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	Activity
	Blank Page
	Blank Page
	Untitled

	responsibilites: Off
	classification: Analyst I (P/I)
	dwr position number: 0820-5157-900
	sap position number: 50098627
	mcr: 1
	appointee: Vacant
	sap personnel no: 
	division: Operations Branch/Permitting Section
	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: 1
	IMMEDIATE SUPERVISOR: Steve Lamb
	SUPERVISOR'S CLASS: Senior Engineer WR
	personnel analyst: Marissa Arriaga
	personnel date: 7/1/26
	PERCENT OF TIME: 
	supervisor's name: Steven Lamb
	Date: 
	employee's name: 
	Date2: 
	activity_1: The Central Valley Flood Protection Board (Board) is the State’s regulatory Board responsible for ensuring appropriate standards are met for the construction, maintenance, and operation of the flood control system that protects life, property, and habitat in California’s Central Valley. The Board serves as the State coordinator between local flood risk control agencies and federal Government, with the goal of providing the highest level of flood protection possible to California’s Central Valley.

As a valued member of the Board staff, the incumbent assists the Board with its regulatory responsibilities, including its primary objective: to reduce the risk of catastrophic flooding to people and property within the California Central Valley; this is achieved through the Board’s regulatory programs, which include permitting, enforcement, inspection, property management, environmental compliance, and through the development, adoption, and implementation of the Central Valley Flood Protection Plan.

The Board is a performance driven, transparent, and responsible organization that values its employees, resources, and partners, and meets new challenges through leadership, innovation, and teamwork.  In all job functions, employees are responsible for creating an inclusive, safe, and secure work environment that values diverse cultures, perspectives and experiences, and is free from discrimination. Employees are expected to provide all members of the public equitable services and treatment, collaborate with underserved communities and tribal governments and work toward improving outcomes for all Californians.

POSITION SUMMARY

Under the supervision of a Senior Engineer, Water Resources, this position will perform a broad range of analyst support functions.  Also, receiving matrix-management direction from a Supervising Engineer, Water Resources, and other managers within the Operations Branch, the incumbent is responsible for performing a wide variety of analytical staff services related to flood project assistance, permitting, and enforcement programs, including program coordination, outreach and communication, and monitoring efforts. 


	activity_2: ESSENTIAL FUNCTIONS

This position requires the incumbent to display independent judgment while researching complex flood control issues, compiling and quantifying data, and formulating recommendations to managers, staff, and public contacts.  The incumbent will utilize a variety of analytical techniques to perform research and data analysis, assist with staff reports, evaluate mandates and flood related legislation, and assist with program development efforts. This position requires that the incumbent work cooperatively with others and maintain consistent, regular, and predictable attendance. The specific duties are, but are not limited to, the following:

Permitting: Review permit applications, ensuring compliance with CA Code of Regulations (CCR), Title 23, Article 3, Section 6.  This review includes:   1) critical evaluation of proposed project parameters and interaction with applicant and agent companies to obtain complete, thorough application packages; 2) an analysis and investigation of the project location and parcels to determine if projects are within the Board’s jurisdiction, whether projects will require USACE review, and that initial federal regulations are met; and 3) ensuring deadlines requirements pursuant to Title 23 are met by collaborating with Board staff and permit applicants to assist with process.

Coordinate Fee Collection Processes. Ensure that applications are submitted with appropriate fees; analyze and evaluate project parameters to determine proper fees per the Fee Schedule.  Document and route Permit Fee payments to Department of Water Resources accounting staff, initiate refunds if needed, and enter project fees in Fee Database. Generate reports, presentations, and spreadsheets recording fee data and fee analysis for permitted projects.

Assist staff and managers with preparation and distribution of a wide range of reports, correspondence and written material, including but not limited to Staff Reports, Board Meeting Agenda Items, and Monthly Permit and Database Reports.  Coordinate with senior staff to set up pre-application meetings with applicants by phone call and email.  Assist applicants and members of the public with the permit application portal, jurisdiction identification, general permit inquiry, assistance with permit compilation and submittal, or other Title 23 inquiries from the public by researching jurisdiction through both Title 23 and Board’s Adopt Plan of Flood Control Encroachment Viewer. Coordinate with State Records Center staff and retrieve permits from the State Record Center by researching and providing Transfer List, Box, and Permit number to State Records Center staff.  Track staff possession of permits by keeping updated spreadsheet and ensure that permits are returned in a timely manner.  Duties will require occasional driving for participation in site visits and inspections, workshops, tours, and coordination meetings.

Communication: Responsible for coordination and communication, verbally and in writing, with the public, government entities, and stakeholders on a wide range of topics.  Prepare reports related to encroachment permits, enforcement issues, and managed programs.  Assist with preparation of content for public outreach and pre-application meetings.  Update and maintain guidance documents, Standard Operating Procedures and Desktop Procedures.  
	activity 3: Develop and disseminate process charts, presentations, training manuals, and reports that succinctly convey the complex regulatory relationships and timelines that exist in the permit application and enforcement processes.  May provide informational presentations and training to staff and management as new processes develop

Database Management: Analyze, evaluate, coordinate and maintain integrity of webEP permitting Database & Permit Application Portal, ensuring information is entered accurately and that all the review milestones are captured.  Recommend improvements to internal processes.  Once skills have been established, assist staff and applicants with error resolution.  Coordinate with Permitting Section Manager and IT staff to implement new database reporting features, as needed.  Extract data from the database to be used by engineering staff in monthly progress reports to the Board and to formulate recommendations to management on completion of application material in the database. 

Other: Create PowerPoints; assist with creation of staff reports, spreadsheets and other support materials for public Board public board meetings. Learn and apply Board website update techniques using programs such as WordPress; create website updates for the Operations Branch, including Executive Officer Delegation Permits for public review. Learn and apply ADA standards for documents in Word and Adobe to ensure they are in compliance with ADA regulations prior to posting to website.  Participate in professional development trainings, as well as tasks, training, and activities that support programmatic and workplace diversity, equity, and inclusion. Other projects and related duties as required. 


CORE COMPETENCIES:
 
• Customer Engagement: Creates a connection with internal and external customers through positive experiences and exceptional service in response to current and future needs. Gain and maintain the confidence and cooperation of those contacted during the course of work
• Teamwork: Facilitate and maintain cooperative working relationships.
• Interpersonal Skills: Interacts positively with courtesy, sensitivity and respect with a variety of individuals and makes every effort to understand and relate to others.
• Organizational Skills: Keep work prioritized and organized. Logically approach situations. Establish and maintain project priorities. Employ time management techniques.
• Communication: Express oneself clearly in all forms of communication. Receptive to feedback.  
• Ethics/Integrity: Create culture of trusting relationships; demonstrate trust and principled leadership. 

KNOWLEDGE AND SKILLS:

• Operating personal computers and Microsoft Office Suite programs
• Database entry and management
• Must learn and apply: Concepts of regulatory compliance


	activity_4: SPECIAL REQUIREMENTS: 

Must be able to sit or stand for long periods of time, use a personal computer, and lift up to 25 pounds (to take meeting materials to meetings). May be required to stay occasional overtime to provide assistance with public meetings.  Must possess a valid California Driver License for driving duties, such as meeting support and vehicle maintenance.  Travel may include driving a vehicle on public roadways, in remote areas, or on unpaved and uneven terrain. 

WORK ENVIRONMENT: 

The Board operates in a Hybrid workplace, meaning employees complete their work responsibilities and work across multiple workplace settings, including on-site at State facilities, home residences and other locations. This position is eligible for telework, pursuant to a telework agreement that must be updated periodically. This position performs work primarily within an office environment. Extended periods of sitting and working at a desk are to be expected, as well as intermittent projects requiring travel to meetings with outside entities, stakeholders, and managers. 

OTHER RESPONSIBILITIES: 

In support of the California State Emergency Plan, this position may be redirected to provide necessary support during Governor declared emergencies, including flood, dam, State Water Project, and other incidents and emergencies.  Additionally, this position may participate in emergency operations in the capacity of area teams, field inspection, coordination, and may assist agencies such as the Department of Water Resources, California Office of Emergency Services (Cal OES), and FEMA in disaster work, including performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and other emergencies.  When a State of Emergency is proclaimed, Cal OES will lead California’s recovery operations and coordinate assistance provided by other State agencies and the federal government.
	PERCENT OF TIME_1: 
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