STATE OF CALIFORNIA DELTA STEWARDSHIP COUNCIL

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

CLASSIFICATION POSITION NUMBER MCR RPA #
Staff Services Manager | 530-001-4800-391 1 DSC16-007
APPOINTEE EFFECTIVE DATE DIVISION/SECTION

Vacant External Affairs & Communications Division
COLLECTIVE BARGAINING IDENTIFIER

Management Related BU: Supervisory Related BU: Confidential Related BU: Rank and File BU:
1 so1
RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION
[2] Supervisory  [] Lead Person Keith Coolidge Program Manager IlI
APPROVED BY (Personnel Analyst's Name) DATE
Lynn Borja 9/22/15

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:

Under general supervision of the Program Manager 1l for the External Affairs & Communications Division, the SSM | is responsible
for the Delta Stewardship Council’s (Council) Meeting Services and Special Projects office, which provides overall technical and
strategic support for the 7-member Council and handles special projects on behalf of other program areas within the agency.

DESCRIPTION OF DUTIES

Indicate the duties of the position and the percentage of time spent on each. Group related tasks under the same percentage.

Percent of
Time Percentages should be in increments of 5% with the highest percentage first. Identify essential functions with an (E) and marginal
(E) and (M) functions with an (M) in the percentage column. “Other duties as required” cannot be used as a task statement.

35%(F) | Supervises the Meeting Services function for the Council. Supervises staff and provides
management-level strategic planning and function as the meeting manager and facilitator,
which includes presentations to the executive team to discuss the mandated public Council
meeting agendas and other pertinent information to ensure productive and effective Council
meetings, as well as other meeting services when needed. Oversees the production of
meeting schedules, logistics and preparations; develops and reviews agendas, meeting
materials, and presentations; drafts, compiles, and distributes meeting summaries.
Coordinates and reviews public notices and agendas for the Council meetings and ensure
information is posted timely and accurately. Provides overall strategic coordination and
facilitation between the Council members, the executive team and other program staff.

Oversees implementation of multi-departmental special projects involving research, data

0,
2% E compilation and presentation in a variety of printed and electronic formats such as preparing
the administrative record for updates to the Delta Plan and management of the Council's
Speaker's Bureau, and oversees other projects as requested by the Council members,
Executive Officer/Deputy Executive Officers, and the Executive Manager for External Affairs.
SUPERVISOR’S STATEMENT: | HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.
SUPERVISOR’S NAME (Print) SUPERVISOR’S SIGNATURE DATE
Keith Coolidge >
EMPLOYEE’'S STATEMENT: | 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
Vacant >
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION POSITION NUMBER MCR RPA #
Staff Services Manager | 530-001-4800-391 1 DSC16-007
APPOINTEE DIVISION/SECTION
Vacant External Affairs & Communications Division
Percent of Indicate the duties of the position and the percentage of time spent on each. Group related tasks under the same percentage.
Time Percentages should be in increments of 5% with the highest percentage first. Identify essential functions with an (E) and marginal

(E) and (M) functions with an (M) in the percentage column. “Other duties as required” cannot be used as a task statement.

20% (E) Prepares and reviews staff reports and other pertinent correspondence ensuring political sensitivity, responsiveness,
clarity, accuracy and quality; prepares responses to public inquiries; reviews and summarizes reports or other
materials.

20% (E) Assists Council members and other Council staff, and especially the Coordinator of the Delta Plan Inter-agency

Implementation Committee, in their roles and responsibilities to provide advice to the federal and state water agencies
about all aspects of the agency’s coequal goals. Assists Council members in their legislative mandates. Briefs
executive team and Council members on specific topics prior to public meetings. Coordinates the review of diverse
information for presentation to the Council from state, federal, and local government agencies and stakeholders.
Responsible for overall strategic coordination, including facilitation of other agency meetings to provide strategic
planning sessions and meetings.

SUPERVISION EXERCISED AND RECEIVED

Under general supervision of the Program Manager Il for External Affairs, the incumbent supervises two Associate
Governmental Program Analysts within the Meeting Services and Special Projects Office to carry out duties and
responsibilities.

DESIRABLE ATTRIBUTES, EXPERIENCE AND QUALIFICATIONS

Knowledge, Skills, and Abilities

» Thorough knowledge of California water and environment issues

« Strong analytical skills with high-level resources issues and information

« Ability to synthesize highly-technical information and complex logistical situations and needs

* Ability to work effectively with executive and technical staff from state and federal agencies, stakeholders, and the
general public

« Ability to achieve results through collaboration among a variety of diverse groups

« Strong written communication skills

* Be detail oriented

Special Personal Characteristics:

« Strong customer services skills

* Positive team attitude, open-mindedness, flexibility and tact

« Ability to think and communicate clearly and concisely

« Ability to solve problems or propose solutions to problems that arise during the performance of duties
« Ability to act quickly while exercising sound judgment

» Possesses strong organizational skills

Interpersonal Skills:

* Ability to work independently and as a team

« Gain and maintain the confidence and cooperation of those contacted during the course of the work
« Interact with various levels of staff and management in a professional and courteous manner.
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	Briefly 13 sentences describe the main purpose and function of the position including the organizational setting: Under general supervision of the Program Manager III for the External Affairs & Communications Division, the SSM I is responsible for the Delta Stewardship Council’s (Council) Meeting Services and Special Projects office, which provides overall technical and strategic support for the 7-member Council and handles special projects on behalf of other program areas within the agency.  
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	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: Supervises the Meeting Services function for the Council. Supervises staff and provides management-level strategic planning and function as the meeting manager and facilitator, which includes presentations to the executive team to discuss the mandated public Council meeting agendas and other pertinent information to ensure productive and effective Council meetings, as well as other meeting services when needed.  Oversees the production of meeting schedules, logistics and preparations; develops and reviews agendas, meeting materials, and presentations; drafts, compiles, and distributes meeting summaries. Coordinates and reviews public notices and agendas for the Council meetings and ensure information is posted timely and accurately. Provides overall strategic coordination and facilitation between the Council members, the executive team and other program staff. 

Oversees implementation of multi-departmental special projects involving research, data compilation and  presentation in a variety of printed and electronic formats such as preparing the administrative record for updates to the Delta Plan and management of the Council's Speaker's Bureau, and oversees other projects as requested by the Council members, Executive Officer/Deputy Executive Officers, and the Executive Manager for External Affairs. 
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	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: Prepares and reviews staff reports and other pertinent correspondence ensuring political sensitivity, responsiveness, clarity, accuracy and quality; prepares responses to public inquiries; reviews and summarizes reports or other materials.

Assists Council members and other Council staff, and especially the Coordinator of the Delta Plan Inter-agency Implementation Committee, in their roles and responsibilities to provide advice to the federal and state water agencies about all aspects of the agency’s coequal goals. Assists Council members in their legislative mandates. Briefs executive team and Council members on specific topics prior to public meetings. Coordinates the review of diverse information for presentation to the Council from state, federal, and local government agencies and stakeholders.  Responsible for overall strategic coordination, including facilitation of other agency meetings to provide strategic planning sessions and meetings.



SUPERVISION EXERCISED AND RECEIVED
Under general supervision of the Program Manager III for External Affairs, the incumbent supervises two Associate Governmental Program Analysts within the Meeting Services and Special Projects Office to carry out duties and responsibilities.

DESIRABLE ATTRIBUTES, EXPERIENCE AND QUALIFICATIONS

Knowledge, Skills, and Abilities
• Thorough knowledge of California water and environment issues
• Strong analytical skills with high-level resources issues and information
• Ability to synthesize highly-technical information and complex logistical situations and needs
• Ability to work effectively with executive and technical staff from state and federal agencies, stakeholders, and the general public 
• Ability to achieve results through collaboration among a variety of diverse groups
• Strong written communication skills 
• Be detail oriented

Special Personal Characteristics:
• Strong customer services skills
• Positive team attitude, open-mindedness, flexibility and tact
• Ability to think and communicate clearly and concisely
• Ability to solve problems or propose solutions to problems that arise during the performance of duties 
• Ability to act quickly while exercising sound judgment 
• Possesses strong organizational skills

Interpersonal Skills:
• Ability to work independently and as a team
• Gain and maintain the confidence and cooperation of those contacted during the course of the work
• Interact with various levels of staff and management in a professional and courteous manner.
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