CALIFORNIA CONSERVATION CORPS
POSITION DUTY STATEMENT
	WORKING TITLE OF POSITION:

Emergency Manager
	REPORTING UNIT NUMBER:

305

	DIVISION/BRANCH OR CENTER:

Emergency and Environmental Programs
	LOCATION:

Sacramento - HQ

	CLASS TITLE:

Staff Services Manager I (SSM I)
	POSITION NUMBER:                         EFFECTIVE DATE: 533-305-4800-001                   5/1/2022


SUPERVISION EXERCISED

	NUMBER

3-5
 
	DIRECT SUPERVISION CLASSIFICATION

AGPA/SSA

	NUMBER


	INDIRECT SUPERVISION CLASSIFICATION

May supervise many classifications during periods of emergency response


EFFECTIVE ON THE DATE INDICATED, THE EMPLOYEE PERFORMS THE FOLLOWING DUTIES AND RESPONSIBILITIES ASSIGNED TO THE ABOVE POSITION.


	Relative time required) Indicate %
	Brief description of important duties.  Group duties in numbered paragraphs. Use additional sheets if necessary.

	Under the general direction of the SSM II, Manager, Emergency and Environmental Programs, the Emergency Manager is responsible for directing and managing the department’s emergency response system.  The Emergency Manager represents the department and the director in various forums and with numerous outside agencies.  As such, it is critical that the Emergency Manager maintain a high level of professionalism at all times and be able to analyze situations and take effective action under extreme pressure and/or during emergency situations.  In addition, the Emergency Manager must be willing to work for extended periods and be willing to work odd and irregular hours.

	30%
	Emergency Response Capabilities.  Maintain and oversee a system of dispatch for emergency response crews.  Develops and maintains strong partnerships with CCC field locations to ensure accurate and timely sharing of information and consistency of message in dealing with outside organizations.  Serves as the Agency Representative at Regional Emergency Operation Centers or State Operations Centers, initiates local response operations, and directs the establishment of staging areas or emergency camps to accommodate corpsmembers from all over the state.  Ensures CCC maintains critical resources at a level to meet emergency tasking.  
Is familiar with the CCC Administrative Orders, the State Emergency Plan and the CCC Operations Manual, and ensures that CCC operations are consistent with these.  Develops and maintains CCC emergency response/management policies and standard operating procedures and ensure their implementation and maintenance throughout the department.  Anticipates emerging trends and changes in the emergency response field; adapts CCC policies to incorporate any needed amendments or additions.

	25%
	Supervision and Administration.  Oversees the Emergency Services Unit, performing the full range of supervisory duties.  Specifically, provides direction, guidance, assistance, and appropriate tools and training to staff.  Ensures staff receive appropriate orientation and training regarding state and department policies and procedures.  Determines staff training and development needs and ensures plans are implemented to meet these needs.  Monitors and evaluates staff performance using clear objectives, regular appraisals, and the progressive disciplinary process to improve performance where unsatisfactory performance in staff is identified.  Takes appropriate personnel action.  

Manages the Emergency Services Unit budget, controlling expenditures to stay within budgeted position and funding authorities.  Prepares and presents management briefings and provides data and other information as needed.  Participates in various administrative and organizational tasks as required.  Manage multiple priorities simultaneously.

	15%
	Forestry Corps.  Develop or oversee the development of internal program guidelines and processes to be used in the implementation and coordination of the Forestry Corps Program.  Develop, implement, and provide training to Field Units on Forestry Corps reporting and fiscal requirements. Develops and provides reports to the Executive Team and/or other control agencies as necessary. 

	10%
	Emergency Response Training/Agency Representative Certification.  Evaluates and monitors departmental training for various emergency operations to ensure consistency, quality, and effectiveness of emergency response training.  Assists CCC field locations with emergency readiness training exercises.  Monitors departmental compliance with the Standardized Emergency Management System (SEMS) and the National Incident Management System (NIMS) and provides management briefings and recommendations on any actions needed to gain, or remain in, compliance.  

Establishes policy regarding the roles and responsibilities of CCC Agency Representatives, including specific eligibility criteria that must be met by Agency Representative candidates.   Provides annual training leading to the certification and re-certification of CCC Agency Representatives.  


	10%
	Agency Collaboration.  Represents the CCC on various committees and work groups related to statewide emergency management.  Collaborates with other emergency response agencies to ensure these agencies know what resources the CCC has available and how we can assist during various types of emergencies.  Actively seeks new opportunities for the CCC to assist in emergency response and remain an integral part of the State’s emergency response network.

	5%
	Track Claims and Reimbursements.  Either directly or through subordinate staff, track all emergency work completed by the CCC.  Monitor the submission of claims to ensure timely payment by agencies responsible for reimbursing the CCC for its work.  Meet with the Office of Emergency Services, the Federal Emergency Management Agency, and others as needed to ensure the submission of accurate claims and defend any appeals of denied claims.

Provide routine reports to management on the invoicing of reimbursable emergency work and the receipt of payment for such work.

	5%
	Continuation of Operations/Continuity of Government (COOP/COG).  Develop and maintain the CCC’s Continuation of Operations/Continuity of Government (COOP/COG) Plan.  Be familiar with the requirements for maintaining and updating the COOP/COG and ensure such updating occurs throughout the department, addressing all CCC locations.
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Employee Signature



Date










Supervisor Signature



Date
CCC21 (7/80)
