
	STATE OF CALIFORNIA

DEPARTMENT OF FORESTRY AND FIRE PROTECTION
POSITION ESSENTIAL FUNCTIONS DUTIES STATEMENT

PO-199 (06/16)
	Working Title of Position

Senior Partnership and Equity Coordinator 

	
	Division and/or Subdivision

Resource Management – Urban Forestry 

	INSTRUCTIONS:  The Director is required by Government Code Section 19818.12 to report (or to record) “…material changes in the duties of any position in his or her jurisdiction”.  The Position Essential Functions Duties Statement is used for this purpose.  Enter identifying information and effective date at the right.  Enter brief description of each of the important duties and responsibilities of the position below.  Group related duties in numbered paragraphs and indicate the percentage of total time occupied.  Indicate the "essential functions" of the position by placing an asterisk (*) in front of those individual duties you determine to be essential to the job.  Discuss the duties with the employee assigned to the position.  Both the employee and supervisor sign the document where indicated.  The supervisor retains the original document and provides a copy to the employee.
	Location of Headquarters

Sacramento, CA

	
	Class Title of Position

Senior Environmental Scientist (Specialist)

	
	Position Number

541-720-0765-904

	
	Effective Date

02/02/2026

	Percentage of Time Required
	Effective on the date indicated, the employee assigned to the position identified above performs the following duties and responsibilities.

	25%

	Under the direction of the Partnership and Equity Supervisor, the Senior Partnership and Equity Coordinator carries out assigned duties for partnership, equity, and diversity goals of the Urban and Community Forestry (UCF) Program to include planning, organizing and participating in the statewide activities of UCF Program to meet the scope of the Urban Forestry Act of 1978 (PRC 4799.06-4799.12) and to the implementation of the program’s Strategic Plan. The position provides scientific advice, guidance, and timely scientific work products to support projects and core programs including grant administration, research and analysis, and project management. This position provides technical assistance and capacity building support to both local and statewide partners. The Senior Partnership and Equity Coordinator may represent the Department during meetings with outside agencies and at the local, state, and federal levels.
*Develop, plan, organize, and provide functional technical assistance and coordination for UCF activities, both internally and externally. *Establish cooperative relationships with the program’s Federal, State and Local partners to advance urban forestry efforts. *Support the development of annual goals and objectives for the program’s Partnership and Equity strategy and ensures they are met. *Support equity-rooted, culturally relevant outreach and technical assistance delivery for existing, new, and emerging partners within historically disinvested and marginalized communities. *Contribute to ongoing design, development and improvement of technical assistance guidelines, policies, and protocols through an equity lens. *Build capacity, coordinates, and expands networks and partnerships rooted in best management practices to enhance UCF program delivery statewide for under-resourced communities. *Assist with staff mentorship and advises top level Department and Agency staff on important issues and challenges that affect the operation of the UCF Program.
     
     
     


	
	*These are the essential functions for this position.  Essential functions are those functions that the individual who holds the position must be able to perform unaided or with the assistance of a reasonable accommodation.

	Equal Employment Opportunity (EEO) Statement: All CAL FIRE employees are expected to conduct themselves in a professional manner that demonstrates respect for all employees and others they come in contact with during work hours, during work related activities, and anytime they represent the department. Additionally, all CAL FIRE employees are responsible for promoting a safe and secure work environment free from discrimination, harassment, inappropriate conduct, or retaliation.  

	Job qualifications and/or conditions of employment: See Page 2. 

	"We have discussed this document in its entirety and understand the duties of this position."

	Employee Signature
	
	Date
	
	Supervisor Signature
	
	Date
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	STATE OF CALIFORNIA

DEPARTMENT OF FORESTRY AND FIRE PROTECTION
POSITION ESSENTIAL FUNCTIONS DUTIES STATEMENT

PO-199 (06/16) - PAGE 2
	Working Title of Position

Senior Partnership and Equity Coordinator

	Percentage of Time Required
	Effective on the date indicated, the employee assigned to the position identified above performs the following duties and responsibilities.

	25%
25%

25%


	*Conduct grant and/or contract administration and monitoring, ensuring timely and accurate reporting and invoicing. *Advise and review program and project budgets and expenditures. *Develop progress and financial reports. *Prepare data or information for legislative and budget change proposals. *Ensure compliance with federal and state laws and program guidelines. *Contribute to development of grant guidelines to meet program goals and objectives, as well as objectives of funding sources, when funding is available. *Assist during grant solicitations and ranks grant projects received. *Conduct reviews and inspections of grant or contract projects and implement a corrective course of action as needed. *Respond to audits from internal and external control functions in relation to grant programs administered. 

*Serve as a technical resource for the Department of Forestry and Fire Protection (CAL FIRE) staff and program partners. *Independently plan, develop, and perform a variety of tasks including responsible, varied, critical and sensitive assignments involving research and analysis. *Conduct extensive research, writes urban forestry technical and policy content as needed for State planning, partnership, and policy efforts. *Conduct data collection, perform data analysis, create mapping products, and write scientific reports to meet program needs and demonstrate program impact and effectiveness. *Develop program’s best management practices as necessary to accomplish program work. *Maintain knowledge of forestry, urban forestry, arboriculture, and related laws and procedures by attending appropriate seminars, classes, and meetings.
*Develop a broad and effective network of program partners such as cities, counties, districts, Tribal leaders, landowner organizations, homeowner associations, and nonprofit organizations to assist with the implementation of the program and expand program reach and impact. *Build and strengthen equity-rooted partnerships and encourage cross-boundary, intersectional, and interdisciplinary cooperation. *Represent CAL FIRE on matters related to Urban and Community Forestry, as needed, at the Federal, State, and local level, including strategic interagency and non-governmental meetings. Other job-related duties as required. 
DESIREABLE QUALIFICATIONS: 
Education and/or training in urban forestry and arboriculture, experience with environmental education, geographic Information system experience, knowledge of state administration, accounting, and budget practices, public speaking and public outreach, research and analysis, technical and scientific writing, grant administration, project management, and/or knowledge of Microsoft Office software. 
     
     
     

	
	*These are the essential functions for this position.  Essential functions are those functions that the individual who holds the position must be able to perform unaided or with the assistance of a reasonable accommodation.

	Equal Employment Opportunity (EEO) Statement: All CAL FIRE employees are expected to conduct themselves in a professional manner that demonstrates respect for all employees and others they come in contact with during work hours, during work related activities, and anytime they represent the department. Additionally, all CAL FIRE employees are responsible for promoting a safe and secure work environment free from discrimination, harassment, inappropriate conduct, or retaliation.  

	Job qualifications and/or conditions of employment:
· Occasional travel, including possibly out-of-state, is a job requirement. May be up to 20% of the time.
· The incumbent must be absent of any medical condition which would preclude the safe and efficient performance of a Senior Environmental Scientist (Specialist). Persons unsuccessful in the required medical exam cannot be appointed. 



	"We have discussed this document in its entirety and understand the duties of this position."
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