State of California DEPARTMENT OF WATER RESOURCES California Natural Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Student Assistant (E&A) 2032-4871-900 50088225 1
APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION
Vacant TBD O&M/ADM-SAFM/Asset Management Section
COLLECTIVE BARGAINING IDENTIFIER
Management Related BU: Supervisory Related BU: Confidential Related BU: Rank and File BU:
R11
RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION
[ Supervisory [] Lead Person David Rennie Supervising Engineer, Water Resources
APPROVED BY (Personnel Analyst's Name) DATE
Ariel Stone 3/18/2025
Pe_rl_(i:;enrg of Activity

POSITION SUMMARY

Under close supervision of the Manager, Asset Management (AM) Branch, and in a trainee capacity,
the incumbent will perform engineering work relating to physical/infrastructure asset management
on the State Water Project (SWP) within the Division of Operations and Maintenance.

ESSENTIAL FUNCTIONS

This position requires that the incumbent work cooperatively with others and follow established
safety procedures inherent in the job; maintain regular, consistent, predictable attendance;
exercise sound judgment; and complete assigned projects and tasks as directed. The specific
duties include but are not limited to the following:

45% Assist Asset Management engineers and analysts in the collection, handling, and presentation of
technical engineering data and information related to assets. This will include data visualization
and linking data sources on physical assets as well as financial data on both program and project
levels. Assist with maintenance and enhancement to existing database sources. Assist in
improving and in implementing data collection and entry processes from several engineering
sources throughout the State Water Project.

25% With direction from supervisor, review and examine engineering projects in asset management.
Example projects include checking asset classification and grouping to aid in engineering analysis;
advancing data management strategies; presenting data gathered during workshops; and assisting
in geospatial presentation of State Water Project data.

15% Support engineering project managers with current information including scope, schedule and
budget tracking and reporting. Assist in monitoring correspondence, researching Project Manager
inquires, and attend meetings regarding various engineering studies and/or planned construction
activities. Create and refine presentation materials.

SUPERVISOR’'S STATEMENT: | HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.
SUPERVISOR'’S NAME (Print) SUPERVISOR'’S SIGNATURE DATE
David Rennie >
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
Student Assistant (E&A) 2032-4871-900 50088225 1
APPOINTEE SAP PERSONNEL NO. DIVISION/SECTION
Vacant TBD O&M/ADM-SAFM/Asset Management Section
Pe_rl_?ﬁlrg of Activity
10% Assist with development and maintenance of Asset Management internal websites including
SharePoint to display information, forms, flowcharts, and procedures, and to make digitized
documentation available to DWR staff. As directed by the supervisor, communicate with other DWR
staff contractors and exchange necessary technical information.
5% Scan, digitize, and store technical documents. Organize tables for use in Graphical Information

Systems. Review publications and papers authored by the staff in the section.

SPECIAL REQUIREMENTS

Must be willing to work sometimes outside of normal business hours, travel by air or vehicle, and
stay overnight in various locations throughout the State of California. Employee is required to
successfully complete all safety training related to the functions of the job.

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.

KNOWLEDGE, SKILLS, AND ABILITIES

Knowledge and ability to manipulate data in both Microsoft Excel and Access. A desire to work with
and begin to master Microsoft Project, Visio, Tableau, ArcMap, and SharePoint will be needed.
Familiarity with database programming knowledge (MS Access, Oracle) and data visualization
(Tableau). Has a willingness, as a learner, to do routine or detail work in order to learn practical
techniques and aptitude for engineering work for the Asset Management Branch.

OTHER RESPONSIBILITIES:

This position provides necessary support to the Division of Flood Management, Safety of Dams,
Operations and Maintenance, Engineering, and/or the Public Affairs Office during Governor-
declared emergencies, flood, dam, State Water Project (SWP), and other incidents and
emergencies. Additionally, this position may participate in emergency operations in the capacity of
area teams, field inspection, coordination, and assisting 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.
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	activity: POSITION SUMMARY 
Under close supervision of the Manager, Asset Management (AM) Branch, and in a trainee capacity, the incumbent will perform engineering work relating to physical/infrastructure asset management on the State Water Project (SWP) within the Division of Operations and Maintenance.

ESSENTIAL FUNCTIONS
This position requires that the incumbent work cooperatively with others and follow established safety procedures inherent in the job; maintain regular, consistent, predictable attendance; exercise sound judgment; and complete assigned projects and tasks as directed.  The specific duties include but are not limited to the following:

Assist Asset Management engineers and analysts in the collection, handling, and presentation of technical engineering data and information related to assets.  This will include data visualization and linking data sources on physical assets as well as financial data on both program and project levels. Assist with maintenance and enhancement to existing database sources. Assist in improving and in implementing data collection and entry processes from several engineering sources throughout the State Water Project. 

With direction from supervisor, review and examine engineering projects in asset management.  Example projects include checking asset classification and grouping to aid in engineering analysis; advancing data management strategies; presenting data gathered during workshops; and assisting in geospatial presentation of State Water Project data.

Support engineering project managers with current information including scope, schedule and budget tracking and reporting. Assist in monitoring correspondence, researching Project Manager inquires, and attend meetings regarding various engineering studies and/or planned construction activities. Create and refine presentation materials.

	classification: Student Assistant (E&A)
	appointee: Vacant
	dwr position number: 2032-4871-900
	sap personnel no: TBD
	sap position number: 50088225
	division: O&M/ADM-SAFM/Asset Management Section
	mcr: 1
	percent 2: 10%




5%
	activity2: Assist with development and maintenance of Asset Management internal websites including SharePoint to display information, forms, flowcharts, and procedures, and to make digitized documentation available to DWR staff. As directed by the supervisor, communicate with other DWR staff contractors and exchange necessary technical information.

Scan, digitize, and store technical documents. Organize tables for use in Graphical Information Systems.  Review publications and papers authored by the staff in the section.

SPECIAL REQUIREMENTS
Employee is required to successfully complete all safety training related to the functions of the job. 

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.  

KNOWLEDGE, SKILLS, AND ABILITIES
Knowledge and ability to manipulate data in both Microsoft Excel and Access. A desire to work with and begin to master Microsoft Project, Visio, Tableau, ArcMap, and SharePoint will be needed. Familiarity with database programming knowledge (MS Access, Oracle) and data visualization (Tableau). Has a willingness, as a learner, to do routine or detail work in order to learn practical techniques and aptitude for engineering work for the Asset Management Branch.  

OTHER RESPONSIBILITIES:
This position provides necessary support to the Division of Flood Management, Safety of Dams, Operations and Maintenance, Engineering, and/or the Public Affairs Office during Governor- declared emergencies, flood, dam, State Water Project (SWP), and other incidents and emergencies. Additionally, this position may participate in emergency operations in the capacity of area teams, field inspection, coordination, and assisting 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.

	supervisor name: David Rennie
	employee name: Vacant


