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                                                      CLASS:  SUPERVISING ENVIRONMENTAL PLANNER

     NOTE:  Each position within this classification may perform some or all of these tasks.
	Task #
	Task
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	1. 
	Oversee the preparation of the California Environmental Quality Act (CEQA) and/or National Environmental Policy Act (NEPA) environmental documents required by state and federal statutes 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 under the general direction of the Capital Outlay Program Manager.


	2. 
	Oversee the management and direction of professional environmental services contractors (consultants/contractors) in the preparation of California Environmental Quality Act (CEQA) and/or National Environmental Policy Act environmental documents required by state and federal statutes on capital outlay and/or development projects (new construction, renovation, demolition, restoration, adoption of regulations) in order to fulfill the role as program manager in accordance with applicable state and federal statutes, regulations, policies and procedures under the general direction of the Capital Outlay Program Manager.


	3. 
	Oversee 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 program manager in accordance with applicable state and federal statutes, regulations, policies and procedures under the general direction of the Capital Outlay Program Manager. 


	4. 
	Provide expertise and advice to project directors, team leaders, staff, clients and consultants on environmental review and regulatory permitting processes consistent in accordance in accordance with applicable state and federal statutes, regulations, policies and procedures under the general direction of the Capital Outlay Program Manager. 


	5. 
	Manage a staff responsible for the direction of multidisciplinary teams in the preparation of planning studies and site investigations by reviewing and approving consultant and team work checking for accuracy, completeness, technical quality and in accordance with applicable state and federal statutes, regulations, policies and procedures under the general direction of the Capital Outlay Program Manager.
 

	6. 
	Oversee the preparation of accurate and clear scopes of work to contract for professional environmental services in accordance with State and Federal statutes, regulations, fiscal policies and the State Administrative Manual (SAM) under the general direction of the Capital Outlay Program Manager. 


	7. 
	Oversee the preparation of estimates of the value of contracted services to contract for professional environmental services in accordance with State and Federal statutes, regulations, fiscal policies and the State Administrative Manual (SAM) under the general direction of the Capital Outlay Program Manager.


	8. 
	Oversee the creation and maintenance of (1) California Environmental Quality Act (CEQA) and/or National Environmental Policy Act 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 under the general direction of the Capital Outlay Program Manager.


	9. 
	Oversee the review and approval of deliverables as described in professional services contracts in accordance with the contractual requirements and professional standards expected of the consultant under the general direction of the Capital Outlay Program Manager.


	10. 
	Oversee the approval of monthly progress payments, and final invoices for professional services and other vendor contracts to ensure timely payment in accordance with state law and terms of respective contract under the general direction of the Capital Outlay Program Manager.


	11. 
	Oversee the preparation of advertisements and Requests For Qualifications (RFQs), in accordance with state law and departmental policies to provide accurate project descriptions, composition of consultant teams, and individual consultant qualifications for specific projects or on-call services under the general direction of the Capital Outlay Program Manager.


	12. 
	Oversee the review, evaluation and scoring of Requests For Qualifications (RFQs) submitted in response to solicitations in accordance with the selection criteria and applicable regulations in order to establish a short list of the most-qualified consultants to be interviewed under the general direction of the Capital Outlay Program Manager.


	13. 
	Serve on interview panel to select the most-qualified consultants, based on their presentation and responses to the questions during their interview using pre-established evaluation criteria under the general direction of the Capital Outlay Program Manager.


	14. 
	Oversee the negotiations of professional services contract fees using the estimated value of services to ensure compliance with the project’s scope, schedule and budget under the general direction of the Capital Outlay Program Manager.


	15. 
	Oversee the execution of 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 in accordance with applicable statutes, regulations and policies under the general direction of the Capital Outlay Program Manager.


	16. 
	Oversee the preparation of environmental services fee budgets for projects or other undertakings that accurately reflect the estimated future costs for the related tasks and staff time necessary to implement such tasks within budget using a detailed task analysis and industry standards under the general direction of the Capital Outlay Program Manager.



	17. 
	Oversee the maintenance of the environmental services portion of the project budget in the appropriate electronic accounting systems to track project costs and expenditures according to Real Estate Services Division (RESD)/Environmental Services Section (ESS) policies and procedures under the general direction of the Capital Outlay Program Manager.


	18. 
	Oversee the preparation and approvals of fund transfer documents by client agencies, Department Of Finance (DOF), and others to obtain funds for the project in accordance with SAM and departmental policies and procedures under the general direction of the Capital Outlay Program Manager.


	19. 
	Oversee project closeout including completion of project file, balancing work order, approving final payments to consultants and notifying appropriate team members using project records, accounting records, etc. in accordance with Real Estate Services Division (RESD)/Professional Services Branch (PSB) policies and procedures under the general direction of the Capital Outlay Program Manager.


	20. 
	Monitor project expenditures using the electronic accounting system to ensure compliance with the project budget and to detect and remedy errors for each assigned work order under the general direction of the Capital Outlay Program Manager.


	21. 
	Monitor section income using the electronic accounting system and management reports to ensure compliance with revenue targets and to detect and remedy errors in billing charges under the general direction of the Capital Outlay Program Manager.


	22. 
	Monitor section expenses using the electronic accounting system to ensure compliance with the section budget and to detect and remedy errors in operating expenses under the general direction of the Capital Outlay Program Manager.


	23. 
	Conduct regular section staff meetings to communicate departmental, divisional and branch priorities and initiatives using agendas, minutes and standard meeting protocols to keep staff fully informed under the general direction of the Capital Outlay Program Manager.


	24. 
	Mediate conflicts between various parties involved with a project or undertaking (e.g., clients, Real Estate Services Division staff, consultants, community members, regulatory agencies, etc.) using interpersonal and conflict resolution skills in order to resolve the issue under the general direction of the Capital Outlay Program Manager.


	25. 
	Oversee the development and implementation of project management plans that describe the roles and responsibilities of the client, project manager and service providers, including consultants, to establish performance expectations of all parties to ensure successful execution of the project in accordance with divisional policies and procedures under the general direction of the Capital Outlay Program Manager.


	26. 
	Maintain professional working relationships with branch and divisional peers to ensure the success of Real Estate Services Division (RESD) programs using the Real Estate Services Division (RED) Inter-branch Operating Agreement consistent with organizational values under the general direction of the Capital Outlay Program Manager.


	27. 
	Conduct formal presentations to clients, Real Estate Services Division (RESD) management, and/or other executive staff to keep them apprised of project progress or significant programmatic events/issues impacting their program using formal oral and written presentations under the general direction of the Capital Outlay Program Manager.


	28. 
	Testify at legislative hearings and/or local government public meetings to address programmatic, project-related, or technical concerns using project status reports, statutes, regulations, management reports, etc. under the general direction of the Capital Outlay Program Manager.


	29. 
	Provide written information on technical and/or environmental aspects of a project in order respond to inquiries from the Administration, Legislature, other state and/or other local government officials using project status reports under the general direction of the Capital Outlay Program Manager.


	30. 
	Provide technical information (e.g., verbal, written, graphic documents, etc.) at the request of department information officer(s) in order to prepare press releases and respond to press inquiries using project status reports under the general direction of the Capital Outlay Program Manager.


	31. 
	Provide advance notice to clients, and Department of General Services (DGS)/Real Estate Services Division (RESD) management in order to keep them fully informed on project issues that may be problematic or newsworthy using project status reports under the general direction of the Capital Outlay Program Manager.


	32. 
	Oversee the preparation of reports and documents detailing project activities (i.e., scope, budget and schedule) in order to keep them fully informed as required by management, clients, the legislature and control agencies using project status reports under the general direction of the Capital Outlay Program Manager.


	33. 
	Direct implementation of  projects mitigation measures in accordance with adopted monitoring plan under the general direction of the Capital Outlay Program Manager.


	34. 
	Oversee activities of staff, matrix teams, and charter teams to ensure that staff meets it’s obligations in order to achieve project goals and objectives using project status reports and management reports under the general direction of the Capital Outlay Program Manager.


	35. 
	Establish consistent performance standards and expectations throughout the work unit in order to accomplish the Division’s mission, goals and objectives in accordance with State, Department of General Services (DGS), Division’s Supervisory policies, procedures and objectives under the general direction of the Capital Outlay Program Manager.


	36. 
	Provide coaching to subordinate staff relating to the tasks of the job to improve performance and productivity and enhance professional development using one-on-one, group, formal training, etc. under the general direction of the Capital Outlay Program Manager.


	37. 
	Recognize the efforts and accomplishments of staff in order to appropriately acknowledge and celebrate employee achievements in accordance with Division’s policies, procedures and objectives in order to improve employee morale and production under the general direction of the Capital Outlay Program Manager.


	38. 
	Prepare employee performance evaluations and probationary reports of subordinate supervisor and/or manager, and program specialist in accordance with State, Department of General Services, Division’s Supervisory policies, procedures and objectives under the general direction of the Capital Outlay Program Manager.


	39. 
	Communicate department goals and priorities to subordinate staff using staff meetings, e-mails, policy memos, etc.) in accordance with State, Department of General Services, Division’s Supervisory policies, procedures and objectives under the general direction of the Capital Outlay Program Manager.


	40. 
	Act on behalf of Assistant Branch Chief and/or Branch Chief in their absence as required such as attend meetings, represent the Branch, make decisions, sign documents in accordance with delegated authority, and reporting urgent matters to the Executive Office and briefing the Assistant Branch Chief and/or Branch Chief upon their return to the office under the general direction of the Capital Outlay Program Manager.

	41. 
	Promote cooperation among Division, Department of General Services employees, control agencies, local government, and client agencies in accordance with the Division’s mission, goals and objectives while ensuring compliance with State, Department of General Services, Division’s Supervisory policies, procedures and objectives under the general direction of the Capital Outlay Program Manager.


	42. 
	Participate in a wide variety of Human Resource activities (e.g. recruitment, hiring, promotions, testing, labor relations, etc.) in accordance with the Department’s Equal Employment Objectives while ensuring compliance with State,  Department of General Services, and Division’s Supervisory policies, procedures and objectives under the general direction of the Capital Outlay Program Manager.


	43. 
	Grants or denies subordinate staff request for time off and ensures subordinate staff has sufficient leave credits available for the requested leave or requests to work overtime in accordance with DGS personnel policies and procedures in order to effectively manage program activities under the general direction of the Capital Outlay Program Manager.


	44. 
	Approves Project Accounting & Leave (PAL) entries for subordinate staff on dock or Absence Without Leave (AWOL) on or before the designated State Controller’s Office (SCO) semi-monthly or monthly payroll cut-off date in accordance with DGS personnel policies and procedures in order to effectively manage program activities in order to ensure issuance of a warrant for pay day under the general direction of the Capital Outlay Program Manager.


	45. 
	Coordinates and directs the workload of staff preparing environmental documents for public works projects (capital outlay/special repair) on a statewide basis through completion of the Environmental Impact Reports (EIRs) and other special studies in accordance with RESD/ESS policies and procedures and the California Environmental Quality Act (CEQA) and the federal National Environmental Policy Act (NEPA) under the general direction of the Capital Outlay Program Manager.


	46. 
	Coordinates and directs the workload of staff conducting environmental assessments, including the preparation of Preliminary Site Assessments (PSA) Phase I Report (prepared according to American Society of Testing Materials (ASTM) standards) for the property under consideration in accordance with Due Diligence policies and procedures in accordance with the state’s liability for unforeseen hazardous materials under the general direction of the Capital Outlay Program Manager.


	47. 
	Evaluates active and proposed legislation by reviewing the language in order to determine program impact and provide a recommended position using departmental policies and procedures, SAM and codes and statutes under the general direction of the Capital Outlay Program Manager.
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