STATE OF CALIFORNIA

California Environmental Protection Agency
AIR RESOURCES BOARD

Job Opportunity Bulletin

ASD-OHR-220 (REV. 10/02)

CLASSIFICATION: Staff Services | Time Base: FT | SALARY:$2,817-$4,446 | FFD:July 15, 2011
Analyst

LOCATION: Sacramento DIVISION: Administrative Services

CONTACT: Elizabeth Edwards E-MAIL: PHONE:
eaedward@arb.ca.gov (916) 327-0905

MAILING ADDRESS: 1001 | Street - 20" Floor, Sacramento, CA 95814

Due to the Governor’s Hiring Freeze Order, only internal Air Resources Board candidates will be
considered.

DUTIES:

Do you want to work in a department that is rapidly growing and offers opportunities for career growth?
We are looking for team players, with a firm background in human resources, who are willing to learn and
looking for growth. If this sounds appealing, maybe you are the perfect candidate, apply today!

Under general direction of the Transaction Manager, the incumbent is responsible for the less complex
and technical personnel management duties related to Worker's Compensation/Return to Work, Non
Industrial Disability Insurance (NDI), and Position Management for both the Air Resources Board and the
Office of the Secretary, Cal EPA. Specifically, the incumbent will perform back up duties to two
Associate Personnel Analysts: one of which is responsible for administering the Worker's
Compensation/Return to Work, and NDI programs; and the other who is responsible for Position
Management. The incumbent will also be responsible for working on special projects related to the
Transaction Unit at the analyst level.

DESIRABLE QUALIFICATIONS:

* Knowledge and/or experience in the State's personnel related programs that include, classification and
pay, progressive discipline, reasonable accommodations, position control, worker's compensation,
departmental policies and procedures, and a clear understanding of personnel transactions, etc.

* Knowledge of applicable Government Codes and Bargaining Unit Contracts.

* Excellent customer service skills.

* Ability to plan, organize, and prioritize workload, as well as work under pressure to meet deadlines.
* Bring a team spirit and also the ability to work independently.

* In addition, if applicable, all applicants must include documentation verifying their educational
background: copies of degree(s) and/or transcripts to be considered a qualified applicant for this
classification.

The energy challenge facing California is real. Every Californian needs to take immediate action to reduce energy consumption.
For a list of simple ways you can reduce demand and cut your energy costs, see our Website: http://www.arb.ca.gov.




