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INITIAL TASK LISTING

CLASS:  RESEARCH PROGRAM SPECIALIST II – FIRST 5 CA
NOTE:  Each position within this classification may perform some or all of these tasks.

	Task #
	Task



	1. 
	Designs complex, in-depth, sensitive and/or technical research methods (e.g., data collection, statistics, observational studies, interviews, literature search, content analysis, etc.) and techniques necessary to conduct major research projects and/or studies of department programs to improve their efficiency and performance that may include sensitive issues (e.g., labor relations, health and safety, personnel, etc.) using various resources (e.g., raw data, data bases, computer software, State law, department manuals, policies, guidelines, etc.) as directed by First 5 California Commission and/or First 5 CA.

	2. 
	Applies complex, in-depth, sensitive and/or technical research methods (e.g., data collection, statistics, observational studies, interviews, literature search, content analysis, etc.) and techniques to major projects and/or studies of departmental programs to improve their efficiency and performance using various resources (e.g., raw data, data bases, computer software, State law, department manuals, policies, guidelines, etc.) as directed by the Governor’s Office, legislature, First 5 California Commission and/or First 5 CA as directed by First 5 California Commission and/or First 5 CA.

	3. 
	Provides complex, in-depth, sensitive and/or technical recommendations based on research findings and conclusions to the requesting entity for improving department programs’ efficiency and performance using various tools and/or equipment (e.g., computer software, oral presentations, web-based postings, written reports, etc.)  as directed by First 5 California Commission and/or First 5 CA.

	4. 
	Manages complex, in-depth, sensitive and/or technical research projects using various tools, methods and/or techniques (e.g., data collection, statistics, surveys, observational studies, interviews, literature search, content analysis, project management skills, timelines, project scope sheets, etc.) to produce a timely, organized, efficient, and thorough report as directed by First 5 California Commission and/or First 5 CA.

	5. 
	Controls numerous factors and extraneous variables frequently found in data to maintain study validity and research integrity utilizing various statistical techniques as directed by First 5 California Commission and/or First 5 CA.

	6. 
	Synthesizes complicated data from a variety of sources (e.g., travel expense claims, personnel records, customer information, performance measures, workers’ compensation, budget records, etc.) to disseminate information and summary/descriptive reports using various resources (e.g., departmental staff and other state and local agencies, raw data files, existing data bases, statistical software packages, State laws, departmental manuals, legislative mandates, etc.) as directed by the Governor’s Office, legislature, First 5 California Commission and/or First 5 CA.

	7. 
	Conducts presentations to the Governor’s Office, legislature, First 5 California Commission, First 5 CA, Executive Team, and/or stakeholders, etc., using various tools, equipment, methods and/or techniques (e.g., lap tops, Power Point, handouts, websites, overhead projectors, microphones, conferences, meetings, etc.), to report research progress and findings as directed by the requesting entity as directed by First 5 California Commission and/or First 5 CA.

	8. 
	Prepares complex, in-depth, sensitive and/or technical written documents to provide and/or request information from others using various resources (e.g. computer hardware and software, etc.) as directed by First 5 California Commission and/or First 5 CA. 

	9. 
	Develops electronic databases for Executive decision making (i.e., program specific data systems to support evaluation) using various tools, resources and/or equipment (e.g., computer hardware and/or software, self-report surveys, interview instruments, raw data, data bases, computer software, State law, department manuals, policies, guidelines, etc.) as directed by First 5 California Commission and/or First 5 CA.

	10. 
	Maintains and/or updates electronic databases (i.e., program specific data systems to support evaluation) using various tools, resources and/or equipment (e.g., computer hardware and/or software, self-report surveys, interview instruments, raw data, data bases, State law, department manuals, policies, guidelines, etc.) as directed by First 5 California Commission and/or First 5 CA.

	11. 
	Provides direction, assistance and/or training on complex, in-depth, difficult and/or technical projects, to the Research Program Specialists I to ensure reliability, validity, comprehensiveness, and integrity of research projects as needed as directed by First 5 California Commission and/or First 5 CA.

	12. 
	Maintain skills to remain current with scientific methodologies or research, software applications, upward mobility, departmental mandates, etc., by attending various training and/or development opportunities (e.g., classroom, conferences, associations, online, etc.) as determined by the employee or manager’s needs as directed by First 5 California Commission and/or First 5 CA.      

	13. 
	Communicate in a professional and effective manner with others using tact, interpersonal and conflict management skills to establish and maintain effective working relationships as directed by First 5 California Commission and/or First 5 CA.

	14. 
	Act as task force leader and/or facilitator for various topics (i.e., program specific data systems to support evaluation) to affect change and direct policy for the Department and other State agencies as directed by First 5 California Commission and/or First 5 CA.

	15. 
	Review and/or edit various documents (e.g., reports, correspondence, manuals, web pages, legislation, policies, management memos, administrative orders, budget change proposals, freeze exemptions, contracts, etc.) to verify the accuracy, layout, and format of the data presented and ensure clarity and organization according to established writing standards and/or graphic presentations (e.g., Strunk and White, Information Mapping, First 5 California Style Guide, etc.) as directed by First 5 California Commission and/or First 5 CA.
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