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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
South Coast Region 5
	POSITION NUMBER (Agency-Unit-Class-Serial)
565-531-5157-004

	UNIT NAME AND LOCATION
Habitat Conservation Planning Program, Seal Beach
	CLASS TITLE
Analyst I

	INCUMBENT  
Vacant
	CURRENT POSITION NUMBER (Agency-Unit-Class-Serial)
565-531-5157-004

	BRIEFLY DESCRIBE THE POSITION’S ORGANIZATION SETTING AND MAJOR FUNCTIONS
Under the supervision of the Environmental Program Manager I, the incumbent independently performs various analytical support duties for work related to the California Environmental Quality Act (CEQA), California Endangered Species Act (CESA), Lake and Streambed Alteration (LSA) Program, and Natural Community Conservation Planning Program (NCCP). Duties include the following essential functions:



	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 Processing and Coordination: Primary point of contact to process and distribute permits and environmental documents for CEQA, CESA, LSA, NCCP, and other related programs under the Habitat Conservation Planning Program. Research, analyze, and use independent judgment to reconcile CESA and LSA fees; coordinate with applicants to correct notification fees; respond to inquiries from applicants; process CEQA Notices of Determination or Exemption and other related documents; analyze and process No Effect Determinations (NEDs); gather, tabulate, and analyze CEQA, CESA, and LSA project data; and prepare reports and make recommendations on CEQA, CESA, and LSA procedures. 

Budget Tracking & Analysis: Coordinate with fund managers, regional staff, License and Revenue Branch (LRB) and Accounting Services Branch (ASB) to track fee revenues and expenditures. Monitor, organize, and assist fund managers to reconcile contract budget and invoices. Under direction from the fund managers, review monthly expenditure reports to determine that charges were appropriate and reconcile where appropriate. Complete forms and follow-up with staff to correct charges identified as inappropriate. Follow up to make sure changes are made in a timely manner. Evaluate and reconcile fund condition reports and database records. Assist program managers with reviewing operating budget, forecasts, and contract development. Support and regularly coordinate with other branch administrative staff and the regional administrative programs.

Data Management: Record all transactions in the state-wide CEQA, CESA, and LSA databases. Coordinate with regional staff on the ongoing maintenance, operation, and management of the statewide project database such as U Drive, SharePoint, Environmental Permit Information Management System, Project Tracking, or future similar system. Receive, scan, file, track, and distribute mandated reports and materials. File permits and environmental documents, including NEDs, CEQA documents, Incidental Take Permits, Consistency Determinations, LSA Notification and Agreements, land acquisition and mitigation land documents. Coordinate with regional staff to track and monitor financial assurance documents as well as enforcement actions. Conduct data entry, queries, and reports. 

Administrative Coordination & Executive Support: Coordinate with regional staff on vehicle maintenance, utilization, and expenses. Coordinates and analyzes information for LSA, CEQA, and CESA public inquiries by email and telephone. Track and disseminate information compiled to the various program staff.  Maintains other related databases and other plan information tracking and compliance evaluation systems. Answer, screen, and direct telephone calls and emails to appropriate personnel when applicable. Interviews and consults with departmental staff and other public agencies to give and secure information. Formats and prepares correspondence letters in support of Department scientific and management staff. Assist with office facilities management. Monitor, evaluate, and research materials or assignments prepared by the Regional Manager and Management staff. Secure any additional pertinent information from documentation, or detailed synopsis of issues and action requested to ensure appropriate actions are taken. Independently prepares materials and/or correspondence, in response to written and verbal inquiries, for the Regional Manager. Primary contact with Headquarters for coordination of Public Records Act (PRA) requests and Director Action Requests (DAR), ensuring that requested information is compiled and returned to Headquarters prior to deadlines. Maintain confidential and sensitive files, and responsible for file management. Review and screen all incoming/outgoing mail correspondence for consistency with administrative policy, as well as format, grammatical construction, and clerical error. Maintain the Regional Managers appointment calendars and arrange travel itineraries providing options, alternatives, schedules, accommodations, and problem resolution. Maintain close liaison role with other executive offices and staff, within and outside the Department, in scheduling meetings. Arrange meetings and conferences on behalf of the Regional Manager, contacting participants and arranging for meeting rooms and equipment; prepares meeting handouts and visual aids. Distribute Director’s Office email inquiries and Fish & Game Title 14 code books. Process free group fishing permits, updates monthly phone roster, and compiles social media content of region to Office of Communication, Education and Outreach (OCEO).

NON-ESSENTIAL FUNCTIONS:

Perform general administrative duties including: preparing routine documents (time reports, vehicle inspections, travel claims, training requests, and purchase documents); processing all incoming and outgoing mail on a daily basis via US Mail and Overnight; preparing drafts, memorandums, form letters, reports, tables, as needed; maintaining copiers, paper, and other office supplies; setting up meetings; and organizing office supply orders to Regional office procurement support staff. Present relevant information at professional meetings and conferences. Key management including backup S2 Key Card and After-Hours Building Access coordination for Seal Beach Office. Assist other staff as assigned by supervisor.  

Special Personal Characteristics:
Willingness to perform routine or detailed work in order to learn the practical application of administrative principles; demonstrate capacity for development as evidenced by work history, academic attainment, participation in school or other activities, or by well-defined occupational or vocational interests; and willingness and ability to accept increasing responsibility and exercise of independent judgment. 

Skill to:
Requires excellent written and verbal communication skills.

Interpersonal Skills: 
Excellent, professional writing skills for various documents (emails, letters, reports, permits, etc.) following statewide templates and regional style conventions; ability to collect, compile, and analyze complex data; ability to work positively and effectively with colleagues, including environmental scientist and administrative classifications. Ability to pro-actively seek solutions and problem solve is a must. Ability to maintain a professional and respectful work environment at all times.

WORKING CONDITIONS:  
The incumbent will report to the Seal Beach Office. Must be able to attend, in person, meetings in Santa Barbara, Ventura, Los Angeles, Orange, and San Diego counties. As a condition of employment, the incumbent shall wear an appropriate uniform consistent with CDFW’s Operations Manual (Section 12901) for the various work situations, such as work with public interaction, within and outside the Region as required by the supervisor.

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

	PRINT SUPERVISOR’S NAME
Victoria Tang
	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
Vacant
	EMPLOYEE’S SIGNATURE

	DATE





