State of California

California Environmental Protection Agency

AIR RESOURCES BOARD
ASD/PMB-12 (REV 04/13)


DUTY STATEMENT

	EMPLOYEE NAME:
	Vacant
	CURRENT DATE:
	     

	CLASSIFICATION:
	Air Pollution Specialist 
	POSITION #:
	673-110-3887-009

	DIVISION/OFFICE:
	Executive Office
	CBID: 
	R09

	SECTION:
	Executive Office

	SUPERVISOR’S NAME:
	Chanell Fletcher

	SUPERVISOR’S CLASS:
	CEA B


	I certify that this duty statement represents an accurate description of the essential functions of this position.
	
	I have read this duty statement and agree that it represents the duties I am assigned.

	
	
	     
	
	
	
	     

	Supervisor’s Signature
	Date
	
	Employee’s Signature
	Date


SPECIAL REQUIREMENTS OF POSITION (IF ANY):

	 FORMCHECKBOX 

	Designated under Conflict of Interest Code.

	 FORMCHECKBOX 

	Duties performed may require annual physical.

	 FORMCHECKBOX 

	Duties performed may require drug testing.

	 FORMCHECKBOX 

	Duties require participation in the DMV Pull Notice Program.

	 FORMCHECKBOX 

	Requires the utilization of a 32-pound self-contained breathing apparatus.

	 FORMCHECKBOX 

	Operates heavy motorized vehicles.

	 FORMCHECKBOX 

	Requires repetitive movement of heavy objects.

	 FORMCHECKBOX 

	Works at elevated heights or near fast moving machinery or traffic.

	 FORMCHECKBOX 

	Performs other duties requiring high physical demand.  (Explain below)
     

	 FORMCHECKBOX 

	Duties require use of hearing protection and annual hearing examinations.


SUPERVISION EXERCISED: (check one):
	 FORMCHECKBOX 

	None
	 FORMCHECKBOX 

	Lead Person

	 FORMCHECKBOX 

	Supervisor
	 FORMCHECKBOX 

	Team Leader


	FOR SUPERVISORY POSITIONS ONLY:
Indicate the number of positions by classification that this position DIRECTLY supervises:
N/A

	Total number of positions in Section/Branch/Office for which this position is responsible:
N/A

	FOR LEADPERSONS OR TEAM LEADERS ONLY:
Indicate the number of positions by classification that this position LEADS:
One

	MISSION OF SECTION:
The mission of the California Air Resources Board (CARB) is to promote and protect public health, welfare and ecological resources through the effective and efficient reduction of air pollutants while recognizing and considering the effects of the economy and the State. The Environmental Justice section is responsible for the development and implementation of CARBs EJ program and policy efforts, agency wide. This includes planning, implementation and coordination of Statewide activities and guidance to CARB internal programs, and working with CARB divisions, the Executive Office, the Chairman’s Office, the Board, Agency, the Governor’s Office and Legislature. The EJ section has the responsibility for providing program policy direction and support, as well as ensuing accessibility for all stakeholders, with a focus on environmental justice and disadvantaged communities, to CARBs decision making processes, and providing accountability to California residents and government officials, and transparency to all. 

	CONCEPT OF POSITION:
The Air Pollution Specialist will assist the Executive Office, in particular, the Assistant Executive Officer for Environmental Justice, with establishing and implementing a broad, well-integrated environmental justice vision into CARB’s policies and programs. The overall scope of the position will include serving as a liaison to CARB divisions, coordinating community engagement throughout CARB, and assisting divisions in developing and implementing internal environmental justice policies and programs. 

	% Of TIME
	RESPONSIBILITIES OF POSITION

	30% E
	Coordinate within CARB and with external governmental agencies to implement and promote CARB environmental justice program efforts. Efficiently and effectively coordinate EJ efforts and programs across divisions and clearly communicate program status and outcomes internally and externally. Work independently and in teams to establish policies, procedures, and tools that will help prioritize EJ principles and ensure program information and project data are transparent, accurate, and easily understood.  

	30% E
	Attend the Board, the legislative, public meetings, workshops and in-person meetings on EJ and division-wide issues.  Attend and participate in community meetings and workshops related to EJ issues.  Prepare reports to the Board on the progress of the developments of policies on environmental programs.

	20%
	Maintain relationships with EJ stakeholders and enhance communication between external EJ stakeholders and ARB program staff. Communicate effectively and fluently in both English and Spanish with external EJ stakeholders. Participate in priority meeting with EJ representatives and ARB staff on EJ priorities, programs, and other EJ related issues.  .

	10%
	Work with the divisions to ensure EJ priorities are considered and addressed, to fullest extent possible, during development and implementation, amendments, reporting and tracking of EJ’s efforts.
Coordinate outreach boardwide, including developing and maintaining a CARB outreach and events calendar to maximize and leverage outreach efforts across divisions and avoid prevent over-taxing community stakeholders.


	10%
	 Develop and participate in boardwide training to better integrate EJ considerations into ARB communications, regulatory prioritization, regulatory development and implementation efforts, and other appropriate duties, as required. 

	     
	     

	     
	     

	     
	     

	     
	     


