
CALIFORNIA COASTAL COMMISSION
DUTY STATEMENT
COASTAL PROGRAM ANALYST I


EMPLOYEE NAME:  

WORKING TITLE:	 District Enforcement Officer 

WORK UNIT/DIVISION:  Enforcement Program; Legal Division

LOCATION:  Santa Cruz

DATE OF APPOINTMENT:  

CBID:  R01

TENURE/TIMEBASE:  Limited-term/Full-time with the possibility of becoming permanent


GENERAL JOB DESCRIPTION

The District Enforcement Officer is one of the enforcement officers assigned to work in a district office as a member of the Enforcement Program, which is within the Coastal Commission’s Legal Division.  The primary responsibility of a District Enforcement Officer is to obtain compliance with the Coastal Act in the geographic area of the assigned district office. District Enforcement Officers work under the direction of the Chief of Enforcement and Deputy Chief of Enforcement and under the supervision of the Northern California Enforcement Supervisor and must also work closely with and coordinate with district permitting staff and Headquarters Enforcement staff.

This position requires specific knowledge of: the policies, requirements, and enforcement provisions of the California Coastal Act of 1976 and its implementing regulations; the Commission’s permit processing procedures; the procedures for adoption of cease and desist and restoration orders, and other formal actions provided for under the Coastal Act; and litigation processes.  The position also requires knowledge of the functions and relationships of federal, state, county and city governments, as well as regional councils of government and special districts.

The incumbent must have the ability to work both independently and as part of a team to: interact with the public in a respectful and courteous manner; interact with alleged violators in a manner that promotes cooperation and dispute resolution; coordinate with local governments and other state and federal agencies; and organize and effectively manage a high workload.  The incumbent must also effectively follow office procedures and internal management policies.
[bookmark: _Hlk137133505]
TYPICAL TASKS/DUTIES

[bookmark: _Hlk204873524]Enforcement Program Tasks

Investigate, document, and address violations of the Coastal Act, Local Coastal Programs and coastal development permits, including but not limited to: 

· Receiving reports of violations from the public, permitting staff, or other agencies; 
· Conducting site inspections; Researching property ownership, violation history, and permit history;
· Reviewing topographic maps, historical aerial photographs, and other data;  
· Interviewing alleged violators, Preparing Notice of Violation letters, and responding to letters from alleged violators;
· Coordinating with local governments and relevant state and federal agencies;
· Negotiating with alleged violators and coordinating with permitting staff;
· Preparing referrals of violation cases to the Headquarters staff for formal administrative action; and,
· Providing enforcement litigation support as necessary;

Undertake other actions as needed to achieve compliance with the Coastal Act and to generally support the enforcement program, including but not limited to:

· Monitor Compliance with permit conditions;
· Prepare monthly report presentations for the Commission as needed;
· Maintain files of enforcement correspondence;
· Review permit staff reports addressing applications for approval of development when relevant;
· Brief Enforcement Supervisor and Chief of Enforcement on cases and reports; and,
· Respond to Public Records Act requests when authorized.

OTHER FUNCTIONS:

Environmental Justice, Equity, Diversity and Inclusion

Participate in tasks, trainings, outreach and other activities that support implementation of the agency’s Justice, Equity, Diversity and Inclusion (JEDI) plan, which aims to create an inclusive workplace that allows staff from diverse backgrounds to thrive and improves agency outreach and public engagement. For example, this may include attending quarterly JEDI calls, sitting on interview panels, contributing to or attending staff trainings on JEDI issues such as on implicit bias, presenting at outreach events at locations with greater diversity, and providing input on hiring practices.
Also, work to incorporate JEDI/Environmental Justice goals and mitigations in enforcement cases, and coordinate with the Environmental Justice team in addressing these issues. This may include: identifying and analyzing potential environmental justice impacts or benefits in projects, and drafting environmental justice, diversity and inclusion provisions in Staff Reports, settlements, or other documents, consistent with the Commission's Environmental Justice Policy; and, conducting tribal coordination and consultation for relevant projects, including communicating with and gathering information from tribes, assessing impacts to cultural and tribal resources and drafting findings in Staff Reports, settlements, or other documents, consistent with the Commission’s Tribal Consultation Policy.
Some travel and field work is required

[bookmark: _Hlk204346674]Additionally, CPA Is are expected to keep regular hours, dress appropriately for scheduled tasks (i.e., meetings or field work), and keep their supervisors informed of the need for leave time. 

SUPERVISION EXERCISED OVER OTHERS

CPA Is do not supervise, but they may be asked to mentor new employees or Enforcement Interns.

PUBLIC AND INTERNAL CONTACTS

The District Enforcement Officer has extensive contact with the public, State, Federal and local government staff, and other Coastal Program Analysts.
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Duty Statement
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PHYSICAL, MENTAL AND EMOTIONAL REQUIREMENTS

The incumbent may be required to sit for long periods of time using a keyboard and video display terminal. The incumbent must have the ability to move about, stand, reach, stoop or bend; lift up to 15 pounds.  The incumbent must be able to interact with many people; deal effectively with pressure; multi-task; adapt to changing priorities; maintain focus on work assignments; open to change and new information, changing conditions, or unexpected obstacles; complete tasks/projects within a short time frame; behave in a fair and ethical manner towards others; and demonstrate a sense of responsibility and commitment to public service. The incumbent must value diversity and other individual differences in the workforce. 

The incumbent may be required to make site visits, inspections, and attend meetings.  If operation of a vehicle is needed to perform work, must take Defensive Driver Training, as required by law.

WORK ENVIRONMENT

[bookmark: _Hlk204686015]Work regular hours, Monday through Friday. Consistent with the Commission’s hybrid work and telework policies, work location may be eligible to be a combination of in-office (a climate-controlled office environment with artificial lighting in the Commission’s office building in downtown Santa Cruz, or in the field as needed) and remote (an approved alternate work location consistent with the Commission’s telework policy). The telework and hybrid work policies are subject to change at any time.


I certify that this duty statement represents an accurate description of the essential functions of this position.



LISA HAAGE										DATE
CHIEF OF ENFORCEMENT
ENFORCEMENT PROGRAM


I have read this duty statement and agree that it represents the duties I am assigned.



												DATE
COASTAL PROGRAM ANALYST I



























CALIFORNIA COASTAL COMMISSION
COASTAL PROGRAM ANALYST II
DUTY STATEMENT


EMPLOYEE NAME:  		

WORKING TITLE:	 		District Enforcement Officer 

WORK UNIT/DIVISION:  		Enforcement Program; Legal Division

LOCATION:  			Santa Cruz

DATE OF APPOINTMENT:  	

CBID:  				R01

TENURE/TIMEBASE:  		Limited Term/Full-time with the possibility of becoming 
permanent



POSITION SUMMARY

The District Enforcement Officer is one of the enforcement officers assigned to work in a district office as a member of the Enforcement Program, which is within the Coastal Commission’s Legal Division.  The primary responsibility of a District Enforcement Officer is to obtain compliance with the Coastal Act in the geographic area of the assigned district office. A CPA II District Enforcement Officer handles the more complex enforcement matters with minimal supervision and may be called upon, from time to time, to assign tasks to, and oversee the work of less seasoned enforcement officers, enforcement interns, and volunteers. District Enforcement Officers work under the direction of the Enforcement Supervisor and must also work closely with and coordinate with district permitting staff and Headquarters Enforcement staff.

This position requires specific knowledge of: the policies, requirements, and enforcement provisions of the California Coastal Act of 1976 and its implementing regulations; the Commission’s permit processing procedures; the procedures for adoption of cease and desist and restoration orders, and other formal actions provided for under the Coastal Act; and litigation processes.  The position also requires knowledge of the functions and relationships of federal, state, county and city governments, as well as regional councils of government and special districts.

The incumbent must have the ability to work both independently and as part of a team to: interact with the public in a respectful and courteous manner; interact with alleged violators in a manner that promotes cooperation and dispute resolution; coordinate with local governments and other state and federal agencies; and organize and effectively manage a high workload.  The incumbent must also effectively follow office procedures and internal management policies.


ESSENTIAL FUNCTIONS

Enforcement Program Tasks

Investigate, document, and address violations of the Coastal Act, Local Coastal Programs and coastal development permits, including but not limited to: 

· Receiving reports of violations from the public, permitting staff, or other agencies; 
· Conducting site inspections; Researching property ownership, violation history, and permit history;
· Reviewing topographic maps, historical aerial photographs, and other data;  
· Interviewing alleged violators, Preparing Notice of Violation letters, and responding to letters from alleged violators;
· Coordinating with local governments and relevant state and federal agencies;
· Negotiating with alleged violators and coordinating with permitting staff;
· Preparing referrals of violation cases to the Headquarters staff for formal administrative action; and,
· Providing enforcement litigation support as necessary;

Undertake other actions as needed to achieve compliance with the Coastal Act and to generally support the enforcement program, including but not limited to:

· Monitor Compliance with permit conditions;
· Prepare monthly report presentations for the Commission as needed;
· Maintain files of enforcement correspondence;
· Review permit staff reports addressing applications for approval of development when relevant;
· Brief Enforcement Supervisor and Chief of Enforcement on cases and reports; and,
· Respond to Public Records Act requests when authorized.

Employees at the CPA II level are expected to handle more complex enforcement matters with minimal supervision.


OTHER FUNCTIONS:
JEDI Tasks
Participate in tasks, trainings, outreach and other activities that support implementation of the agency’s Justice, Equity, Diversity and Inclusion (JEDI) plan, which aims to create an inclusive workplace that allows staff from diverse backgrounds to thrive and improves agency outreach and public engagement. For example, this may include attending quarterly JEDI calls, sitting on interview panels, contributing to or attending staff trainings on JEDI issues such as on implicit bias, presenting at outreach events at locations with greater diversity, and providing input on hiring practices.
[bookmark: _Hlk204685509]Also, work to incorporate JEDI/Environmental Justice goals and mitigations in enforcement cases, and coordinate with the Environmental Justice team in addressing these issues. This may include: identifying and analyzing potential environmental justice impacts or benefits in projects, and drafting environmental justice, diversity and inclusion provisions in Staff Reports, settlements, or other documents, consistent with the Commission's Environmental Justice Policy; and, conducting tribal coordination and consultation for relevant projects, including communicating with and gathering information from tribes, assessing impacts to cultural and tribal resources and drafting findings in Staff Reports, settlements, or other documents, consistent with the Commission’s Tribal Consultation Policy.
Some travel and field work is required

Additionally, CPA IIs are expected to keep regular hours, dress appropriately for scheduled tasks (i.e., meetings or field work), and keep their supervisors informed of the need for leave time. 

SUPERVISION EXERCISED OVER OTHERS

The CPA II does not supervise but may be asked to act as lead or be a mentor to a new employee, give direction to a CPA I, or oversee the work of enforcement interns and volunteers.

PUBLIC AND INTERNAL CONTACTS

A crucial function of this position is to maintain and improve a positive public image of the Commission and its employees through any contact with the public and with the staff of other agencies.  Coordination with property owners, local governments, community groups, the business community, and state and federal agencies may be required in the performance of assigned duties and supporting the work of the unit.  Internal coordination with analysts and staff from other offices, and the Energy and Ocean Resources, Technical Services, Land Use, Executive and Legal divisions on various issues may also be required.

PHYSICAL, MENTAL AND EMOTIONAL REQUIREMENTS

[bookmark: _Hlk187147001]The incumbent may be required to sit for long periods of time using a keyboard and video display terminal. The incumbent must have the ability to move about, stand, reach, stoop or bend; lift up to 15 pounds.  The incumbent must be able to interact with many people; deal effectively with pressure; multi-task; adapt to changing priorities; maintain focus on work assignments; open to change and new information, changing conditions, or unexpected obstacles; complete tasks/projects within a short time frame; behave in a fair and ethical manner towards others; and demonstrate a sense of responsibility and commitment to public service. The incumbent must value diversity and other individual differences in the workforce. 

The incumbent may be required to make site visits, inspections, and attend meetings.  If operation of a vehicle is needed to perform work, must take Defensive Driver Training, as required by law.

WORK ENVIRONMENT

[bookmark: _Hlk187147023]Work regular hours, Monday through Friday. Consistent with the Commission’s hybrid work and telework policies, work location may be eligible to be a combination of in-office (a climate-controlled office environment with artificial lighting in the Commission’s office building in downtown Santa Cruz, or in the field as needed) and remote (an approved alternate work location consistent with the Commission’s telework policy). The telework and hybrid work policies are subject to change at any time.




I certify that this duty statement represents an accurate description of the essential functions of this position.



LISA HAAGE								DATE
CHIEF OF ENFORCEMENT
ENFORCEMENT PROGRAM							


							

I have read this duty statement and agree that it represents the duties I am assigned.




									DATE
[bookmark: _Hlk187147092]COASTAL PROGRAM ANALYST II
ENFORCEMENT PROGRAM
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