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FINAL ‘EDITED’ TASK LISTING

                                                      CLASS: ASSOCIATE GOVERNMENTAL PROGRAM ANALYST 

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

Task #
Task


1. 
Participates in and/or conducts complex and sensitive negotiations (e.g. developing contracts, evaluation studies/proposals, budgets, labor relations, personnel, legislation) with intergovernmental and private entities as a departmental representative to achieve departmental goals and objectives utilizing journey level analytical and interpersonal skills at the direction of management and in compliance with applicable laws, rules and regulations.

2. 
Participates in and/or conducts less complex/routine negotiations (e.g. renewing/developing agreements, etc.) with intergovernmental and private entities as a departmental representative to achieve departmental goals and objectives utilizing journey level analytical and interpersonal skills at the direction of management and in compliance with applicable laws, rules and regulations.

3. 
Research and evaluate studies, surveys, and reference material to provide recommendations/alternatives to management on various issues using data gathered from all available sources (e.g. public/ private entities, other state agencies, departmental reports, state archives, libraries, electronic data sources, etc.) at the direction of management.

4. 
Develop studies, surveys, and reference material to provide recommendations/alternatives to management on various issues using writing skills, computer software, current trends and practices, data gathered from research, and other available resources, at the direction of management.

5. 
Develop procedures, policies and program alternatives in order for the department to update and/or streamline policies and procedures in response to legislative mandates, legal decisions, changes in technology, departmental growth, Executive Orders, Management Memos, State Administrative Manual (SAM), Administrative Orders, legislative reports, etc., using data from other state agencies, laws, rules and regulations, computer software, writing skills, electronic data sources, etc.

6. 
Effectively present ideas and information orally and/or in writing to stakeholders (e.g., public/private entities, departmental employees/management etc.) on a wide variety of subjects regarding departmental issues, concerns, services and products utilizing writing skills, interpersonal skills, oral communication skills, computer software, audio-visual aids, handouts, etc., at the direction of management.

7. 
Develop proposed legislation to meet the business needs of the department by utilizing departmental policies, current laws, rules and regulations, proposed and existing legislation, knowledge of the legislative process, writing skills, computer software, electronic data resources etc., at the direction of management.

8. 
Review and analyze proposed legislation to advise management on the impact or potential impact to the department by utilizing departmental policies, current laws, rules and regulations, other proposed legislation and electronic data resources etc. at the direction of management.

9. 
Participate in, or act as facilitator for the department at conferences, task forces, inter-disciplinary groups, study groups, training sessions, etc. to develop policies, procedures, guidelines/criteria and/or exchange information utilizing written and oral communication skills, facilitation skills, computer software, audio visual aids, etc., at the direction of management.

10. 
Plan and execute (e.g., agenda, contracting of facilities, arranging for speakers, equipment, advertising, travel arrangements, registration, budget, etc.) conferences, job fairs, training sessions, trade shows, etc., for the purpose of information exchange to promote the department’s products and services using interpersonal, organization and communication skills, computer software, etc., at the direction of management and in compliance with applicable laws, rules and regulations.

11. 
Coordinate with other governmental agencies on behalf of the department to obtain resources (e.g. personnel, program services, grant proposals, equipment, contracts, etc.) to meet business needs of the department, using interpersonal skills, research skills, oral and written communication skills, electronic data sources, etc., at the direction of management.

12. 
Provide assistance and/or consultation, as the technical expert in a subject/program area, to management and/or staff, private sector, legislature, courts, and other governmental agencies using personal knowledge of the subject/program, departmental policies and rules, interpersonal skills, oral and written communication skills, etc., at the direction of management.

13. 
Review and/or audit internal and/or external projects and/or programs to ensure compliance with policies, rules and regulations, contracts, legislative mandates, court decisions, etc., utilizing compliance review documents, established fiscal and program policies and procedures, on-site visits, etc., in accordance with applicable laws, rules and regulations.

14. 
Make written recommendations based on the audit and/or review of internal and/or external projects and/or programs to ensure compliance with policies, rules and regulations, contracts, legislative mandates, court decisions, etc. utilizing audit and/or review findings, established fiscal and program policies and procedures, writing skills, computer software, etc., in accordance with applicable laws, rules and regulations.

15. 
Monitor internal and/or external projects and/or programs to ensure compliance with policies, rules and regulations, contracts, legislative mandates, court decisions, etc., utilizing computer data sources,  established fiscal and program policies and procedures, and on-site visits, etc., at the direction of management.

16. 
Prepare various budget documents (e.g., Concept Papers, Finance Letters, Quarterly Adjustments, Budget Change Proposals, etc.) as they relate to the unit/program fiscal needs utilizing computer software, ABMS, Governor’s Budget, Departmental Manual, etc., at the direction of management and in accordance with applicable laws, rules and regulations.

17. 
Track expenditures (e.g., Personnel Services, Capital Outlay, Operating Expenses etc.) as they relate to the unit/program fiscal needs, utilizing computer software, ABMS, etc., to ensure fiscal responsibility, at the direction of management.

18. 
Prepare various personnel documents (e.g., Request for Personnel Action (RPA), Job Opportunity Bulletins, Duty Statements, Organization Charts, Vacancy Reports, etc.) as they relate to the unit/program personnel needs utilizing various personnel reports, unit workload summaries, Memoranda of Understanding (MOUs), computer software, ABMS, etc., in accordance with applicable laws, rules and regulations.

19. 
Monitor personnel needs to provide and maintain services (e.g. staffing, vacancies, retirements, position control, leaves of absence, disciplinary issues, salary adjustments, awards, etc.), as they relate to the unit/program utilizing various personnel reports, unit workload summaries, MOUs, etc., at the direction of management.

20. 
Develop training materials to provide program knowledge, dissemination of information, new or revised procedures and/or policies, etc., utilizing writing skills, interviewing skills, computer software, reference materials, subject matter experts, etc., at the direction of management and in compliance with applicable laws, rules and regulations.

21. 
Conduct training to provide program knowledge, dissemination of information, new or revised procedures and/or policies, etc., in a formal or informal setting utilizing interpersonal skills, computer software, audio-visual aids, handouts, lesson plans, facilitation skills, etc., at the direction of management and in compliance with applicable laws, rules and regulations.

22. 
Establish data bases (e.g., budget, training, project management, contracts, contacts, legislation, exams, etc.) utilizing computer software applications to track information for programs in accordance with applicable laws, rules and regulations.

23. 
Evaluate data bases (e.g., budget, training, project management, contracts, contacts, legislation, exams, etc.) to determine their effectiveness to track information for programs, utilizing computer software applications, surveys, etc., in accordance with applicable laws, rules and regulations.

24. 
Utilize data bases (e.g., budget, training, project management, contracts, contacts, legislation, exams, etc.) to retrieve information,  utilizing computer software applications in accordance with applicable laws, rules and regulations.

25. 
Maintain data bases (e.g., budget, training, project management, contracts, contacts, legislation, exams, etc.) to ensure accuracy, update existing information, input new/additional information, etc., utilizing computer software applications at the direction of management and in accordance with applicable laws, rules and regulations.

26. 
Prepare technical documents (e.g. contracts, service agreements, regulations, policies and procedures, etc.) to meet program needs utilizing available resources (e.g., Administrative Orders, Management Memos, SAM, Legislative Reports, State Contracting Manual, data from other entities, laws, rules and regulations, electronic data sources, etc.) at the direction of management and in accordance with applicable laws, rules and regulations.

27. 
Function as the lead analyst to coordinate staff activities in the day-to-day program operation by utilizing leadership, interpersonal, organization, and time management skills, program guidelines, etc. to achieve the departmental goals and objectives at the direction of management.

28. 
Develop website (intranet and internet) content and organization to provide information to meet business needs for internal and external customers using computer software technology, writing skills, organizational skills, reference materials, technical experts, etc., at the direction of management.

29. 
Maintain website (intranet and internet) content and organization to ensure up-to-date and accurate information for internal and external customers, using computer software technology, writing skills, organizational skills, reference materials, technical experts, etc., at the direction of management.

Shared/Testing/Job Analysis/Initial Task Listing – New 10/31/02


