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                                                      CLASS:  SENIOR ENVIRONMENTAL PLANNER

     NOTE:  Each position within this classification may perform some or all of these tasks.
	Task #
	Task
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	1. 
	Prepare California Environmental Quality Act (CEQA) and/or National Environmental Policy Act (NEPA) environmental documents required by state and federal statues on capital outlay and/or development projects (new construction, renovation, demolition, restoration adoption of regulations) in order to fulfill the role as project manager in accordance with applicable state and federal statutes, regulations, policies and procedures.

	2. 
	Manage and direct professional environmental services contractors (consultants/contractors) in the preparation of CEQA and/or NEPA environmental documents required by state and federal statues on capital outlay and/or development projects (new construction, renovation, demolition, restoration adoption of regulations) in order to fulfill the role as project manager in accordance with applicable state and federal statutes, regulations, policies and procedures.

	3. 
	Oversee and direct the process of securing regulatory permits for capital outlay and/or development projects (new construction, renovation, demolition, restoration adoption of regulations) in order to fulfill the role as project manager in accordance with applicable state and federal statutes, regulations, policies and procedures.

	4. 
	Provides expertise and advice to project directors, team leaders, staff, clients and consultants on environmental review and regulatory permitting processes consistent with applicable state and federal statutes, regulations, policies and procedures.

	5. 
	Manage, direct and facilitate multidisciplinary teams in the preparation of environmental documents, planning studies and site investigations, by reviewing and approving consultant and team work checking for quality, accuracy, completeness, technical quality and in accordance to all applicable state and federal statutes, regulations, policies and procedures.

	6. 
	Prepare clear and accurate scopes of work, and prepare estimates of the value of contracted services in order to facilitate the use of professional environmental services in accordance State and Federal statutes, regulations, fiscal policies and the State Administrative Manual (SAM).

	7. 
	Create and maintain (1) CEQA/NEPA administrative record, (2) well-organized project records, and (3) files for all other assigned program activities in accordance with State, Federal, Departmental and client standards, policies and procedures.

	8. 
	Review and approve deliverables as described in the professional services contract within the professional standards expected of the consultant.

	9. 
	Approval of monthly progress payments, and final invoices based on professional services and other vendor contracts to ensure timely payment within state law and terms of respective contract.

	10. 
	Prepare contents of advertisement and Request for Qualifications (RFQ), consistent with state law and departmental policies in a manner that provides an accurate project description, composition of consultant team, and individual consultant qualifications for specific projects or on-call services.

	11. 
	Read, evaluate, and score the respective RFQ’s submitted in response to solicitations in order to establish a short list of the most-qualified consultants to be interviewed.

	12. 
	Assist in the development of the interview format and the questions to be asked of interviewees in the selection of the most qualified respondent to the RFQ solicitation.

	13. 
	Serve on interview panel for the purpose of selecting the most-qualified consultants based on their presentation and responses to the questions during their interview.

	14. 
	Negotiate professional services contract fee based upon the project’s budget, scope of services, staff’s estimated value of services, and industry standards.

	15. 
	Secure fully executed contracts through preparation of scope of services, supporting exhibits, contract conveyance documentation, budgeting contract funding, and providing assistance to contact and legal staff in preparation of contract package.

	16. 
	Solely, or in coordination with others, prepare an environmental services budget for a project or other undertaking that accurately reflects the estimated future costs for the related tasks and staff time necessary to implement such tasks.

	17. 
	Be responsible for maintaining the environmental services portion of the project budget in the appropriate electronic accounting systems to track project costs and expenditures according to RESD/ESS policies and procedures.

	18. 
	Assist in the preparation of fund transfer documents and coordinate approvals of all fiscal documents with the client agency, DOF, and other appropriate agencies to obtain funds for the project.

	19. 
	Be responsible for implementing project closeout procedures including completion of project file, balancing work order, approving final payments to consultants and notifying appropriate team members in accordance with RESD/ESS policies and procedures.

	20. 
	Perform regular reconciliation of the electronic accounting system to track expenditures, monitor the budget, and detect and remedy errors for each assigned work order.

	21. 
	Update client on a regular basis regarding the progress of each project, and its respective budget status, schedule, and relevant issues.

	22. 
	Organize and conduct regularly scheduled project meetings with client, consultants, and RESD staff to assure project stays on schedule, in budget, and addresses all critical issues in a timely fashion.

	23. 
	Attend and participate in all team meetings where attendance is necessary to provide expertise and shared support for a project or undertaking. 

	24. 
	Mediate conflicts, to the degree feasible within the respective role, expertise and experience of staff member, between various parties involved with a project or undertaking (e.g., clients, RESD staff, consultants, community members, regulatory agencies, etc.) to reach mutual agreement to resolve particular issue.

	25. 
	Develop and implement a management plan that describes the roles and responsibilities of the client, project management and consultants to outline performance expectations of all parties.

	26. 
	Establish and maintain a professional working relationship with all members of the project team for the purpose of assuring a successful outcome of the project or undertaking.

	27. 
	Prepare and conduct formal presentations to client, RESD management, and/or other executive staff to inform them about progress or significant events/issues of the project or undertaking.

	28. 
	Testify at legislative hearings and/or local government public meetings regarding programmatic, project-related, or technical issues related to a project or undertaking.

	29. 
	Provide written information on technical or project-related aspects of a project to the Administration, Legislature, other state and/or other local government officials in response to inquiries on a project or undertaking.

	30. 
	Provide technical information (e.g., verbal, written, graphic documents, etc.) to reporters at the request of department information officer(s).

	31. 
	Provide advance notice to clients, and DGS/RESD management of any information regarding project issues that may be problematic or newsworthy.

	32. 
	Prepare reports and documents detailing project activities (i.e., scope, budget and schedule) as required by management, clients, the legislation and control agencies for each assigned project.

	33. 
	Direct implementation of a projects’ mitigation measures in accordance with adopted monitoring plan.
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