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Description automatically generated]STATE OF CALIFORNIA	
GOVERNOR’S OFFICE OF PLANNING AND RESEARCH 	
HRO-19 (REV 04/24)	

DUTY STATEMENT

	BRANCH
STRATEGIC GROWTH COUNCIL
	POSITION NUMBER (Agency – Unit – Class – Serial)
368-675-4801-XXX
	☐  CURRENT
☒  PROPOSED

	SECTION
COMMUNITY INVESTMENT AND PLANNING 
	CLASSIFICATION TITLE
Staff Service Manager II

	PROGRAM (If applicable)
COMMUNITY RESILIENCE CENTERS
	WORKING TITLE
CRC Program Manager

	REGIONAL HUB
Sacramento
	COI
Yes
	WWG
E
	CBID
S01
	TENURE
P
	TIME BASE
FT

	WORK SCHEDULE
M-F 8am-5pm
	SUPERVISION EXERCISED
Yes
	SPECIFIC LOCATION ASSIGNED TO
1400 10th Street, Sacramento, CA 95814

	INCUMBENT (If known)

	EFFECTIVE DATE


	PRIMARY DOMAIN (IT positions only)
	Choose an item.
	AGENCY OVERVIEW

	The Office of Planning and Research (OPR) serves the Governor and his Cabinet as staff for long-range planning and research and constitutes the comprehensive state planning agency. OPR assists the Governor and the Administration in planning, research, policy development, and legislative analysis. OPR formulates long- range state goals and policies to address land use, climate change, population growth and distribution, urban expansion, infrastructure development, groundwater sustainability and drought response, and resource protection. OPR’s budget programs include State Planning and Policy Development, Strategic Growth Council, California Volunteers, Office of Community Partnership and Strategic Communication, Racial Equity Commission, and Youth Empowerment Commission. OPR is a fast-paced, creative work environment that requires staff to have strong collaboration skills, an ability to quickly respond to changing policy needs, and a positive attitude and sense of humor. Proven commitment to creating a work environment that celebrates diverse backgrounds, cultures, and personal experiences.

	GENERAL STATEMENT

	Under the general direction of the Strategic Growth Council’s Deputy Director of Community Investments and Planning, the Community Resilience Centers (CRC) Program Manager is responsible for leading the development and implementation of CRC while managing a team to provide policy, evaluation, reporting, and other implementation guidance and resources to partnering State agencies administering investments in climate resilience, emergency management, energy, and community planning to advance the State’s climate resilience and equity goals. The Program Manager will apply analytical and planning methods to help identify, study, and address climate resilience, extreme heat, equity, and other relevant State goals and priorities. The Program Manager will work to evaluate existing and support new policy recommendations, support implementation activities, conduct associated outreach and coordination, and report on the program and project outcomes and benefits of Community Resilience Centers program investments and other State and Federal climate initiatives to various audiences. The Program Manager will respond to inquiries, communicate the benefits of investments, and work collaboratively with internal and external entities, Tribal Nations, tribal communities, priority populations, and community-based organizations.  

	% of time performing duties
	Indicate the duties and responsibilities assigned to the position and the percentage of time spent on each. Group related tasks under the same percentage with the highest percentage first. (Use addition sheet if necessary)

	
	ESSENTIAL FUNCTIONS

	35%
	Program Management 

Provide long-term planning, leadership, and direction over the CRC Program. Plan, organize, direct, and provide a supervisory review of assigned staff work from the CRC program.
Work in collaboration with other OPR/SGC programs, other State partners, and Federal to ensure meaningful and direct climate resilience benefits from the CRC projects with transparency. 

Ensure that evaluation methodology is aligned with program objectives, legislative requirements, and program guidelines. Conduct policy analyses, modeling, and research using scientific, planning, and environmental justice principles and practices to address issues associated with the design, implementation, and reporting of the CRC program. Respond to public or legislative requests. Provide analysis for legislation and state and federal budget proposals.

[bookmark: _Hlk29738440]Work with management to obtain needed decisions; identify challenges to success; and develop creative policy, technical, regulatory, and administrative solutions to address these challenges. Manage program guidelines, grant agreements, contracts, interagency agreements, memorandums of understanding, and fiscal analysis and budgets. Review and evaluate all work products and program achievements. Identify and solve problems related to projects and program operations. Support the Deputy Director of Community Investment and Planning on interagency collaboration; Coordinate with other agencies administering climate resilience and extreme heat mitigation programs; Support local, State, and Federal agencies and tribal communities to implement CRC models, share best practices and explore relationships between interdisciplinary agencies to support CRC style development; Develop interagency agreements, manage workload projections, and coordinate all CRC-related activities amongst all CRC partners

	35%
	Program Development and Implementation 
Serve as a liaison with state, local, and regional entities to establish, evaluate, and revise CRC program objectives, guidelines, and policies related to the CRC program. Provide leadership and guidance on updating the program guidelines and supporting materials, including the solicitation and feedback of community members, agency partners, industry leaders, tribal communities, local governments, etc.; Developing the application review and scoring process in coordination with State agency partners and any third-party contractors; Directing and conducting research and working groups to inform program development and implementation; and review written materials that support the CRC program. Coordinate with OPR’s Integrated Climate Adaptation and Resiliency Program (ICARP) to support a pipeline of projects.


	15%
	Program Engagement and Technical Assistance
The Program Manager will oversee communication strategies for the program that will cover various engagement opportunities such as workshops, listening sessions, site visits, and roundtables. Foster and maintain collaborative and constructive relationships with organizations across California and the nation including local governments, regional governments, nonprofits, and advocates. The Program Manager will be responsible for developing engagement strategies that prioritize disadvantaged unincorporated areas, tribal communities, rural communities, and other priority communities and leading the program team in refining and assessing these engagement strategies to ensure their effectiveness.
Work with the SGC external affairs officer to ensure presentations and materials reach new audiences; track events such as groundbreakings and grand openings for use as publicity and opportunities for state officials to tour; and create feedback loops that inform ongoing improvements to program implementation and delivery.

Oversee the implementation and evaluation of the CRC technical assistance programs, including managing contracts and coordinating workshops and meetings with technical assistance providers.

	15%
	Program Reporting and Evaluation 
The Program Manager is responsible for creating staff reports and presentations for public SGC Council meetings, SGC Annual Report, and reports to the legislature. Lead development of the Notice of Funding Availability (NOFA), expenditure reports and requests from the Department of Finance or other agencies, and other legal requirements. In addition, oversee program evaluation activities to create best practices and case studies and fulfill the program's reporting obligations. Evaluate the qualifications and deliverables of selected evaluation technical assistance providers and manage evaluation data. Lead the review and evaluation of CRC program elements for ongoing program implementation and delivery improvements. This includes developing case studies, best practices of place-based investments, and cross-grantee case studies using research and analysis.

	
	MARGINAL FUNCTIONS

	5%
	Perform other job-related duties as required. Participate in staff meetings, attend training, provide work status reports, handle special projects, serve on inter-agency working groups, and perform other duties as assigned. Support program efforts to integrate diversity, equity, and inclusion (DEI) principles and practices into all aspects of program work, including increasing accessibility of programs to underserved communities.


	KNOWLEDGE AND ABILITIES
Knowledge of: 
Principles, practices, and trends of public and business administration, including management and supportive staff services such as budget, personnel, management analysis, planning, program evaluation, or related areas; principles and practices of employee supervision, development, and training; program management; formal and informal aspects of the legislative process; the administration and department's goals and policies; governmental functions and organization at the State and local level; department's Affirmative Action Program objectives; and a manager's role in the Affirmative Action Program and the processes available to meet affirmative action objectives

Ability to: 
Ability to: Reason logically and creatively utilize a variety of analytical techniques to resolve complex governmental and managerial problems; develop and evaluate alternatives; analyze data and present ideas and information effectively both orally and in writing; consult with and advise administrators or other interested parties on a wide variety of subject-matter areas; gain and maintain the confidence and cooperation of those contacted during the course of work; review and edit written reports, utilize interdisciplinary teams effectively in the conduct of studies; manage a complex Staff Services program; establish and maintain project priorities; develop and effectively use all available resources; and effectively contribute to the department's affirmative action objectives. 


	DESIRABLE QUALIFICATIONS: 
· Planning, community development, and scientific understanding are required, with experience in climate policy analysis and development.
· Professional background serving and working with under-resourced/underserved communities.
· Strong written and verbal communication skills
· Demonstrated track record of leadership
· Ability to manage complex projects from start to finish is essential. Lived and 
SPECIAL PERSONAL REQUIREMENTS: 
· Ability to maintain consistent attendance
· Ability to demonstrate punctuality, initiative, and dependability
· Demonstrated ability to act independently, open-mindedness, flexibility, and tact.
· Ability to think creatively about the program, its objectives, and how to meet them through policy development.
· Self-motivated individual with a creative, agile, and analytical mind.

SPECIAL PHYSICAL CHARACTERISTICS: Persons appointed to this position must be reasonably expected to exert up to 25 lbs. of force occasionally and/or a negligible amount of force frequently or constantly to lift, carry, push, pull or otherwise move objects. Involves sitting most of the time but may involve walking or standing for brief periods of time. Occasional/overnight travel up to 15% may be required.

	The statements contained in this duty statement reflect general details as necessary to describe the principal functions of this job. It should not be considered an all-inclusive listing of work requirements. Individuals may perform other duties as assigned, including work in other functional areas to cover absence of relief, to equalize peak work periods or otherwise balance the workload.

	SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE AND HAVE PROVIDED A COPY OF THE DUTY STATEMENT TO THE EMPLOYEE.

	SUPERVISOR’S NAME (Print)
	SUPERVISOR’S SIGNATURE
	DATE

	EMPLOYEE’S STATEMENT: I HAVE READ AND UNDERSTAND THE DUTIES LISTED ABOVE AND CAN PERFORM THESE DUTIES WITH OR WITHOUT REASONABLE ACCOMMODATION. (IF YOU BELIEVE REASONABLE ACCOMMODATION IS NECESSARY, DISCUSS YOUR CONCERNS WITH YOUR HIRING SUPERVISOR. IF UNSURE OF A NEED FOR REASONABLE ACCOMMODATION, INFORM YOUR HIRING SUPERVISOR, WHO WILL DISCUSS YOUR CONCERNS WITH HUMAN RESOURCES OFFICE).

	EMPLOYEE’S NAME (Print)
	EMPLOYEE’S SIGNATURE
	DATE
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