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	FREQUENCY

How often is this duty performed?
	
	IMPORTANCE

How important to the job is it that the duty is performed properly?
	
	CONSEQUENCE OF ERROR

How damaging is it if the duty is carried out improperly?

	0 = Not Performed
	
	0 = Not important
	
	1 = Not Damaging

	1 = Rarely
	
	1 = Important
	
	2 = Medium

	2 = Occasionally
	
	2 = Crucial
	
	3 = Damaging

	3 = Frequently
	
	
	
	


TASK LIST

	TASK
	FREQUENCY
	IMPORTANCE
	CONSEQUENCE OF ERROR

	1. Manage the demands of an aggressive and ever-changing policy agenda to achieve the mission of First 5 California as defined in the California Children and Families First Act of 1998 (Act) utilizing First 5 California’s Strategic Plan, SAM, DOF and DPA rules and regulations under direction of the Executive Director.


	
	
	

	2. Direct state legislative and governmental affairs that impact First 5 California to ensure consistency with strategic goals and objectives as defined in the California Children and Families First Act of 1998 (Act) utilizing First 5 California’s Strategic Plan, SAM, DOF and DPA rules and regulations, MS Office, Outlook, and Visio applications under direction of the Executive Director.


	
	
	

	3. Develop, through subordinate staff, First 5 California’s annual legislative program, including advising the Executive Staff and State Commission on the political feasibility, risks, and strategies related to individual proposals as defined in the California Children and Families First Act of 1998 (Act) utilizing First 5 California’s Strategic Plan, SAM, DOF and DPA rules and regulations under direction of the Executive Director.


	
	
	


	FREQUENCY

How often is this duty performed?
	
	IMPORTANCE

How important to the job is it that the duty is performed properly?
	
	CONSEQUENCE OF ERROR

How damaging is it if the duty is carried out improperly?

	0 = Not Performed
	
	0 = Not important
	
	1 = Not Damaging

	1 = Rarely
	
	1 = Important
	
	2 = Medium

	2 = Occasionally
	
	2 = Crucial
	
	3 = Damaging

	3 = Frequently
	
	
	
	


	TASK
	FREQUENCY
	IMPORTANCE
	CONSEQUENCE OF ERROR

	4. Develop, coordinate, and promote support among various interest and constituency groups for the Commission’s legislative proposals as defined in the California Children and Families First Act of 1998 (Act) utilizing First 5 California’s Strategic Plan, SAM, DOF and DPA rules and regulations, MS Office, Outlook, and Visio applications under direction of the Executive Director.


	
	
	

	5. Represent First 5 California at legislative committee hearings by testifying on and defending positions on legislation as defined in the California Children and Families First Act of 1998 (Act) utilizing First 5 California’s Strategic Plan, SAM, DOF and DPA rules and regulations under direction of the Executive Director.


	
	
	

	6. Serve as principle spokesperson for legislative activities at the county, state, and federal levels as defined in the California Children and Families First Act of 1998 (Act) utilizing First 5 California’s Strategic Plan, SAM, DOF and DPA rules and regulations under direction of the Executive Director.  
	
	
	

	7. Act as the First 5 California liaison with the 58 local county commissions on all legislative matters as defined in the California Children and Families First Act of 1998 (Act) utilizing First 5 California’s Strategic Plan, SAM, DOF and DPA rules and regulations, MS Office, Outlook, and Visio applications under direction of the Executive Director.
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	8. Interpret legislative issues recognizing the policy implications and recommending specific actions and positions to First 5 California management as defined in the California Children and Families First Act of 1998 (Act) utilizing First 5 California’s Strategic Plan, SAM, DOF and DPA rules and regulations under direction of the Executive Director.  

	
	
	

	9. Present recommendations to First 5 California management on complex policy issues involving legislation as defined in the California Children and Families First Act of 1998 (Act) utilizing First 5 California’s Strategic Plan, SAM, DOF and DPA rules and regulations, MS Office, Outlook, and Visio applications under direction of the Executive Director.

	
	
	

	10. Prepare legislative amendments and proposals for Governor’s Office approval, commission position letters on bills, and other legislative correspondence in order to effectively advocate commission legislation as defined in the California Children and Families First Act of 1998 (Act) utilizing First 5 California’s Strategic Plan, SAM, DOF and DPA rules and regulations, MS Office, Outlook, and Visio applications under direction of the Executive Director.


	
	
	

	11. Research, develop, and prepare bill analyses of State Budget proposals and recommend formal positions to executive staff. Communicate official Commission positions to the legislature, advocacy groups, and other interested parties as appropriate as defined in the California Children and Families First Act of 1998 (Act) utilizing First 5 California’s Strategic Plan, SAM, DOF and DPA rules and regulations, MS Office, Outlook, and Visio applications under direction of the Executive Director.
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	12. Coordinate development of Commission testimony at legislative “informational” and “fact-finding” hearings and advise executive staff on appropriate Commission position as defined in the California Children and Families First Act of 1998 (Act) utilizing First 5 California’s Strategic Plan, SAM, DOF and DPA rules and regulations under direction of the Executive Director.


	
	
	

	13. Provide policy and program consultation to First 5 California commissioners and executive staff in matters relating to the legislative and governmental affairs program and the interpretation and implementation of various laws as defined in the California Children and Families First Act of 1998 (Act) utilizing First 5 California’s Strategic Plan, SAM, DOF and DPA rules and regulations, MS Office, Outlook, and Visio applications under direction of the Executive Director.


	
	
	

	14. Formulate policy and coordinate program implementation on issues related to federal and state legislative matters as defined in the California Children and Families First Act of 1998 (Act) utilizing First 5 California’s Strategic Plan, SAM, DOF and DPA rules and regulations, MS Office, Outlook, and Visio applications under direction of the Executive Director.
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	15. Influence, develop, and implement statewide policies in multiple arenas as defined in the California Children and Families First Act of 1998 (Act) utilizing First 5 California’s Strategic Plan, SAM, DOF and DPA rules and regulations under direction of the Executive Director.


	
	
	

	16. Draft language for policies related to health and education issues for California’s children ages 0 to 5 as defined in the California Children and Families First Act of 1998 (Act) utilizing First 5 California’s Strategic Plan, SAM, DOF and DPA rules and regulations under direction of the Executive Director.


	
	
	

	17. Propose policy alternatives and develop multiple scenarios as defined in the California Children and Families First Act of 1998 (Act) utilizing First 5 California’s Strategic Plan, SAM, DOF and DPA rules and regulations, MS Office, Outlook, and Visio applications under direction of the Executive Director.


	
	
	

	18. Coordinate policy and development of legislation to support a broad policy agenda as defined in the California Children and Families First Act of 1998 (Act) utilizing First 5 California’s Strategic Plan, SAM, DOF and DPA rules and regulations, MS Office, Outlook, and Visio applications under direction of the Executive Director.
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	19. Engage in sensitive negotiations and conversations with various State agency administrations, political stakeholder groups, legislative leaders, parents, and others in a highly charged and fast-paced environment to determine the feasibility of funding requests from other State agencies to support their respective agendas as defined in the California Children and Families First Act of 1998 (Act) utilizing First 5 California’s Strategic Plan, SAM, DOF and DPA rules and regulations under direction of the Executive Director.


	
	
	

	20. Review new and emerging programs that expand or provide for other types of services and programs as defined in the California Children and Families First Act of 1998 (Act) utilizing First 5 California’s Strategic Plan, SAM, DOF and DPA rules and regulations under direction of the Executive Director.


	
	
	

	21. Provide direction and guidance regarding ongoing assignments and daily work activities to ensure deadlines are met as defined in the California Children and Families First Act of 1998 (Act) utilizing First 5 California’s Strategic Plan, SAM, DOF and DPA rules and regulations, MS Office, Outlook, and Visio applications under direction of the Executive Director.


	
	
	

	22. Delegate responsibility to staff to facilitate timely completion as defined in the California Children and Families First Act of 1998 (Act) utilizing First 5 California’s Strategic Plan, SAM, DOF and DPA rules and regulations, MS Office, Outlook, and Visio applications under direction of the Executive Director.
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	24. Review work and evaluate performance of staff to determine training and professional growth opportunities as defined in the California Children and Families First Act of 1998 (Act) utilizing First 5 California’s Strategic Plan, SAM, DOF and DPA rules and regulations, MS Office, Outlook, and Visio applications under direction of the Executive Director.


	
	
	

	25. Conduct, arrange, and approve training for staff to increase staff knowledge base as defined in the California Children and Families First Act of 1998 (Act) utilizing First 5 California’s Strategic Plan, SAM, DOF and DPA rules and regulations, MS Office, Outlook, and Visio applications under direction of the Executive Director.


	
	
	

	26. Approve travel and leave requests for staff following leave usage guidelines as defined in the California Children and Families First Act of 1998 (Act) utilizing First 5 California’s Strategic Plan, SAM, DOF and DPA rules and regulations, MS Office, Outlook, and Visio applications under direction of the Executive Director.

27. 
	
	
	

	28. Responsible for the development and preparation of the Legislative and Governmental Relations Division budget and spending plan including making recommendations to the Commission and executive staff regarding budget and spending needs, utilizing First 5 California’s Strategic Plan, the State Administrative Manual, and Department of Finance rules and regulations as defined in the California Children and Families First Act of 1998 (Act) utilizing First 5 California’s Strategic Plan, SAM, DOF and DPA rules and regulations, MS Office, Outlook, and Visio applications under direction of the Executive Director.
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	29. Plan, convene, and execute state commission meetings as defined in the California Children and Families First Act of 1998 (Act) utilizing First 5 California’s Strategic Plan, SAM, DOF and DPA rules and regulations, MS Office, Outlook, and Visio applications under direction of the Executive Director.


	
	
	

	30. Convene biannual meetings with legislators and/or stakeholders to discuss issues related to children 0 to 5 and advance successful programs as defined in the California Children and Families First Act of 1998 (Act) utilizing First 5 California’s Strategic Plan, SAM, DOF and DPA rules and regulations, MS Office, Outlook, and Visio applications under direction of the Executive Director.


	
	
	

	31. Develop partnerships and legislative recommendations to sustain successful programs as defined in the California Children and Families First Act of 1998 (Act) utilizing First 5 California’s Strategic Plan, SAM, DOF and DPA rules and regulations, MS Office, Outlook, and Visio applications under direction of the Executive Director.


	
	
	

	32. Direct and oversee contracts to ensure the implementation of the legislative and state commission agenda as defined in the California Children and Families First Act of 1998 (Act) utilizing First 5 California’s Strategic Plan, SAM, DOF and DPA rules and regulations under direction of the Executive Director.
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	34. Administer the planning of all commission meetings including agenda development, preparation of meeting materials and contracts related to meeting facilities and related equipment, and notification to First 5 California staff of agenda outcomes as defined in the California Children and Families First Act of 1998 (Act) utilizing First 5 California’s Strategic Plan, SAM, DOF and DPA rules and regulations, MS Office, Outlook, and Visio applications under direction of the Executive Director.


	
	
	


KNOWLEDGE, SKILLS & ABILITIES (KSAs)

	IMPORTANCE
	
	NEED DAY 1

	0 = Not related to satisfactory job performance
	
	Y = Yes

	1 = Helpful or Desirable to satisfactory job performance
	
	N = No

	2 = Important to satisfactory job performance
	
	

	3 = Essential to satisfactory job performance
	
	


	KNOWLEDGE OF
	IMPORTANCE
	NEED DAY 1

	1. Knowledge of the organization and functions of the California State Government including the organization and practices of the Legislature and the Executive Branch.
	
	

	2. Knowledge of the goals and policies of the administration.
	
	

	3. Knowledge of principles, practices, and trends in public administration, organization, and management.
	
	

	4. Knowledge of techniques of organizing and motivating groups.
	
	

	5. Knowledge of program development and evaluation.
	
	

	6. Knowledge of methods of administrative problem solving.
	
	

	7. Knowledge of principles and practices of policy formulation and development.
	
	

	8. Knowledge of personnel management.
	
	

	9. Knowledge of the manager’s role in labor relations.
	
	

	10. Knowledge of the manager’s role in the Equal Employment Opportunity program.
	
	


	IMPORTANCE
	
	NEED DAY 1

	0 = Not related to satisfactory job performance
	
	Y = Yes

	1 = Helpful or Desirable to satisfactory job performance
	
	N = No

	2 = Important to satisfactory job performance
	
	

	3 = Essential to satisfactory job performance
	
	


	ABILITY TO
	IMPORTANCE
	NEED DAY 1

	1. Ability to plan, organize, and direct the work of multidisciplinary professional and administrative teams.
	
	

	2. Ability to analyze administrative policies, organization, procedures and practices.
	
	

	3. Ability to integrate the activities of a diverse program to achieve common goals.
	
	

	4. Ability to gain the confidence and support of top level administrators and advise them on a wide range of administrative matters.
	
	

	5. Ability to develop cooperative working relationships with representatives of all levels of government, the public, the Legislative and Executive branches.
	
	

	6. Ability to analyze complex problems and recommend effective courses of action.
	
	

	7. Ability to prepare and review reports.
	
	

	8. Ability to effectively contribute to the department’s or agency’s Equal Employment Opportunity action objectives.
	
	

	9. Ability to speak and write effectively.
	
	


10

