	DUTY STATEMENT



	ORGANIZATION (DIVISION/REGION/BOARD)
	UNIT
	POSITION #
	DATE

	Division of Financial Assistance
	550
	880-550-4871-903
	March 2021

	NAME OF EMPLOYEE (IF APPLICABLE)

	

	CURRENT CLASSIFICATION
	PROPOSED CLASSIFICATION (IF APPLICABLE)

	Student Assistant (Engineering)
	

	NAME OF SUPERVISOR

	Daman Badyal

	CURRENT CLASSIFICATION OF SUPERVISOR
	REVIEWED AND APPROVED BY SIGNATURE

	Senior Water Resource Control Engineer
	

	SUPERVISION EXERCISED (IF APPLICABLE)

	1. DIRECTLY SUPERVISED
	2. INDIRECTLY SUPERVISED

	NO. OF 

EMPLOYEES
	CLASS TITLE
	NO. OF EMPLOYEES
	CLASS TITLE

	
	
	
	

	DESCRIPTION OF DUTIES: SUMMARIZE THE REGULARLY ASSIGNED DUTIES OF THE POSITION, EXPLAIN MOST IMPORTANT DUTIES FIRST.  LIST THE PORTION OF TIME BY PERCENTAGE IN LEFTHAND COLUMN, EXTRA SHEETS MAY BE ATTACHED.

	% OF TIME
	DUTIES

	45%

40%

    10%
     5%
	The Water Boards values diversity, equity, and inclusion throughout the organization. We foster an environment where employees from a variety of backgrounds, cultures, and personal experiences are welcomed and can thrive. We believe the diversity of our employees is essential to inspiring innovative solutions. Together we further our mission to preserve, enhance, and restore the quality of California’s water resources and drinking water for the protection of the environment, public health, and all beneficial uses, and to ensure proper water resource allocation and efficient use, for the benefit of present and future generations. Join the Water Boards to improve the lives of all Californians.

Under the close supervision of the Senior Water Resource Control Engineer in the Division of Financial Assistance’s Storm Water Grant Program Unit and consistent with good customer service practices and the goals of the State and Regional Water Board’s Strategic Plan, the incumbent is expected to be courteous, punctual, organized and provide timely responses to internal/ external customers, follow through on commitments, and to solicit and consider internal/external customer input when completing work assignments. The Engineering Student Assistant works on a variety of sub-professional tasks related to planning, design, construction and implementation of water quality protection and improvement projects.  Projects may be related to cleanup, drinking water, clean beaches, ground water, storm water, nonpoint sources pollution watershed protection and integrated regional water management projects.  Knowledge of basic engineering principles, proficiency in word processing, spreadsheet, & database software (i.e. Word, Excel, Access), and familiarity with relevant funding program guidelines adopted by the State Water Resources Control Board is necessary for the incumbent to be successful in the position.  Some travel may be required.  Specific duties include, but are not limited to:

Working at the sub-professional level, assists staff in the review and evaluation of project funding applications, reports, and proposals for compliance with State Water Board Policies, Guidelines, and Procedures.  Gains proficiency in the use of the online Financial Assistance Application Submittal Tool (FAAST), Loans and Grants Tracking System (LGTS), and other job-related tools and databases.  Calculates median household income and other metrics using Geographical Informational Systems (GIS), spreadsheet software, and various online references.  Develops checklists, forms, reports, presentations, graphics, letters and flowcharts for Unit staff and management.

Assists staff with data collection, data analysis, project tracking, correspondence with local, state and federal agencies. Assists staff in their duties, as needed, reviewing invoices, quarterly progress reports, and other technical documents.

Updates and organizes program filing systems and libraries, assists in file room activities, maintaining electronic or paper auditable files using standard operating procedures.  Responds to email/phone inquiries and attends meetings.

Performs other duties as assigned.

Employee Signature: ___________________Date Signed: ____________________
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