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	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: R01
	responsibilites: Off
	IMMEDIATE SUPERVISOR: Laura Kujubu
	SUPERVISOR'S CLASS: Supervisor of Technical Publications
	personnel analyst: Nicholas Miskovich
	personnel date: 9/18/2025
	PERCENT OF TIME: 





















35%
	activity: POSITION SUMMARY
Under the direction of the Supervisor of Technical Publications in the Office of Project Management, Executive Division, Technical Publications section (Tech Pubs), and in collaboration with technical staff, the incumbent performs editorial, research, analysis, evaluation, and accessibility compliance duties. The AEP consults with and assists California Department of Water Resources (DWR) technical authors in developing and refining a wide range of online and print content pertaining to water-related studies, research, and projects for various DWR programs as required to meet department needs. The target audiences for the publications and content edited and developed by Tech Pubs range from Legislature and government staff members, educators and the general public, and scientists, engineers, and technicians, to executives, managers, and interested parties, and lobbyists and special interest groups. 

ESSENTIAL FUNCTIONS
This position requires working cooperatively with technical staff from many disciplines, performing duties related to DWR studies and publication of results, and using their skills to promote clarity and integrity in work products. This position also requires broad knowledge and understanding of subject matter relevant to assigned programs and awareness of water issues affecting programs and projects. The incumbent must maintain consistent and regular attendance, interact and collaborate with section team members, and possess strong research, organizational, project management, analytical, writing, editing, and communication skills. The specific essential duties are, but are not limited to, the following:

Advise and collaborate with technical staff, who include engineers, scientists, and program managers, on the preparation of reports or guidebooks and development of informational materials summarizing research and findings for briefings, meetings, workshops, conferences, and publications. Prepare presentation materials and other informational materials for DWR staff members. Use Microsoft Word and Excel, Adobe Acrobat, or other software to develop communications that convey quantitative and qualitative information clearly, accurately, and effectively, through both graphics and text. Ensure data are displayed effectively and analyses are
	classification: Associate Editor of Publications
	appointee: Vacant
	dwr position number: 0102-5593-xxx
	sap personnel no: TBD
	sap position number: 50001401
	division: Executive Division/OPM/Technical Publications
	mcr: 1
	percent2: 
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5%
	activity2: well-founded. Coordinate with other technical staff to design or revise tables, charts, maps, diagrams, and other technical graphics for consistent and valid expression of data to the targets audience. 

Review and edit DWR technical publications and other project materials and content, such as divisional and regional reports, environmental impact reports, user guides, annual reports, fact sheets, and SharePoint sites. Consult with technical staff and research writers to ensure research is adequately documented and presented in a well-reasoned, well-organized, and clear manner based on audience needs. Evaluate material for correctness in format and grammar, soundness of logic, factual accuracy, completeness, alignment with DWR formats and styles, and compliance with DWR guidelines. Work with primary authors to resolve issues of tone, ambiguity, and grammatical expression. Provide recommendations to the Supervisor of Technical Publications with maintenance of Tech Pubs reference materials, such as the DWR Technical Documentation Style Guide, Guidelines for DWR Technical Publications, and the accessible Microsoft Word template for technical reports, which are used department-wide. 

Prepare reports and other materials for publication. Work with the DWR print shop, the Department of General Services’ Office of State Publishing, and external vendors; DWR's Public Affairs Office webmasters and graphic designers; and other DWR editorial professionals to ensure timely and cost-effective delivery of products. Work with technical staff to obtain approvals and specifications related to publication of research. Help technical and administrative staff to determine the best ways to distribute publications based on cost-effectiveness, audience needs, timeliness, environmental justice concerns, Library Distribution Act requirements, accessibility requirements, type of use, search ability, and recommended file formats.

Directly contribute to team meetings and acts by cooperating and providing input to establish and improve team cohesion. Demonstrate sensitivity to others and their ideas and suggestions. Work to establish and maintain a high level of customer service and quality product output. Assist in identifying team goals and expectations to meet DWR’s mission. Attend relevant training classes and apply learned knowledge to performance improvement. 

Perform other duties as assigned in support of the Office of Project Management and the Executive Division, which may include special projects to aid in the delivery of the Division’s goals and objectives.

SPECIAL REQUIREMENTS
The Department of Water Resources is committed to its mission and employees, and we are grounded in our commitment to public safety. Regular, consistent, and predictable attendance is essential to the successful performance in this position.

All employees are responsible for contributing to an inclusive, safe, and secure work environment that values diverse cultures, perspectives, and experiences, and is free from discrimination.

	percent 3: 
	activity3: OTHER RESPONSIBILITIES
This position provides necessary support to the Divisions of Flood Management, Safety of Dams, Operations and Maintenance, Engineering, and/or the Public Affairs Office during Governor declared emergencies, flood, dam, SWP, and other incidents and emergencies. Additionally, this position may participate in emergency operations in the capacity of area teams, field inspection, coordination, and assist agencies such as Cal OES and FEMA in disaster work, including performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and other emergencies. This position may also serve in one of the sections as established in the Incident Command System to assist the Department in performing its emergency preparedness, response, recovery, and mitigation functions. These functions are established in the California State Emergency Plan and the Department's Administrative Orders.
	supervisor name: Laura Kujubu
	employee name: Vacant


