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Department Statement:
California is one of the most biodiverse places on the planet. As such, the Department of Fish and Wildlife (CDFW) values diverse employees working together to protect nature for all Californians. CDFW is committed to fostering an inclusive work environment where all backgrounds, cultures, and personal experiences can thrive and connect others to our critical mission.

	INSTRUCTIONS: A duty statement and organizational chart  must be submitted with each Request for Personnel Action, Form 242
	EFFECTIVE DATE

	
	

	DFW DIVISION/BRANCH/REGION/OFFICE
ECD/Habitat Conservation Planning Branch
	POSITION NUMBER (Agency-Unit-Class-Serial)
565-039-4961-001

	UNIT NAME AND  LOCATION
Environmental Review and Permitting Unit
1010 Riverside Parkway, West Sacramento, CA 95605
	CLASS TITLE
Supervising Right of Way Agent

	INCUMBENT  

	CURRENT POSITION NUMBER (Agency-Unit-Class-Serial)


	BRIEFLY DESCRIBE THE POSITION’S ORGANIZATION SETTING AND MAJOR FUNCTIONS
[bookmark: _Hlk84851991]Under the general direction of the Environmental Program Manager I, the Supervising Right of Way Agent plans, organizes, tracks, and directs all right of way work within the mitigation property document analysis program (Program) in the Habitat Conservation Planning Branch (HCPB). Supervise Program staff and assist and oversee the evaluation, development, and analysis of complex projects, tools, and resources relating to the Program. The Program staff that report to this position review real property documents and land transactions to complete permittee-responsible and advance mitigation projects (e.g. mitigation banks) which are often highly visible and politically sensitive transactions.



	PERCENTAGE 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 THE REVERSE SIDE IF NECESSARY.)
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	ESSENTIAL FUNCTIONS:

Program Staff Supervision and Administration. Directly supervise the work of Program staff. Meet one on one to develop and mentor Program staff. Develop annual work plans which include goals and objectives, establish roles and responsibilities, expectations, and priorities for the Program staff. Ensure coordination and compliance with CDFW policies and procedures and consistency with Program procedures. Conduct annual performance appraisals and evaluate employee work performance. Provide frequent and timely feedback to staff. Take appropriate actions to resolve grievances and complaints. Take corrective and disciplinary action as necessary. Perform duties such as approval of time reporting, purchasing, and training. Prepare Requests for Personnel Action and complete the hiring process as needed. Responsibility in the interest of management to recruit, hire, transfer, suspend, lay off, recall, promote, discharge, assign, reward, or discipline employees. 

Program Management and Development. Tracks and reports on metrics related to mitigation land package review. Oversees process for CDFW to provide technical assistance to Regions and serve as facilitator to address complex acquisition issues. Reviews documents from Program staff to make sure they are compliant and complete including title and escrow documents and conservation easements. Ensures that land packages are tracked using current software programs. Coordinates with staff to respond to inquiries on status of land packages. Resolves technical problems that arise during real estate negotiations. Advises management on complex issues involving land acquisition, title review, and easements. Provides real property expertise in accordance with industry standards, best practices and law. Identifies and uses the appropriate authority to facilitate real property recommendations and project coordination. Identifies operational and program improvement opportunities to enhance CDFW’s real property review processes. Oversees and supports the development and implementation of Program procedures, guidance, policies, and regulations to accomplish Program goals, and to promote statewide consistency and efficiency in Program implementation. 

Coordination and Outreach. Participates in a leadership and supervisory role and provides guidance to regional and headquarters staff. Identifies training needs and coordinates the development and implementation of the Program training program for CDFW staff. Reviews and approves course materials and provides staff support in training activities. Coordinate with partner agencies, interested parties, and California Native
American Tribes by serving as the Department’s representative on multi-agency
teams, technical and policy working groups. Collaborate and foster relationships with
California Native American Tribes in accordance with the Department’s Tribal
Communication and Consultation Policy. Supervises and supports CDFW meetings and workgroups. Supports staff representatives in meetings and on teams addressing Program processes. Coordinates with HCPB and Regional Supervisors, and the Wildlife Conservation Board to ensure consistency and fluency throughout CDFW. Represents CDFW at various meetings and activities throughout the State, including interaction with State, federal, and local government organizations, and non-governmental stakeholder groups. Using verbal communications, written reports, and other presentation methodologies, represents CDFW’s concerns and provides information regarding real property matters to regions, branches, and programs at CDFW, local, state, and federal agencies, tribal governments, permittees, interested parties, land trusts, and public groups to explain, interpret, and advocate for CDFW 's real property policies and programs. Operate state vehicle to travel to meetings and field sites inaccessible by public transportation.


NON-ESSENTIAL FUNCTIONS:

Routine Administrative Functions. Perform routine administrative functions associated with this position, including tracking of time worked, attend career development and training programs, seminars as appropriate to contribute to the achievement of the Program and HCPB’s goals and objectives. Maintain professional qualifications through training, seminars, and workshops, and reviewing current scientific literature. Performs other administrative duties such as monthly preparation, review and/or discussion of significant activities with manager, expenditures reports, expense claims, annual Individual Development Plan and annual work plan.

Special Personal Characteristics: Understands the real property principles that guide land acquisition and protection activities. Conducts business in a professional manner. Is effective in achieving desired results especially for the most sensitive land acquisition review or planning. Effectively manages time through goal setting, prioritization, and work planning. Can implement strategies for conflict resolution, time management, strategic planning, and succession planning. Demonstrated ability to act independently, practice open-mindedness, flexibility, and tact. Maintains productivity for completed staff work that is commensurate with that of peers for similar work products (e.g., field data collection; preparation of reports, memoranda, and letters; project and document reviews; administrative duties; attending meetings; and briefing management).  

Interpersonal Skills: Leads by example, is professional, builds trust through honest communication and actions, exercises discretion as appropriate, and maintains effective working relationships with other staff, managers, members of the public, key agency personnel, stakeholders, members of the media, and elected officials. Exercise a high degree of initiative and independent judgment in working on the most difficult and sensitive mitigation land packages.

WORKING CONDITIONS:  
The position requires the use of a computer for several hours each day, the completion of office tasks that require sitting, standing, and walking to other locations; in-person attendance at meetings and participation in video/conference calls. The position may occasionally require travel throughout the state resulting in extended workdays including overnight travel, early mornings, late nights, hiking over uneven and possibly steep or wet terrain, and work in inclement weather. Travel up to 5% of the time to meetings and field sites with the use of a state vehicle may be required. This position allows for an in-office/telework hybrid work schedule and in-office attendance requirements may change based on operational need. The position may require the incumbent to wear a uniform identifying the employee as Department staff. This position is located in West Sacramento in an open-spaced partitioned office with artificial lighting.

	SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.

	PRINT SUPERVISOR’S NAME

	SUPERVISOR’S SIGNATURE

	DATE

	EMPLOYEE’S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE RECEIVED A COPY OF THE DUTY STATEMENT.
I HAVE READ AND UNDERSTAND THE DUTIES AND ESSENTIAL FUNCTIONS OF THE POSITION AND CAN PERFORM THESE DUTIES WITH OR WITHOUT REASONABLE ACCOMMODATION. 

	PRINT EMPLOYEE’S NAME

	EMPLOYEE’S SIGNATURE

	DATE





