i. e. various personnel related issues, exam related issues, disciplinary actions, etc.) to provide information and/or respond to inquiries by research, investigation, interviews, and audits, etc. at the request of employees and/or control agencies or bargaining units, management and programs.

	18. 
	Testifies at various entities (i.e. SPB, DPA, Unemployment Insurance Appeals Board hearings, Superior Court, EDD, etc.) to provide facts and evidence to support the department’s position on the issue by using supporting documentation upon notification.  

	19. 
	Advises employees in various upward mobility matters including, but not limited to, eligibility to compete in exams, advancement opportunities and employment list usage to provide career counseling utilizing employee’s employment history, resume, job vacancies, list eligibility, etc., at the request of the employee.

	20. 
	Facilitates the job analysis process and the development of job-related testing components needed to administer the exam using Subject Matter Expert’s (SME) input, desk audits, job analysis reports, other department’s job analysis reports, established procedures, the Selection Manual, etc. as mandated by SPB and at the direction of management.   

	21. 
	Participates in quality work teams in order to facilitate such activities as process improvement, formulate procedures, problem resolution and others by providing expertise in a variety of areas and topics at the direction of OHR and Executive management.

	22. 
	Administers the Post and Bid process by developing procedures, interpreting MOU’s, distributing bid packages, calculating seniority scores, conferring with union and monitoring the process for compliance with the bargaining unit agreements.   

	23. 
	Inputs examination information and related documents into the State Personnel Board on-line exam system in order to create a record and generate various exam documents and reports needed to process and administer the exam in accordance with established procedures, the Selection Manual, SPB guidelines and the Federal Uniform Guidelines on Employee Selection.

	24. 
	Audits on-line reports, error and alert listings generated by the SPB on-line exam system, and ABMS Reports against previously entered information to ensure accuracy and completeness in accordance with established procedures, the Selection Manual, SPB guidelines and the Federal Uniform Guidelines on Employee Selection.

	25. 
	Acts as chairperson or proctor for QAP/written examinations to ensure that the proceedings adhere to SPB laws and rules and established guidelines governing the selection process.

	26. 
	Acts in the Assistant Manager or Manager’s absence to address any issues/concerns at the direction of management.    

	27. 
	Performs as lead person to staff to provide training, instruction, and/or guidance in the performance of personnel related tasks using various resources (e.g. policies, procedures, laws, rules, etc.) as needed and/or upon request.    

	28. 
	Records notes of Skelly/Coleman Hearings in order to document the proceedings in accordance to SPB guidelines.  

	29. 
	Purges official personnel files of actions and related documents in order to update records as specified by the stipulated agreements.  
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