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JOB SUMMARY

SALARY RANGE $73,906.00- $94,543.00

This position is located in the Department of Consumer and Regulatory Affairs (DCRA), Office of the Director. The
incumbent serves as a Policy Analyst, whose assignments involve researching policy, coordinating with executive
and senior managers for input on policy formulation, drafting legislation, regulations and agency implementation of
vital policies, regulations, directives, procedures, etc., as needed to facilitate the attainment of departmental
strategic plans, goals, and objectives. The incumbent also provides technical assistance related to the tracking
and monitoring of legislation and rule-making, establishing or amending legislation, writing of required rule making
and legislation.

DUTIES AND RESPONSIBILITIES

This position functions as policy analyst in the Legislative Affairs Division and provides assistance to the Chief
Legislative Affairs Officer and the Senior Policy Advisor. This position has responsibility for aiding with the
planning, developing and coordinating a wide-range of assignments and duties related to legislative and regulatory
affairs, providing administrative support to the agency management on policy formulation and implementation, and
the potential political and public reaction to the proposed policy.

QUALIFICATIONS AND EDUCATION

Candidates must have at least one (1) year of specialized experience equivalent to at least the CS-11 grade level,
or its non-District equivalent, gained from the public or private sector. Specialized experience is experience which
is in or directly related to the line of work of the position and has equipped the applicant with the particular
knowledge, skills, and abilities to successfully perform the duties of the position.
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An equivalent combination of education and experience. Bachelor's degree and a minimum of three (3) years of experience preferred

Relevant work experience in research and policy analysis is preferred. Applicant must have the ability to work and effectively communicate with all levels of personnel, display aptitude for learning new systems, and have excellent written and oral communication skills.
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