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STATE OF CALIFORNIA                                                                                                                                                    DELTA STEWARDSHIP COUNCIL 

JOB DESCRIPTION AND POSITION CLASSIFICATION 
 DSC 525 (3-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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CLASSIFICATION 

      

POSITION NUMBER 

      

MCR 

      

RPA # 
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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.  
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CLASSIFICATION 
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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 
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	EFFECTIVE DATE: 
	Management Related BU: 
	Supervisory Related BU: 
	Confidential Related BU: 
	Rank and File BU: 
	Supervisory: On
	SUPERVISOR S CLASSIFICATION: 
	APPROVED BY Personnel Analysts Name: 
	DATE: 
	Briefly 13 sentences describe the main purpose and function of the position including the organizational setting: The Executive Officer of the Sacramento San Joaquin Delta Conservancy is appointed by, and is directly responsible to, the 11 voting members and two non-voting members appointed or designated to the Board.  The Executive Officer in collaboration and cooperation with the Board is responsible for the planning, organizing, directing and administering the functions of the newly established Conservancy. 
	Percent of Time E and MRow1: 100% (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: ESSENTIAL FUNCTIONS:The Executive Officer has overall responsibility for the planning, organizing, directing and administering the programs and functions of the newly established Sacramento-San Joaquin Delta Conservancy.  The Executive Officer will provide information, support, and expert policy advice and recommendations to the Board, regarding ecosystem restoration and economic sustainability programs, projects and budget priorities and decisions in the Delta.  The Executive Officer will lead the development and implementation of a strategic plan guided by the Conservancy Board.  Upon completion of a strategic plan, the Executive Officer will be responsible to recommend and administer program guidelines and project criteria.  In collaboration and coordination with the Conservancy Board, the Executive Officer develops and implements new policy affecting the Delta Conservancy and implements existing Delta ecosystem restoration and economic sustainability policies.  Where appropriate, the Executive Officer makes recommendations to the Board on proposed legislation that may affect the Conservancy, including amendments to the Conservancy’s enabling legislation.
	SUPERVISORS SIGNATURE: 
	DATE_2: 
	EMPLOYEES SIGNATURE: 
	DATE_3: 
	Percent of Time E and MRow1_2: 
	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: In coordination with the Board, the Executive Officer provides expert testimony to the Executive and Legislative branches regarding Delta issues and the Conservancy’s goals and related topics as they arise.  The individual will work collaboratively and cooperatively at the highest levels of state, federal, and local governments to coordinate ecosystem restoration and economic sustainability projects.  The individual will communicate effectively the divergent points of view regarding the Delta both internally and externally using various methods including personal contact, formal and informal meetings, electronic and print media, and other forms of communication as necessary. As directed by the Board, the Executive Officer will provide essential collaboration and coordination in the development of the Delta Stewardship Council’s Delta Plan; will coordinate ecosystem restoration and economic sustainability efforts carried out by other governmental and non-governmental organizations; and will guide the development of key restoration efforts and economic sustainability efforts in accordance with statute and the strategic plan.  The individual will work collaboratively and cooperatively with local governments, interested parties, and state and federal agencies to establish mutual understanding of how to best achieve the Delta Conservancy’s goals.The Executive Officer will lead efforts to determine and receive potential funds from various sources including but not limited to:federal, state, and local funds or grants, gifts, donations, bequests, devises, subventions, rents, royalties, or other assistance and funds from public and private sources; accept fees levied by others; and may create and manage endowments.The Executive Officer will recommend appropriate funding to the Board in accordance with the strategic plan. The Executive Officer is responsible for administering all funds received by the Conservancy to meet its goals in accordance with established business, accounting and transparency methods.The Executive Officer will appoint and hire staff as necessary to administer the affairs of the Conservancy;and organize Conservancy staff in a manner best suited to administer the affairs of the organization and achieve its objectives.The Executive Officer will execute other policy and administrative responsibilities as required by the Conservancy Board.
	Percent of Time E and MRow1_3: 
	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_3: The Executive Officer of the Sacramento-San Joaquin Delta Conservancy should be a person with:• A bias toward action and the ability to see and understand what can be accomplished in the short, intermediate and long term,• A strong sense of personal and professional ethics,• A keen sense of the political dynamics at the Federal, State and local levels,• The ability to discern the willingness, capability, capacity, and motivation of partner organizations in implementing joint programs and projects,• Proven leadership skills of anticipation, discretion, and proactively getting work accomplished with others,• The ability to understand and find resolution to multi-faceted issues.Knowledge, Skills, and Abilities--Comprehensive knowledge of Delta programs, policies, and issues.--Comprehensive knowledge of environmental regulatory requirements such as NEPA, CEQA, and ESA.--Experience working with a multi-member decision making body.-- A demonstrated capability for results.--Ability to develop and maintain relationships with state, federal, and local agencies and non-governmental organizations.--Ability to effectively lead, direct, integrate, and coordinate activities at the highest appropriate levels.--Ability to analyze complex problems, and develop and recommend effective courses of action.--Excellent written and oral communication skills.--Experience in understanding, interpreting and implementing a board’s policies and programs.--Experience working with public officials, non-profit organization and the private sector to facilitate implementation of programs and policies in a collaborative and consensus building manner.--Experience working with local issues in the Delta.Supervision ReceivedThe incumbent works at the guidance and discretion of the Delta Conservancy Board. The incumbent works independently with minimal review of work products.Supervision ExercisedDuring start up, the incumbent supervises six staff (managerial, technical, and administrative). It is anticipated staffing  will increase over time.
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