Position Number	Name	Date
OFFICE OF THE STATE CONTROLLER

DUTY STATEMENT

	EMPLOYEE NAME

	DIVISION
Executive Office

	CLASSIFICATION TITLE
C.E.A. Level B
	UNIT NAME - LOCATION
Sacramento

	WORKING TITLE
Deputy Controller, Environmental Policy 
	POSITION NUMBER
051-720-7500-004

	
	EFFECTIVE DATE





SECTION A: GENERAL DESCRIPTION 

With direction provided by the Chief of Staff and working closely with the Controller and senior Executive Office leaders, the Deputy Controller, Environmental Policy will lead the development, coordination, and advancement of the Controller's environmental policy portfolio.  Specifically, this individual shall: 

· Use independent judgment and research agenda items, collaborating with board staff, stakeholders, the public, and other agencies in order to prepare comprehensive briefing materials for the Controller  to make well-informed decisions on matters before the Controller’s boards and commissions;
· Oversee legislation pertaining to the operations of the department.  
· Attend with, or appear or on the Controller’s behalf, assigned board and commission meetings;  
· Attend other meetings around the state and represent the Controller at conferences, seminars, and other major convenings related to environmental policy;   
· Develop policies and procedures necessary for the efficient administration of the Controller’s environmental policy programs; 
· Represent the Controller on other boards and commissions as assigned or needed;  
· Advocate for investment policies that protect the environment and promote sustainability which lead to new “green” industries and jobs; 
· Support the executive office’s analysis and response to state budget initiatives and legislation in the areas of environmental policy, identifying key areas of concern and proposing alternatives where needed;
· Meet with constituency groups and/or the general public as necessary to ascertain their environmental concerns; 
· Alert and keep informed the communications unit and other relevant members of the executive office of issues arising at boards and commissions concerning environmental matters which are of significant importance to the Controller’s office and of public interest;   
· Provide the Controller with well-researched analyses and/or talking points in connection with the Controller’s public appearances and other public communications;  
· Manage support staff when assigned;
· Coordinate the efforts of stakeholders groups, legislators and other interested parties working to reconcile disparate positions on environmental policy matters;
· Provide the Controller with board and commission briefing material with recommendations in keeping with established executive office time frames
· Manage multiple tasks to meet competing deadlines.  
:

SECTION B: ESSENTIAL FUNCTIONS

(Candidates must have the ability to perform the following essential functions with or without reasonable accommodations.)


Percentage of
  Time Spent					Typical Task

	50%




















35%





20%





10%
	Prepare for and attend meetings of the following boards and commissions for purposes of presenting the Controller’s perspective on matters before the board or commission, discerning the merits of matters before the board or commission, and interacting with members, advocates, and the public; 

·  State Lands Commission
·  Ocean Protection Council 
·  California Coastal Commission (when State Lands commission issues arise)
·  California Alternative Energy & Advanced Transportation Financing Authority   
·  Wildlife Habitat Enhancement
·  California Pollution Control Financing Authority
·  California Industrial Development Financing Advisory  Commission



Correspond and build relationships with board members responsible for making critical decisions regarding environmental policy; develop critical working relationships with board and commission members; 

Administer and advance the Controller’s environmental policy programs.

Develop written and oral responses for the Controller and senior Executive Office staff on issues impacting the mission of the State Controller; and develop communications material for the Controller to utilize in response to issues being evaluated;
 
Administer and oversee the Controller’s legislative package pertaining to internal operations of his office.  



	 

SECTION C: NON-ESSENTIAL FUNCTIONS

Percentage of
  Time Spent					Non-Essential Functions:
	
	0%
	None






SECTION D:  ADA REQUIREMENT

(Alternative will be provided for incumbents who are unable to perform the non-essential functions of the job because of a disability as defined by the Americans with Disabilities Act).


SECTION E: KNOWLEDGE, SKILLS AND ABILITIES

A. Ability to perform high administrative and policy influencing functions	 effectively; such overall ability requires possession of most of the following more specific knowledge and abilities:

1) Knowledge of the organization and functions of California State Government including the organization and practices of the Legislature and the Executive Branch; principles, practices, and trends of public administration, organization, and management; techniques of organizing and motivating groups; program development and evaluation; methods of administrative problem solving; principles and practices of policy formulation and development; personnel management techniques; 

2) Ability to plan, organize, and direct the work of multi-disciplinary professional and administrative staff; analyze administrative policies, organization, procedures and practices; integrate the activities of a diverse program to attain common goals; gain the confidence and support of top level administrators and advise them on a wide range of administrative matters; develop cooperative working relationships with representatives of all levels of government, the public, and the Legislative and Executive branches; analyze complex problems and recommend effective courses of action; prepare and review reports; and effectively contribute to the department’s Equal Employment Opportunity Office objectives;

B. These knowledge and abilities are expected to be obtained from the following kinds of experience with substantial participation in the formulation, operation, and/or evaluation of program policies (experience may have been paid or volunteer; in State service, other government settings, or in a private organization):

i. Supervisory/administrative experience in a line or staff activity, including the execution and/or evaluation of program policies;
ii. Broad administrative or program manager experience with substantial participation in the formulation, operation, and/or evaluation of program policies;
iii. Extensive managerial and program administrative experience which has included substantial responsibility for a combination of management functions such as program planning, policy formulation, organization coordination and control, and fiscal personnel management.  Where high technical professional qualifications are of primary importance in performing the duties of a given high-level position, then the above required experience may have been in a staff capacity exercising professional skills to influence and contribute to program, policy, and methods of providing those professional services.  Primary examples are medical doctors and attorneys.
	
C. Strong written and oral communication skills, including executive briefings, public presentations, negotiation, advocacy, and communication of complex or sensitive matters.		

SECTION F: RESPONSIBILITY FOR DECISIONS (CONSEQUENCE OF ERROR)

Positions allocated to the C.E.A. category have a high-level of responsibility for decision-making and policy development.  The consequence of error are significant and could affect the department as a whole, or statewide programs. 

SECTION G: PERSONAL CONTACT

Personal contact will include, but not be limited to the following: State Controller, her Chief of Staff, and other high-level officials from other State departments/agencies.  The incumbent may interact with members from Senate Committees, State Assembly and Senate Members, and other high-level government officials to represent the State Controller to help promote program agendas and services provided. 


SECTION H: WORK ENVIORNMENT

The work environment is a standard high-rise building with multiple floors located at 300 Capitol Mall, Suite 1850, Sacramento, California.  The incumbent’s workstation will consist of an office space with a door, standard office furniture, and office equipment such as telephone, desktop computer, etc.  

SECTION I: PHYSICAL REQUIREMENTS

Any lifting, moving, keying, etc. required for this position.
 


	Check the frequency of activity required of the employee to perform the job

	Activity
(Hours per day)
	Never
(0 Hours)
	Occasionally
(up to 3 hours)
	Frequently
(3 to 6 hours)
	Constantly
(6 to 8 hours)

	Sitting
	
	
	√
	

	Walking
	
	√
	
	

	Standing
	
	√
	
	

	Bending (neck/waist)
	
	√
	
	

	Squatting
	√
	
	
	

	Climbing
	√
	
	
	

	Kneeling
	√
	
	
	

	Crawling
	√
	
	
	

	Twisting (neck/waist)
	
	√
	
	

	Is repetitive use of hand(s) required?
	
	
	√
	

	Simple Grasping (R or L)
	
	
	√
	

	Power Grasping (R or L)
	
	
	
	

	Fine Manipulation (R or L)
	
	
	√
	

	Pushing/Pulling (R or L)
	
	
	√
	

	Reaching (above/below shoulder level)
	
	√
	
	

	Lifting/Carrying
	Describe the heaviest item required to be lifted or carried, the frequency and the distance: 

On occasions, may be asked to lift up to 25 lbs. with reasonable accommodations






SECTION J: SIGNATURE

By signing this document, I acknowledge review of the above assigned tasks and fully understand that this duty statement is not an exhaustive list and that I may receive instructions to complete other assignments consistent and within the scope of the classification identified above.  I further acknowledge that management, due to operational needs or program constraints, may modify the duties of this position.


________________________________________	_____________________
Employee’s Signature					Date


I have discussed and provided a copy of this duty statement to the employee named above.


_______________________________________	_____________________
Supervisor’s Signature					Date

Rev. 10/16

