
STATE OF CALIFORNIA - STATE LANDS COMMISSION 
POSITION DUTY STATEMENT 
SLC 316 (03/24) 

 CURRENT 
 PROPOSED 

In all job functions, employees are responsible for creating an inclusive, safe, and secure work environment 
that values diverse cultures, perspectives and experiences, and is free from discrimination. Employees are 

expected to provide all members of the public equitable services and treatment, collaborate with 
underserved communities and tribal governments, and work toward improving outcomes for all Californians. 

All forms must be approved by Human Resources before employee or supervisor sign. 
EMPLOYEE NAME: SUPERVISOR NAME: 

CLASSIFICATION TITLE: WORKING TITLE: 

POSITION NUMBER: DIVISION/UNIT: 

CBID: OFFICE LOCATION: 

TENURE: ☐ Permanent ☐ Limited Term
☐ TAU ☐ Retired Annuitant ☐ CEA

TIMEBASE: ☐ Full Time ☐ Part Time ☐ Intermittent

CONFLICT OF INTEREST FILER: 
☐ YES ☐ NO

DRIVING RECORD REQUIRED: 
☐ YES ☐ NO

PROBATIONARY PERIOD: 
☐ 6 Months     ☐ 12 Months     ☐ N/A

☐ APPOINTMENT DATE OR ☐ REVISION DATE:

HR ANALYST APPROVAL: ☐ YES HR ANALYST SIGNATURE:        DATE: 

POSITION DESCRIPTION: 

SUPERVISION EXERCISED (If applicable) AND SUPERVISION RECEIVED:     
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ESSENTIAL JOB FUNCTIONS: 
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MARGINAL JOB FUNCTIONS: 
 

WORKING CONDITIONS: 
 Core business hours of ________ to _________  Transport items weighing up to ______ pounds 
 Sit  bend  stoop  stand while working  Appropriate business attire required 
 Daily use of standard office equipment  Occasional overnight travel 
 Temperature controlled office with artificial light  Occasional mandatory overtime 

Drive as an essential function of the position: ☐ occasional ☐ frequent (1x or more per month on avg.) 
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OTHER (list all other working conditions): 

DESIRABLE QUALIFICATIONS: 
Ability to execute assigned responsibilities Ability to interact in a courteous and professional manner 
Ability to understand and follow directions Ability to work independently and as part of a team 

OTHER (list all other desirable qualifications) 

Tasks identified in this duty statement reflect the anticipated general functions of the position and should 
not be considered an all-inclusive list of responsibilities.  
I have read and understand the duties listed above and can perform them with or without 
reasonable accommodation. * (If you believe reasonable accommodation is necessary, please contact 
EEO@slc.ca.gov immediately.) *A Reasonable Accommodation is any modification or adjustment made to 
a job, work environment, or employment practice or process that enables an individual with a disability or 
medical condition to perform the essential functions of their job or to enjoy an equal employment 
opportunity. 
Employee Signature Employee Printed Name Date 

I certify that the above accurately represents the duties of the position: 
Supervisor Signature Supervisor Printed Name Date 

mailto:EEO@slc.ca.gov

	Position Type: Proposed
	EMPLOYEE NAME: Proposed
	SUPERVISOR NAME: State Lands Commissioners
	CLASSIFICATION TITLE: Executive Officer, State Lands Commission
	WORKING TITLE: Executive Officer
	POSITION NUMBER: 340-500-3791-001
	DIVISION/UNIT: Executive Office
	CBID: E99
	OFFICE LOCATION: Sacramento
	Permanent: Off
	Limited Term: Off
	TAU: Off
	Retired Annuitant: Off
	CEA: Off
	Full Time: On
	Part Time: Off
	Intermittent: Off
	CONFLICT OF INTEREST FILER: YES
	Yes: Off
	No: On
	6 Months: Off
	12 Months: Off
	N/A: On
	Appointment Date: On
	Revision Date: Off
	APPOINTMENT DATE OR REVISION DATE: 
	Yes HR: On
	HR ANALYST SIGNATURE DATE: 
	POSITION DESCRIPTION: The California State Lands Commission's Executive Officer's (EO) main responsibility is to implement the Commissioners' directives and policies regarding the stewardship and management of over 4 million acres of lands and mineral interests granted to the State as well as 70 grants of those lands to local jurisdictions. The California State Lands Commission (Commission) has been entrusted with the authority and responsibility to prudently manage and protect the important natural resources on public lands within the State. To accomplish this task, the EO: determines Commission staff priorities consistent with Commission policies and direction; ensures that Commission staff adhere to, comply with, and carry out the Commission's Strategic Plan; ensures that the Commission's policies, processes, and procedures are aligned with the mission, vision, Strategic Plan, and Commission's directives; and ensures that the Commission's policies, practices, and procedures are compliant with all laws, statutes, and regulations and that staff take appropriate actions regarding safety and environmental concerns and emergencies. The EO consults with and advises the Commission on all matters relative to the Commission's statutory jurisdiction and responsibilities; represents the Commission at public venues as well as professional and private organizations; and interacts with the Governor's Office, Legislature, Secretary of Natural Resources Agency, Tribal Governments, state agency department heads, and public, non-profit, and industry representatives.
	SUPERVISION EXERCISED (If applicable) AND SUPERVISION RECEIVED: The Executive Officer: receives direction from the three ex-officio Commission members; directly supervises the Assistant Executive Officer, Administrative Assistant I, Staff Services Manager II, and Staff Services Manager I, and indirectly supervises all Commission staff.
 
	ESSENTIAL JOB FUNCTIONS: 30%  Consult with, advise, and provide counsel to the Commission. Conduct presentations and briefings with the Commissioners on various agenda and calendar items. Respond to the Commissioners' inquiries and requests and periodically report on the progress of various activities associated with carrying out their directives as well as progress associated with legal challenges. Ensure the implementation of the Commission's direction.  Provide the Commissioners with information regarding all confidential, controversial, and/or sensitive issues, litigation, and negotiations impacting the Commission's action, programs, and resources within its jurisdiction. Ensure compliance with the Governor's relevant Executive Orders. Recommend to the Commission the sponsoring of legislation as well as recommending positions on proposed legislation before the State Legislature and Congress.
30%  The Executive Officer is responsible for balancing land and resource management pertaining to hundreds of thousands of acres of state-owned lands and resources in accordance with the provisions of the Public Resources Code, including, but not limited to: positioning the Commission as a leader in land and resource management and the interpretation and implementation of the Public Trust Doctrine; prioritizing transparency in the Commission's policies, practices, and operations; issuing and managing leases; addressing safety and environmental concerns by establishing the highest levels of safety and environmental protection for the land and resources under the Commission's jurisdiction; preventing oil spills and decommissioning and removing legacy oil and gas infrastructure and related coastal hazards; protecting state waters from marine invasive species introductions; adapting to emerging challenges, such as sea level rise, climate change, and greenhouse gas emissions; supporting responsible renewable energy development; and leveraging technology to achieve the Commission's goals and objectives.
20%  Through the Assistant Executive Officer, plan, organize, and direct the functions and activities of a multidisciplinary workforce. Review and authorize staff's recommendations on all proposed actions brought before the Commission.  
20%  Represent the Commission before public, professional, and private organizations. This includes meetings with federal, state, and local agency officials, the State's congressional delegation, Tribal Governments, civic organizations, communities and nonprofit organizations, industry representatives, and legislative committees.  Examples include: the California Coastal Commission, Delta Protection Commission, San Joaquin River Conservancy, San Francisco Bay Conservation and Development Commission, Baldwin Hills Conservancy, and Ocean Protection Council. Coordinate with nonprofits, communities, business, environmental groups, unions, or others affected by the Commission's activities.  Make public appearances on behalf of the Commission and speak at various public and private forums.  Testify before Congress, State legislative committees, and other agencies and boards as required.
 
	ESSENTIAL JOB FUNCTIONS Continued: 
	MARGINAL JOB FUNCTIONS: None
	Core Business Hours: On
	Core hours of: 8 am 
	Core hours to: 5 pm
	Transport items: Off
	Item weight: 
	Sit: On
	bend: Off
	stoop: Off
	stand: Off
	Appropriate business attire required: On
	Daily use of standard office equipment: On
	Occasional overnight travel: On
	Temperature controlled office with artificial light: On
	Occasional mandatory overtime: Off
	occasional: Off
	frequent (1x or more per month on avg): Off
	OTHER (list all other working conditions): ·    Work outside of core business hours as workload requires or when unforeseen events occur.
·    High volume of email correspondence and phone coordination and/or phone conferencing, including responding to email correspondence and phone coordination and/or phone conferencing outside of regular business hours.
·    Frequent travel outside of the office on various work assignments.
·    May require overnight or multi-day travel assignments.
·    This position is eligible for hybrid telework under Government Code 14200 subject to the candidate meeting telework eligibility criteria set forth in the State Lands Commission policy and/or future program need. Employees not residing in California are not eligible for telework. Regardless of telework eligibility, all employees may be required to report to the position's designated headquarters location, as indicated on their duty statement, at their own expense.
	OTHER (list all other desirable qualifications): ·    Possess a working knowledge of a wide range of subject areas including: environmental protection; cultural resources preservation; land use planning and decision-making; mineral resource development, including oil and gas development and decommissioning; renewable energy projects, including geothermal, solar, and wind; public trust responsibilities; real estate management; climate change and sea level rise; coastal erosion and armoring; aquaculture; artificial reefs; ocean acidification; ocean/coastal health; and water supply issues.
·    Possess demonstrated management and administrative leadership skills.
·    Possess demonstrated experience working in a political environment at the highest levels and awareness of consequences of actions.
·    Possess strong written and verbal communications skills, strong negotiating skills, and ability to represent the Commission effectively.
·    Experience in evaluating and making recommendations regarding highly sensitive and complex land and resource issues.
	Employee Printed Name: 
	Employee Signature Date: 
	Supervisor Printed Name: 
	Supervisor Signature Date: 


