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JOB VACANCY POSTING

POSTING #: 233-26 ISSUE DATE: June 8, 2026

TITLE: ADMINISTRATIVE ANALYST 2 CLOSING DATE: June 22, 2026
(CLASSIFIED COMPETITIVE)

LOCATION: Department of Children and Families (DCF)
Office of Strategy, Innovation, and Implementation
50 East State Street
Trenton, NJ 08625

POSITIONS: 1 RANGE: P21
SALARY: $64, 340.11 - $94, 061. 71
DISTRIBUTION:  Unit Scope CF63

SCOPE OF ELIGIBILITY: Open to employees of the Department of Children and Families who are assigned to Unit
Scope CF63, which includes the following offices: Office of Strategy, Innovation, and Implementation (CC920), Office
of Analytics and System Improvement (CC924), Office of Applied Research and Evaluation (CC955), Office of
Quality (CC956), Office of Assistant Commissioner of Service Performance and Improvement (CC958), Office of
Data Management and Reporting (CC960), and Office of Monitoring (CC962). Employees assigned to CF63 must
be permanent in a competitive title with underlying permanent State service as a promotional or lateral opportunity,
subject to current promotional and hiring restrictions.

SPECIAL NOTE: This position may be eligible to work remotely for up to two days in a calendar week.

DEFINITION: Under the limited supervision of an Administrative Analyst 4 or other supervisor in a state department,
institution, or agency, assists in the review, analysis, and appraisal of current department administrative procedures,
organization, and performance, and helps to prepare recommendations for changes and/or revisions; does related
duties.

DCF Strategy, Innovation & Implementation (Sll): Drives the Department’s strategy, innovation, and
implementation by turning priorities into coordinated action. Develops the frameworks, plans, and projects that guide
innovation, program development, organizational change, and major initiatives, ensuring ideas move from concept
to practice and achieve measurable impact. Strategy, Innovation & Implementation consists of three offices: Office
of Development & Implementation; Office of Innovation; and Office of Project and Program Management.

» Office of Innovation (OIl) — to accelerate ideas to practice, Ol is responsible for embedding community-led
solutions into departmental practices and portfolio to advance system transformation; driving organizational
transformation efforts; and operationalizing community-driven ideas (i.e., incubating piloting).

» Office of Development & Implementation (ODI) — to ensure high quality services, ODI is responsible for
establishing, driving and managing the architecture for high-quality programming and oversight (i.e., Maturity
Matrix); strategic planning for program & organizational development (i.e., Program Plans, Unified Program
Plans, Special Projects, Tl plans, etc.); program development (workstream of maturity matrix) for Program
Plans, prioritized Unified Program Plans and Special Projects (i.e., FFA, etc.); organizational development
for operational offices (i.e., Tl Plans, CoQlI, Monitoring, etc.)

» Office of Project and Program Management (OPPM) —to successfully manage change efforts, OPPM
is responsible for project management of Ol and ODI efforts; project management of Special Projects
(i.e., FFA, 2026 DCF Goals, etc.); development of management processes and tools for select operational




offices (i.e., Monitoring, CoQlI, etc.); and program management for Unified Program Plans (i.e., starting with
FFA), that include all maturity matrix workstreams.

This position is in the Office of Project and Program Management (OPPM).

NOTE: The Administrative Analyst 2 will function as an Associate Project Manager within Strategy, Innovation &
Implementation (Sll) Office of Project and Program Management (OPPM). The Associate Project Manager has
experience in and/or knowledge and understanding of DCF’s implementation frameworks for program and/or
organizational development, and Project Management practices. The Associate Project Manager directly provides
or supports the project management of a portfolio of program and/or organizational development projects to advance
DCF’s Strategic Plan. As part of a team, the Associate Project Manager will be assigned as the primary Project
Manager on projects of simple-intermediate complexity and/or assigned to support the primary Project Manager on
complex projects.

JOB RESPONSIBILTIES:
» Assists in the planning, coordination, monitoring, analysis, and implementation of assigned projects,

initiatives, and organizational improvement efforts in support of departmental priorities and strategic
objectives.

» Develops or assists in the development of project schedules; obtains approval for and manages or
supports the project implementation activities; monitors progress against established milestones and
deliverables; identifies risks, barriers, delays, and operational issues; and recommends corrective actions
to support timely completion.

» Assists in the development or co-development, review, obtains approval for, management and monitoring
of project budgets, expenditures and related fiscal information; identifies and assesses budget variances
and recommends actions to address.

» Assists in the review, analysis and evaluation of project operational activities to assess effectiveness,
efficiency, alignment with project/organizational objectives, and suitability to current needs and conditions.

* Investigates and resolves project issues and operational challenges to ensure projects and programs
progress within the specified timeframes and within budget.

+ Develops and appraises project changes; coordinates with internal and external stakeholders to establish
appropriate project scope based on the identified purpose and need; manages or supports the
management of scope, schedule and budgets changes; utilizes project management system to develop
scope of project and to identify any potential conflicts with overlapping or adjacent projects.

* Collects, compiles, analyzes, and interprets project operational and financial data; prepares reports,
findings, recommendations, status updates and presentations regarding project performance,
implementation progress, risks, issues and recommended actions to support informed decision-making and
mitigation/improvement efforts.

» Develops or co-develops communication plans and coordinates and facilitates communication with internal
and external stakeholders to support project implementation, organizational planning efforts and successful
achievement of the project objectives.

» Assists in the development and coordination of governance/teaming structures, workgroups,
implementation teams and other collaborative processes necessary to support project objectives.

» Assists with procurement processes and consultant/vendor management activities, including monitoring
agreements and modifications, reviewing invoices and utilizing project management systems to track,
manage and maintain records of vendor agreements.

» Assists in the development of project management reporting systems, tracking tools and performance
measures used to monitor workload, deliverables, progress, and project performance.

» Participates in organizational, administrative, operational, and procedural review of project management
processes; identifies opportunities to improve processes, strengthen operations and enhance project
management practices to support organizational effectiveness.

« Utilizes project management, reporting information system/software to monitor progress, analyze
performance, maintain project information and support planning and implementation activities.
» And additional duties as assigned based on Office of Strategy, Innovation, and Implementation needs.




NOTE: Experience in management program development and/or organizational development projects, proficiency
in MS Project, and training in project management and implementation science preferred.

REQUIREMENTS:

NOTE: Applicants must meet one of the following or a combination of both experience and education. Thirty (30)
semester hour credits are equal to one (1) year of relevant experience.

Six (6) years of professional experience involving the review, analysis, and evaluation of budget, organization,
administrative practices, operational methods, management operations, or data processing applications, or any
combination thereof, which shall have included responsibility for recommendation, planning, and/or implementation
of improvements in a business or government agency.

OR

Possession of a bachelor's degree from an accredited college or university; and two (2) years of the above-
mentioned professional experience.

OR

Possession of a master's degree in Public Administration, Business Administration, Economics, Finance, or
Accounting; and one (1) year of the above-mentioned professional experience.

NOTE: "Professional experience" refers to work that is creative, analytical, evaluative, and interpretive; requires a
range and depth of specialized knowledge of the profession's principles, concepts, theories, and practices; and is
performed with the authority to act according to one's own judgment and make accurate and informed decisions.

RESUME NOTE: Eligibility determinations will be based upon information presented on the resume only.
Applicants who possess a degree from a college or university outside the United States must provide an
evaluation of one’s transcripts from a recognized evaluation service at the time of submission by the above
closing date. Failure to do so may result in your ineligibility.

LICENSE: Appointees will be required to possess a driver's license valid in New Jersey only if the operation of a
vehicle, rather than employee mobility, is necessary to perform the essential duties of the position.

IMPORTANT NOTICES

EMPLOYEE BENEFITS: The Department of Children and Families provides many employee benefits, including but
not limited to:

e Telework*

e Public Service Loan Forgiveness

e Benefit Leave (Vacation, Sick, Administrative
Leave)

e 13 Paid Holidays

Alternative Workweek Program*
Deferred Compensation

Health, Dental and Life Insurance
Flexible and Health Spending Accounts
Pension

*Pursuant to Department policy, procedures and/or guidelines

RE-EMPLOYMENT LISTS: Applicable special re-employment list established as a result of a layoff will be used
before any appointments are made.

PROVISIONAL APPOINTMENTS: Promotions into this title will result in a provisional appointment, which is subject
to a NJ Civil Service Commission (CSC) promotional examination. Individuals are responsible for applying for the
examination upon announcement by the CSC and must be reachable on the issued list of eligible(s) to be appointed
permanently. An employee serving in a provisional appointment and who does not appear or is not reachable on the
issued list of eligible(s) may be separated from their provisional title and returned to their last permanently held title.




UNIT SCOPE: Any appointments made from postings which involve movement between unit scopes may result in
a forfeiture of rights to any promotional list in a former unit scope. A complete list of DCF unit scopes can be found
here.

RESIDENCY: Effective 9/1/11, NJ PL 70 (NJ First Act), requires all State employees to reside in New Jersey, unless
exempted under the law, or current employees who live out-of-state and do not have a break-in service of more than
7 calendar days, as they are “grandfathered.” New employees or current employees who were not grandfathered
and who live out-of-state have one year after the date of employment to relocate their residence to New Jersey or
request an exemption. Current employees who reside in NJ must retain NJ residency, unless he/she obtains an
exemption. Employees who fail to meet the residency requirements or obtain an exemption will be removed from
employment.

AUTHORIZATION TO WORK: Selected candidates must be authorized to work in the United States according to
the Department of Homeland Security, United States Citizenship and Immigration Services Regulations. This
position does not offer visa sponsorship now or in the future.

Electronic Filing:

Forward a cover letter and resume as a single PDF document, saving the file by your Last Name, First Name to:

Job.Posting@dcf.nj.qgov

Include the Job Posting # in the subject line of your email.

The Department of Children and Families is an Equal Employment Opportunity Employer and is
committed to fostering a respectful and inclusive work environment which reflects the diversity of the
state we serve.



https://www.nj.gov/dcf/documents/about/employment/dcf/DCF_UNIT_SCOPE_LIST.pdf
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