State of California — Natural Resources Agency
DEPARTMENT OF PARKS AND RECREATION

DUTY STATEMENT

DIVISION CLASSIFICATION POSITION NUMBER
(Agency-Unit-Class-Serial)

Northern Park Maintenance Supervisor 549-655-6229-001
DISTRICT/HQ SECTION WORKING TITLE CBID
Bay Area District Park Maintenance Supervisor S12
SECTOR/HQ UNIT REPORTING LOCATION INCUMBENT
Bay Area Dilstrict Samuel P Taylor State Park
STATE HOUSING IMMEDIATE SUPERVISOR
State Housing may be required Park Maintenance Chief Il

SENSITIVE POSITION DESIGNATION (Check if applicable)

Sensitive Position as designated by the Department per California Code of Regulation (CCR) 599.961

POSITION DESCRIPTION

The Park Maintenance Supervisor works under the general direction of the District Maintenance Chief (Park
Maintenance Chief Il (PMC Ill). Responsibilities include oversight of park permanent maintenance
employees and seasonal staff, as well as various other volunteers, advocacy groups and outside persons as
necessary. The reporting location for this position is the Samuel P. Taylor State Park shop but may be
required to work anywhere within the District. The primary responsibilities for this position are the direct
supervision of the facility maintenance and housekeeping operations for Samuel P. Taylor State Park,
Olompali SHP, and Tomales Bay State Park.

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.

ESSENTIAL FUNCTIONS:

% TASK/DUTIES

30% MANAGEMENT AND SUPERVISION:

Programmatic control and responsibility for the planning, coordination and scheduling of
maintenance, housekeeping and repair projects for park units. Assure that all visitors and support
facilities are cleaned and maintained in good condition and are safe for their intended use.
Assure compliance with the California Environmental Quality Act (CEQA).

30% FACILITY MAINTENANCE/HOUSEKEEPING/GROUNDSKEEPING:

Supervision and scheduling of all maintenance employees and basic maintenance operations.
Provide general supervision and coordination of crews of "special works programs" such as
CALFIRE, CCC members and/or inmate crews. Plan and schedule maintenance staff meetings
on a weekly basis or as necessary. Ensure coordination and proper rapport between
maintenance, administration and visitor service personnel. Provide liaison with service center
staff, contractors, vendors, special interest groups and governmental agencies. In addition to the
supervisory responsibilities, guide, counsel, evaluate and take corrective action for subordinate
personnel as necessary. Provide information and guidance to personnel relative to training
opportunities and employee development.

25% ADMINISTRATION:

Assist the District Maintenance Chief and PMC | with budgets and related workload. Assure that
all fiscal responsibilities are fulfilled. All budget, purchasing and fiscal requirements are adhered
to and met. Conducts facility and job site inspections. Ensure that all administrative and fiscal
documents are completely prepared, accurate and submitted in a timely manner and that all
employees are observant of safety practices. Provide training in equipment management to staff
as necessary. Coordinate with and assist District water treatment and distribution system
personnel and operations, ensure compliance and staff support for this program. Ensure that all
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environmental review documentation is completed as required. Coordinate with resource
personnel for all issues that require environmental review. Assure compliance with State law
regarding the preservation and restoration of historic structures (5024 PRC). Assure that
maintenance and visitor services personnel maintain liaison in providing assistance and services
to park visitors.

10% EQUIPMENT MANAGEMENT:

Responsible for oversight on maintenance of the Parks vehicle fleet. This also includes assisting
with the District Biennial Inspection of Terminals (B.l.T.) program and equipment maintenance
and/or repair, transportation via transport trailer. Assure that all tools and equipment utilized by
maintenance crews are clean, well maintained and used for their intended purposes. Assure that
all vehicles/equipment are maintained as per departmental policy. Ensure that erosion, visitor
impact and vector control is performed in accordance with District and Departmental policy.
Provide input on resource protection and maintenance issues.

MARGINAL FUNCTIONS:

% TASK/DUTIES

5% Other job-related duties as assigned and necessary for operational continuity. Attend staff
meetings and trainings and prepare administrative paperwork to meet operational needs.

TYPICAL WORKING CONDITIONS

Typical work activities involve prolonged standing, bending, stooping and lifting, work inside and outside in
varying temperatures may have extensive exposure to dirt, dust, fumes, unpleasant odors and/or loud
noises. May work in remote locations as well as a fast-paced environment. May require heavy physical work
including lifting, pushing or pulling equipment and materials weighing up to 40 pounds; frequent walking on
even and uneven terrain; works from elevated surfaces such as from ladders and scaffolding; maybe
required to work in confined spaces.

TELEWORK DESIGNATION:

This position is designated as NOT Telework Eligible.

SPECIAL REQUIREMENTS:

Possession of a valid class C driver’s license is required.

The statements contained in this job description reflect general details as necessary to describe the principal

functions of this job. It should not be considered an all-inclusive listing of work requirements. The incumbent

of this position may perform other duties (commensurate with the classification) as assigned, including work

in other functional areas to cover during absences, to equalize peak work periods, or to otherwise balance the
workload.

SUPERVISOR STATEMENT:

| CERTIFY THIS DUTY STATEMENT REPRESENTS AN ACCURATE DESCRIPTION OF THE ESSENTIAL
FUNCTIONS OF THIS POSITION. | HAVE DISCUSSED THE DUTIES OF THIS POSITION WITH THE EMPLOYEE
AND PROVIDED THE EMPLOYEE WITH A COPY OF THIS DUTY STATEMENT.

SUPERVISOR NAME (PRINT OR TYPE) SUPERVISOR SIGNATURE DATE

EMPLOYEE STATEMENT:

| CERTIFY | HAVE READ, UNDERSTAND, AND CAN PERFORM THE DUTIES OF THIS POSITION EITHER WITH
OR WITHOUT REASONABLE ACCOMMODATION. | HAVE DISCUSSED THESE DUTIES WITH MY SUPERVISOR
AND HAVE BEEN PROVIDED A COPY OF THIS DUTY STATEMENT.

EMPLOYEE NAME (PRINT OR TYPE) EMPLOYEE SIGNATURE DATE
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