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STATE OF CALIFORNIA                                                                                                                                                    DELTA STEWARDSHIP COUNCIL 

JOB DESCRIPTION AND POSITION CLASSIFICATION 
 DSC 525 (2-PAGE) (REV. 01/10) 

 
CLASSIFICATION 

      
POSITION NUMBER 

      

MCR 

      

RPA # 

      
APPOINTEE 

      
EFFECTIVE DATE 

      
DIVISION/SECTION  

      
COLLECTIVE BARGAINING IDENTIFIER 

 
Management Related BU: 

         
Supervisory Related BU: 

         
Confidential Related BU: 

         
Rank and File BU: 

        
RESPONSIBILITIES EXERCISED  

  Supervisory  Lead Person 

IMMEDIATE SUPERVISOR (Print) 

      

SUPERVISOR'S CLASSIFICATION  

      
APPROVED BY (Personnel Analyst's Name)  

      

DATE 

      

ALL EMPLOYEES ARE EXPECTED TO WORK COOPERATIVELY WITH OTHERS; MAINTAIN REGULAR, CONSISTENT, PREDICTABLE 
ATTENDANCE; POSSESS INTEGRITY, INITIATIVE, DEPENDABILITY, AND GOOD JUDGMENT. 

POSITION SUMMARY 

Briefly (1-3 sentences) describe the main purpose and function of the position, including the organizational setting: 
      
 

DESCRIPTION OF DUTIES 

Percent of 
Time 

(E) and (M) 

Indicate the duties of the position and the percentage of time spent on each.  Group related tasks under the same percentage.  
Percentages should be in increments of 5% with the highest percentage first. Identify essential functions with an (E) and marginal 
functions with an (M) in the percentage column.   “Other duties as required” cannot be used as a task statement. 

            
 

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE. 
SUPERVISOR’S NAME (Print) 

      

SUPERVISOR’S SIGNATURE 

 
DATE 

EMPLOYEE’S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE 
 RECEIVED A COPY OF THE DUTY STATEMENT. 
EMPLOYEE’S NAME (Print) 

      

EMPLOYEE’S SIGNATURE 

 

DATE 
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JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
POSITION NUMBER 

      

MCR 

      

RPA # 

      
APPOINTEE 

      

DIVISION/SECTION  

      

Percent of 
Time 

(E) and (M) 

Indicate the duties of the position and the percentage of time spent on each.  Group related tasks under the same percentage.  
Percentages should be in increments of 5% with the highest percentage first. Identify essential functions with an (E) and marginal 
functions with an (M) in the percentage column.   “Other duties as required” cannot be used as a task statement. 

            

 


	EFFECTIVE DATE: 
	Management Related BU: 
	Supervisory Related BU: 
	Confidential Related BU: 
	Rank and File BU:           R01 
	Supervisory: Off
	Lead Person: Off
	SUPERVISOR S CLASSIFICATION: Executive Officer
	APPROVED BY Personnel Analysts Name: Lynn Borja
	DATE: 4/10/15
	Briefly 13 sentences describe the main purpose and function of the position including the organizational setting: Under the general direction of the Delta Stewardship Council (Council) Executive Officer, the Administrative Assistant II performs a variety of administrative assistant duties with a high degree of responsibility in dealing with problems and projects for the Council, as well as serving as the Office Manager for the Council.  This position must also provide administrative support to the Council Chair, Council Members, Chief Deputy Executive Officer, and other executive-level staff as needed.
	Percent of Time E and MRow1: 50% (E)
	Indicate the duties of the position and the percentage of time spent on each  Group related tasks under the same percentage Percentages should be in increments of 5 with the highest percentage first Identify essential functions with an E and marginal functions with an M in the percentage column Other duties as required cannot be used as a task statementRow1: Serves as the Office Manager for the Executive Office, which functions as the coordinator of the Council’s work system.  Plans, organizes, and oversees the clerical aspects of the organization including the preparation, communication, coordination and storage of information to support the Council.  Provides leadership and guidance for the Council’s clerical staff to maintain a cohesive team that provides a balanced process for work products. Assists in developing and interpreting policies and procedures for Council staff, including assisting with the maintenance of the Council’s Operational Manual. Establishes and interprets other guidelines, and maintains work rules and operating procedures, including input to management on the development of policies and procedures. Develops format and grammar standards for correspondence and work products. Analyzes and identifies knowledge gaps in office procedures and makes recommendations. Maintains a Correspondence Control Log and prepares procedures for executive staff to follow in regards to this log.  Reviews incoming correspondence, identifies priority items of critical concern and distributes or assigns to appropriate staff for action or preparation of response for signature.  Responds to sensitive correspondence, telephone calls and visitors from the Governor's Office, members of Legislature, heads of State, federal, or local agencies, and members of the stakeholder community. Participates in policy-level meetings, takes notes, and researches technical publications to maintain sufficient technical knowledge to accurately assign correspondence and to correspond with state, federal, and local officials and stakeholders.
	SUPERVISORS SIGNATURE: 
	DATE_2: 
	EMPLOYEES SIGNATURE: 
	DATE_3: 
	Percent of Time E and MRow1_2: 30% (E)10% (E)10% (E)
	Indicate the duties of the position and the percentage of time spent on each  Group related tasks under the same percentage Percentages should be in increments of 5 with the highest percentage first Identify essential functions with an E and marginal functions with an M in the percentage column Other duties as required cannot be used as a task statementRow1_2: Provides and oversees all staff support including administrative assistant responsibilities for the Council Chair, Council Members, Executive Officer and Chief Deputy Executive Officer. Handles a variety of administrative duties with a high degree of responsibility to relieve them of administrative details.  These duties include, but are not limited to: overseeing the scheduling of all commitments including appointments with members of the Legislature, reviewing all calendar requests and speaking engagements (has the authority to independently schedule or cancel any given commitment); prepares, processes, and files travel reimbursements; interprets state travel guidelines and accurately determines appropriate travel reimbursements; handles confidential information regarding Council staffing and controversial matters; makes recommendation and/or independent decision as to whether to release confidential information;  assists executive-level staff with administrative problems and projects.  Prepares Training Requests and ensures registration is completed and processed in a timely manner. Assists in the preparation of the annual Out-of-State Travel Blanket.  Point of contact for executive-level staff, the Governor's Office, legislative and congressional staff, and the Delta Plan Interagency Implementation Committee (DPIIC) member agencies including the Natural Resources Agency and other State, federal, and local agencies, which may include handling sensitive and confidential issues.  Provides staff support for the DPIIC in conjunction with Meeting Services staff, the Assistant DPIIC Coordinator and the DPIIC Coordinator. Functions as the Public Records Act (PRA) Coordinator. Maintains PRA tracking system to ensure that responses are completed on time.  Responds to all requests submitted under the PRA including familiarity of the laws and rules related to PRA. Reviews all correspondence prepared for signature in conformance with Council policies. Works with the other Council staff in developing and updating office procedures to ensure that responses to PRA requests are in compliance with the Freedom of Information Act.
	Check Box1: Off
	Check Box2: Off
	Check Box3: Off
	Check Box4: Yes
	APPOINTEE: Vacant
	IMMEDIATE SUPERVISOR Print: Jessica R. Pearson
	CLASSIFICATION: Administrative Assistant II
	POSITION NUMBER: 530-001-5358-001
	MCR: 1
	RPA: DSC15-041
	DIVISIONSECTION: Executive


