State of California

DEPARTMENT OF WATER RESOURCES California Natural Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR

Staff Services Analyst 0180-5157-076 50099521 1

APPOINTEE SAP PERSONNEL NO. DIVISION/SECTION

Vacant TBD Executive/SWEO/Administration & Business Srvcs

COLLECTIVE BARGAINING IDENTIFIER

Management Related BU: Supervisory Related BU: Confidential Related BU: Rank and File BU:
RO1
RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION
[ Supervisory [ Lead Person Mindy Graybill Staff Services Manager Il (Supervisory)
APPROVED BY (Personnel Analyst's Name) DATE
Nicholas Miskovich 2/19/2025
Pe_rl_(i:;enrg of Activity

POSITION SUMMARY
Under the direction of the Staff Services Manager Il, Administration and Business Services Branch
Manager, the incumbent serves a Business Services Analyst and provides administrative and
analytical support to relieve the Staff Services Manager Il of various administrative and office
duties, including: performing difficult administrative work and complex and confidential
assignments on behalf of the Statewide Energy Office (SWEO) on behalf of the Staff Services
Manager Il (Supervisory).
ESSENTIAL FUNCTIONS
The position requires the incumbent to be able to analyze data and present ideas and information
effectively, analyze problems and take effective action; have the ability to utilize spreadsheets,
databases, and word processors; work under pressure and time constraints; easily adapt to
changing priorities; establish and maintain cooperative working relationships with those contacted
in the course of work; communicate effectively both orally and in writing; maintain regular,
consistent, predictable attendance; provide excellent customer service, and, exercise good
judgment. The specific essential duties are:

30 % Develop, analyze, and draft high-level correspondence for DWR staff, external stakeholders, using a
variety of methods such as e-mail, memorandums, and letters on behalf of the Deputy Director, to
disseminate information and establish positive working relationships across the other offices and
divisions of DWR, California Natural Resource Agency, other state departments and commissions,
energy-related public and private organizations, stakeholder groups, and the public. Establish and
maintain program voicemail and email inboxes, and schedule appointments with external
stakeholders using Outlook and Teams. Draft presentations and debriefs to partner agencies and
stakeholders, such as Executive Management for conference calls, workshops, and inter-agency
status updates. Draft, prepare, and disseminate meeting materials on behalf of the Deputy Director.
Stay current on all relevant procedural requirements for approval and/or signature from the
Administrative Officer, Assistant Administrative Officer, Branch Management, Deputy Director of
Statewide Energy, and other Executive Division Deputies.

SUPERVISOR'S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.

SUPERVISOR'’S NAME (Print) SUPERVISOR’S SIGNATURE DATE

Mindy Graybill >

EMPLOYEE'S STATEMENT: | HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE
RECEIVED A COPY OF THE DUTY STATEMENT.

EMPLOYEE'S NAME (Print) EMPLOYEE'S SIGNATURE DATE

Vacant >
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION

DWR POSITION NUMBER SAP POSITION NUMBER MCR

Staff Services Analyst 0180-5157-076 50099521 1

APPOINTEE

Vacant

SAP PERSONNEL NO. DIVISION/SECTION

TBD Executive/SWEO/Administration & Business Srvcs

Percent of
Time

Activity

20 %

20 %

15 %

10 %

Attend California Energy Commission, California Public Utility Commission, California State Water
Resources Control Board, and other public meetings, virtually or in person, capture meeting
minutes, track DWR action items, and present key items to SWEO Management of all relevant
discussions, public comments, Commission approved decisions, and other activities or actions
impacting Statewide Energy's Electricity Supply Strategic Reliability Reserve (ESSRR) Fund,
Senate Bill (SB) 846, Strategic Reliability Reserve Program (SRRP), and/or the State Power
Augmentation Program (SPAP).

Serve as the SWEO SharePoint Coordinator to create and maintain the SWEO SharePoint site,
subsites, and databases administered by the program office; work with the SWEO Branch
Managers to update, review, and develop content; review office documents to ensure retention
standards and accessibility laws and guidelines are met; manage and respond to web access
inquiries; work with the DWR Public Affairs Office to develop, format, and archive program talking
points and presentations and other materials for public meetings. Create and maintain organization
of standard and digital files within the Network Drive, SharePoint, and physical storage. Create and
draft talking points, Microsoft PowerPoint Presentations, and other content as needed.

Serve as the SWEO Business Services Analyst in coordinating all business services related
activities such as purchasing major and minor equipment and office supplies; prepare bids for
equipment, small goods, and one-time services and responsible for applicable justifications to
ensure goods and services conform with guidelines established by the State and DWR. Serve as
Records Management Coordinator for the Division in preparing the Division’s Record Retention
Schedules and train staff on records retention and retrieval procedures.

Receive, track, process, and monitor all invoices under the ESSRR Fund, SPAP, and SB 846, and
other programs within the Statewide Energy Deputy Director. Create and maintain a tracking
system for all SWEO invoices, monitor funding in the SAP, and key Service Entry Sheets and
process invoices. Serve as the point-of-contact for the Division of Fiscal Services. Assist the SWEO
Financial Analyst in performing audits and quality assurance for all purchase orders and Letter of
Agreements and Authorizations. Act as the lead for inventory tracking; create and maintain an
inventory database for all SWEO equipment and assets; including major energy generation
equipment. Disseminate wire transfer confirmations and other payment confirmations to
contractors.

Prepare, review, and finalize travel arrangements according to the state and DWR policy, finalize
itineraries, and track travel expenses for SWEO staff and the Statewide Energy Deputy Director.
Prepare and review travel expense claims to ensure compliance with California Department of
Human Resources rules and regulations. Draft out-of-state travel memorandums, prepare forms,
and coordinate with the Executive Division Out-of-State Travel Coordinator on behalf of the
Administrative Officer. Coordinate bookings for DWR pool cars on behalf of the Deputy Director
and Administrative Officer.
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Staff Services Analyst 0180-5157-076 50099521 1
APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION
Vacant TBD Executive/SWEO/Administration & Business Srvcs
Pe_rl_ci:r%rét of Activity
5% Process all incoming parcels and mail for SWEO including confidential and sensitive

correspondence, agreements, and other materials and documents. Responsible for warrant pickup
and delivery; including payroll, vendor warrants, and mailing of high-priority warrants.

OTHER RESPONSIBILITIES

This position provides necessary support to the Divisions of Flood Management, Safety of Dams,
Operations and Maintenance, Engineering, and/or the Public Affairs Office during Governor
declared emergencies, flood, dam, SWP, and other incidents and emergencies. Additionally, this
position may participate in emergency operations in the capacity of area teams, field inspection,
coordination, and assist agencies such as Cal OES and FEMA in disaster work, including
performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and
other emergencies. This position may also serve in one of the sections as established in the
Incident Command System to assist the Department in performing its emergency preparedness,
response, recovery, and mitigation functions. These functions are established in the California
State Emergency Plan and the Department’'s Administrative Orders.

KNOWLEDGE, SKILLS, AND ABILITIES

Must have stamina and the ability to sit at a desk and/or computer for extended periods. Must be
able to accommodate changes in work hours as necessary to meet needs of work assignments.
Willingness and ability to accept increasing responsibility; and demonstrated capacity for
development.

Must have ability to manage multiple, time sensitive, priorities, meet short processing timelines,
and handle varying and sometimes large workload volumes. Must be able to work productively in a
demanding environment and deal with challenging counter party requirements while maintaining a
calm, professional demeanor.

SPECIAL REQUIREMENTS:

Periodic travel may be required to meetings or project sites across the State of California and
United States. Travel on short notice to project and site locations may be required, and overnight
lodging may be required on some trips.

All employees are responsible for contributing to an inclusive, safe, and secure work environment
that values diverse cultures, perspectives, and experiences, and is free from discrimination.

The Department of Water Resources (DWR) is committed to its mission and employees, and we are
grounded in our commitment to public safety. DWR offers a hybrid workplace model that is
designed to support a workforce of both office-centered and remote-centered workers. Regular
and consistent attendance - whether office-centered or remote-centered - is essential to the
successful performance in this position.
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	SUPERVISOR'S CLASS: Staff Services Manager II (Supervisory)
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	personnel date: 2/19/2025
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30 %
	activity: POSITION SUMMARY
Under the direction of the Staff Services Manager II, Administration and Business Services Branch Manager, the incumbent serves a Business Services Analyst and provides administrative and analytical support to relieve the Staff Services Manager II of various administrative and office duties, including: performing difficult administrative work and complex and confidential assignments on behalf of the Statewide Energy Office (SWEO) on behalf of the Staff Services Manager II (Supervisory). 

ESSENTIAL FUNCTIONS
The position requires the incumbent to be able to analyze data and present ideas and information
effectively, analyze problems and take effective action; have the ability to utilize spreadsheets,
databases, and word processors; work under pressure and time constraints; easily adapt to
changing priorities; establish and maintain cooperative working relationships with those contacted
in the course of work; communicate effectively both orally and in writing; maintain regular,
consistent, predictable attendance; provide excellent customer service, and, exercise good
judgment. The specific essential duties are:

Develop, analyze, and draft high-level correspondence for DWR staff, external stakeholders, using a variety of methods such as e-mail, memorandums, and letters on behalf of the Deputy Director, to disseminate information and establish positive working relationships across the other offices and divisions of DWR, California Natural Resource Agency, other state departments and commissions, energy-related public and private organizations, stakeholder groups, and the public. Establish and maintain program voicemail and email inboxes, and schedule appointments with external stakeholders using Outlook and Teams. Draft presentations and debriefs to partner agencies and stakeholders, such as Executive Management for conference calls, workshops, and inter-agency status updates. Draft, prepare, and disseminate meeting materials on behalf of the Deputy Director. Stay current on all relevant procedural requirements for approval and/or signature from the Administrative Officer, Assistant Administrative Officer, Branch Management, Deputy Director of Statewide Energy, and other Executive Division Deputies. 
	classification: Staff Services Analyst 
	appointee: Vacant
	dwr position number: 0180-5157-076
	sap personnel no: TBD
	sap position number: 50099521
	division: Executive/SWEO/Administration & Business Srvcs
	mcr: 1
	percent2: 







20 %








20 %






15 %









10 %








	activity2: Attend California Energy Commission, California Public Utility Commission, California State Water Resources Control Board, and other public meetings, virtually or in person, capture meeting minutes, track DWR action items, and present key items to SWEO Management of all relevant discussions, public comments, Commission approved decisions, and other activities or actions impacting Statewide Energy's Electricity Supply Strategic Reliability Reserve (ESSRR) Fund, Senate Bill (SB) 846, Strategic Reliability Reserve Program (SRRP), and/or the State Power Augmentation Program (SPAP).

Serve as the SWEO SharePoint Coordinator to create and maintain the SWEO SharePoint site, subsites, and databases administered by the program office; work with the SWEO Branch Managers to update, review, and develop content; review office documents to ensure retention standards and  accessibility laws and guidelines are met; manage and respond to web access inquiries; work with the DWR Public Affairs Office to develop, format, and archive program talking points and presentations and other materials for public meetings. Create and maintain organization of standard and digital files within the Network Drive, SharePoint, and physical storage. Create and draft talking points, Microsoft PowerPoint Presentations, and other content as needed.

Serve as the SWEO Business Services Analyst in coordinating all business services related
activities such as purchasing major and minor equipment and office supplies; prepare bids for equipment, small goods, and one-time services and responsible for applicable justifications to ensure goods and services conform with guidelines established by the State and DWR. Serve as Records Management Coordinator for the Division in preparing the Division’s Record Retention Schedules and train staff on records retention and retrieval procedures.

Receive, track, process, and monitor all invoices under the ESSRR Fund, SPAP, and SB 846, and other programs within the Statewide Energy Deputy Director. Create and maintain a tracking system for all SWEO invoices, monitor funding in the SAP, and key Service Entry Sheets and process invoices. Serve as the point-of-contact for the Division of Fiscal Services. Assist the SWEO Financial Analyst in performing audits and quality assurance for all purchase orders and Letter of Agreements and Authorizations. Act as the lead for inventory tracking; create and maintain an inventory database for all SWEO equipment and assets; including major energy generation equipment. Disseminate wire transfer confirmations and other payment confirmations to contractors.

Prepare, review, and finalize travel arrangements according to the state and DWR policy, finalize itineraries, and track travel expenses for SWEO staff and the Statewide Energy Deputy Director. Prepare and review travel expense claims to ensure compliance with California Department of Human Resources rules and regulations. Draft out-of-state travel memorandums, prepare forms, and coordinate with the Executive Division Out-of-State Travel Coordinator on behalf of the Administrative Officer.  Coordinate bookings for DWR pool cars on behalf of the Deputy Director and Administrative Officer. 


	percent 3: 5 %
	activity3: Process all incoming parcels and mail for SWEO including confidential and sensitive correspondence, agreements, and other materials and documents. Responsible for warrant pickup and delivery; including payroll, vendor warrants, and mailing of high-priority warrants.

OTHER RESPONSIBILITIES
This position provides necessary support to the Divisions of Flood Management, Safety of Dams, Operations and Maintenance, Engineering, and/or the Public Affairs Office during Governor declared emergencies, flood, dam, SWP, and other incidents and emergencies. Additionally, this position may participate in emergency operations in the capacity of area teams, field inspection, coordination, and assist agencies such as Cal OES and FEMA in disaster work, including performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and other emergencies.  This position may also serve in one of the sections as established in the Incident Command System to assist the Department in performing its emergency preparedness, response, recovery, and mitigation functions. These functions are established in the California State Emergency Plan and the Department's Administrative Orders.

KNOWLEDGE, SKILLS, AND ABILITIES 
Must have stamina and the ability to sit at a desk and/or computer for extended periods.  Must be able to accommodate changes in work hours as necessary to meet needs of work assignments.  Willingness and ability to accept increasing responsibility; and demonstrated capacity for development. 

Must have ability to manage multiple, time sensitive, priorities, meet short processing timelines, and handle varying and sometimes large workload volumes. Must be able to work productively in a demanding environment and deal with challenging counter party requirements while maintaining a calm, professional demeanor. 

SPECIAL REQUIREMENTS:
Periodic travel may be required to meetings or project sites across the State of California and United States. Travel on short notice to project and site locations may be required, and overnight lodging may be required on some trips.

All employees are responsible for contributing to an inclusive, safe, and secure work environment that values diverse cultures, perspectives, and experiences, and is free from discrimination.

The Department of Water Resources (DWR) is committed to its mission and employees, and we are grounded in our commitment to public safety.  DWR offers a hybrid workplace model that is designed to support a workforce of both office-centered and remote-centered workers.  Regular and consistent attendance - whether office-centered or remote-centered - is essential to the successful performance in this position.  
	supervisor name: Mindy Graybill
	employee name: Vacant


