CEA 2, ASSISTANT EXECUTIVE OFFICER
CALIFORNIA TAHOE CONSERVANCY
JOB ANALYSIS

	FREQUENCY

How often is this duty performed?
	
	IMPORTANCE

How important to the job is it that the duty is performed properly?
	
	CONSEQUENCE OF ERROR

How damaging is it if the duty is carried out improperly?

	0 = Not Performed
	
	0 = Not important
	
	1 = Not Damaging

	1 = Rarely
	
	1 = Important
	
	2 = Medium

	2 = Occasionally
	
	2 = Crucial
	
	3 = Damaging

	3 = Frequently
	
	
	
	


TASK LIST

	TASK
	FREQUENCY
	IMPORTANCE
	CONSEQUENCE OF ERROR

	
	
	
	

	1.
Responsible for overseeing the establishment and implementation of all programmatic and administrative policies within the department to ensure that the unique natural resources and recreational opportunities in the Lake Tahoe Basin are protected.
	
	
	

	2. Responsible for the day-to-day strategic policy development, interpretation and implementation for all seven program functions overseen and conducted by Tahoe Conservancy staff.
	
	
	

	3. Oversee all administrative functions within the department, including budget development, legislative analysis, public information and outreach, information technology and human resources recruitment and hiring.
	
	
	

	4. Primary overseer of strategic issues that impact the entire Conservancy and its program mission.
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	5. Assess resource needs and develop mechanisms to increase the resource benefits of existing programs by incorporating newly developed resource information.
	
	
	

	6. Enhance the ability of the Conservancy’s programs to deal with resource and public recreation needs by utilizing a watershed or sub-watershed approach in identifying new project opportunities and in integrating program activities on a more comprehensive basis.
	
	
	

	7. Increase the cost effectiveness of the Conservancy’s programs by increasing public and/or private investment in projects which support Conservancy objectives through participatory planning processes, developing new revenue sources, and generating additional revenues from existing sources, and by reducing costs through increased use of private service providers, where appropriate.
	
	
	

	8. Obtain additional funding for major acquisitions and site improvement projects which cannot be met by redirection under the Conservancy’s program by the development of committed funding sources.
	
	
	

	9. Enhancing the effectiveness and efficiency of staff by offering training opportunities to help meet strategic objectives; ensuring that staff has adequate space, facilities, and equipment to successfully perform their jobs.
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	10. Full responsibility for the revision and update of the strategic plan to ensure that future activities of the Conservancy are in line with historic, as well as future, needs of the citizens of the State of California.
	
	
	

	11. Assists the Executive Officer overall, and has specific liaison assignments with other participating members.
	
	
	

	12. Key figure in the liaison and building of consensus between all participating entities, while at the same time, overseeing the strategic development and implementation of plans which assure that the Tahoe Conservancy’s mission is attained.
	
	
	

	13. Frequent and continuous contact with Tahoe Conservancy Executive Officer, Tahoe Conservancy Board members, Tahoe Conservancy line program and administrative managers, representatives of other California departments, such as the State Lands Commission, Department of Fish and Game and the Sierra Nevada Conservancy, representatives of the State of Nevada, various Federal Agency representatives, representatives of the Tahoe Regional Planning Agency, representatives of local governmental agencies, and a broad variety of parties of interest.
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