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 1752-5157-010 50001346 1
APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION
Vacant TBD SOD/Administrative and Program Control Section
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 Marcelino Alcantar Staff Services Manager |
APPROVED BY (Personnel Analyst's Name) DATE
TammyGeer 4/15/2025
Pe_rl_(i:;enrg of Activity

POSITION SUMMARY

Under the direction of the Staff Services Manager |, the incumbent is responsible for independently
providing complex analyses and performing a variety of analytical and technical administrative
duties. Responsibilities include leading the Division of Safety of Dams (DSOD) workflow process,
overseeing, and coordinating the Division’ s California Environmental Quality Act (CEQA) review
requirements, and leading the collaborative effort to manage all aspects of the Division’ s
activities associated with Federal Emergency Management Agency (FEMA) grants. The duties will
require independent initiative and judgment, essential interpersonal skills, and the ability to
identify, interpret, and analyze crucial data and policies.

ESSENTIAL FUNCTIONS

This position requires that the incumbent have a thorough knowledge of various Department and
State policies, procedures, and departmental operations; be able to analyze problems and take
effective action; communicate effectively both orally and in writing; strong Microsoft Office Suite
products skills; work cooperatively with others; maintain regular, consistent, predictable
attendance; and exercise good judgment. The specific duties include, but are not limited to:

45% Review and analyze the technical content of response letters and application packages that are
sent to dam owners/consultants and prepared by the Administrative Section. Ensure that all
technical data related to the dam as well as fees are accurate and consistent with data contained in
the Division's database. Research, determine, and resolve data issues and discrepancies as
needed with the Area Engineer assigned to the dam. Validate the completeness of outgoing
correspondence packages prior to routing for signatures. Ensure appropriate cooperating
agencies are notified as dictated by the nature of the dam'’s jurisdictional status, technical issues,
or proposed work.

25% This position supports the Divisions file room modernization program. This includes preparing
paper files to be converted to digital archives by verifying the proper meta-data is located on each
document, boxing files to be sent for scanning, tracking files sent to scanning, verifying the

SUPERVISOR’'S STATEMENT: | HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.
SUPERVISOR'’S NAME (Print) SUPERVISOR'’S SIGNATURE DATE
Marcelino Alcantar >
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 1752-5157-010 50001346 1

APPOINTEE

Vacant

SAP PERSONNEL NO. DIVISION/SECTION

TBD SOD/Administrative and Program Control Section

Percent of
Time

Activity

20%

10%

scanned files are correct and re-shelving paper files in the proper location when they return from
scanning. This position could act as lead over other staff in this effort. Additionally, this position
will upload Division created files and maintain electronic files with the Departments Enterprise
Record Management System (ERMS) database as the Division transitions away from its legacy
paper files. This duty will be similar to the duties listed in the previous paragraph but using the
digital archives.

Direct, lead, and maintain the Division's Public Record Act and Subpoena requests by using the
Department's Public Record Guidelines of 2011, and pursuant to the Information Practices Act of
1977 dated 1991 (Civil Code Section 1798, et seq.). Under the direction of the Field Branch Manager
(or designee) and Office Engineer, work with DWR business areas and the Office of General
Counsel (OGC), provide information and documentation to Records Content Management Branch
to complete public records act, attorney, and subpoena requests. Utilizing the DWR Public
Records Act tracking system, complete assigned tasks and respond to requests for additional
information and/or clarification prior to the system assigned due date. Inform Records and Content
Management if the division requires additional time to assemble and produce required records.
Contact the appropriate staff members to request the specific documentation required to complete
a request. Work closely with the OGC to ensure all requested records are not exempt from
disclosure under the Act. Maintain a list of requests in the DamPoint database and a record of
request completion.

Utilizing DamPoint, the Division's database program, enter all data related to incoming
correspondence, outgoing correspondence and applications approved by the Division. Scan
necessary incoming and outgoing correspondence, send document to be filed, and maintain
specific DamPoint data for access by Division staff.

OTHER RESPONISBILITIES

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 CalOES 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.

SPECIAL REQUIREMENTS
Incumbent must have the ability to use word processing, spreadsheet and database software.
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CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR

Staff Services Analyst 1752-5157-010 50001346 1

APPOINTEE SAP PERSONNEL NO. [ DIVISION/SECTION

Vacant TBD SOD/Administrative and Program Control Section
Pe_rl_ci:r%rét of Activity

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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	activity: POSITION SUMMARY

Under the direction of the Staff Services Manager I, the incumbent is responsible for independently providing complex analyses and performing a variety of analytical and technical administrative duties. Responsibilities include leading the Division of Safety of Dams (DSOD) workflow process, overseeing, and coordinating the Division’s California Environmental Quality Act (CEQA) review requirements, and leading the collaborative effort to manage all aspects of the Division’s activities associated with Federal Emergency Management Agency (FEMA) grants. The duties will require independent initiative and judgment, essential interpersonal skills, and the ability to identify, interpret, and analyze crucial data and policies.



ESSENTIAL FUNCTIONS

This position requires that the incumbent have a thorough knowledge of various Department and State policies, procedures, and departmental operations; be able to analyze problems and take effective action; communicate effectively both orally and in writing; strong Microsoft Office Suite products skills; work cooperatively with others; maintain regular, consistent, predictable attendance; and exercise good judgment.  The specific duties include, but are not limited to:



Review and analyze the technical content of response letters and application packages that are sent to dam owners/consultants and prepared by the Administrative Section. Ensure that all technical data related to the dam as well as fees are accurate and consistent with data contained in the Division's database. Research, determine, and resolve data issues and discrepancies as needed with the Area Engineer assigned to the dam.  Validate the completeness of outgoing correspondence packages prior to routing for signatures.  Ensure appropriate cooperating agencies are notified as dictated by the nature of the dam's jurisdictional status, technical issues, or proposed work.



This position supports the Divisions file room modernization program. This includes preparing paper files to be converted to digital archives by verifying the proper meta-data is located on each document, boxing files to be sent for scanning, tracking files sent to scanning, verifying the 
	classification: Staff Services Analyst
	appointee: Vacant
	dwr position number: 1752-5157-010
	sap personnel no: TBD
	sap position number: 50001346
	division: SOD/Administrative and Program Control Section
	mcr: 1
	percent2: 
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	activity2: scanned files are correct and re-shelving paper files in the proper location when they return from scanning. This position could act as lead over other staff in this effort. Additionally, this position will upload Division created files and maintain electronic files with the Departments Enterprise Record Management System (ERMS) database as the Division transitions away from its legacy paper files. This duty will be similar to the duties listed in the previous paragraph but using the digital archives.

Direct, lead, and maintain the Division's Public Record Act and Subpoena requests by using the Department's Public Record Guidelines of 2011, and pursuant to the Information Practices Act of 1977 dated 1991 (Civil Code Section 1798, et seq.).  Under the direction of the Field Branch Manager (or designee) and Office Engineer, work with DWR business areas and the Office of General Counsel (OGC), provide information and documentation to Records Content Management Branch to complete public records act, attorney, and subpoena requests.  Utilizing the DWR Public Records Act tracking system, complete assigned tasks and respond to requests for additional information and/or clarification prior to the system assigned due date. Inform Records and Content Management if the division requires additional time to assemble and produce required records.  Contact the appropriate staff members to request the specific documentation required to complete a request.  Work closely with the OGC to ensure all requested records are not exempt from disclosure under the Act. Maintain a list of requests in the DamPoint database and a record of request completion. 

Utilizing DamPoint, the Division's database program, enter all data related to incoming correspondence, outgoing correspondence and applications approved by the Division.  Scan necessary incoming and outgoing correspondence, send document to be filed, and maintain specific DamPoint data for access by Division staff.

OTHER RESPONISBILITIES
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 CalOES 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.

SPECIAL REQUIREMENTS
Incumbent must have the ability to use word processing, spreadsheet and database software.
	percent 3: 
	activity3: 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: Marcelino Alcantar
	employee name: Vacant


