Y

"DUTY STATEMENT

305 (1/76)_ |

| ORGANIZATION (DIVISION/REGION/BOARD) | UNIT i "POSITION® | DATE
| Ca. Regional Water Quality: Control Bd San'Diego Region . N/a , August 14 2012

NAME OF EMPLOYEE (IF-APPLICABLE) 0 - '
| CURRENT GLASSIFICATION T | PROPQOSED CLASSIFICATION (IF APPLICABLE)

SCIENTIFIC AID i

"NAME OF SUPERVISOR
| Cynthig Gorham ‘

CURRENT CLASSIFICATION OF SUPERVISOR ‘ J REVI AND APPROVED BY SIGNATURE
; ‘Semor Enwronmental Sc;enttst : 7
"~ SUPERVISION EXERCISED (IF APPLICABLE)

. 1. DIRECTLY'SUPERVISED 2. INDIRECTLY'SURERVISED®
INoOF ‘ CLASS TITLE T ] NO.OF , CLASS TITLE
| EMPLOYEES | |;EMPLOYEES'
: 0 -+ :

|

DESCR!PT[ON OF DUTIESY SUMMARIZE THE: REGULARLY ASSIGNED DUT]ES OF THE POSITION, EXPLAIN:MOST lMPORTANT DUTIES

FIRST LIST THE PORTION GF TIME: BY, PERCENTAGE IN'LEFTHAND' COLUMN EXTRA SHEETS MAY BE/ATTAGHED: l

T YQFTIME DUTIES
Under the supér ,ls:on of the Monitoring, Research & Assessment unit: supervisor;. at the
direction of the Surface Water Ambient Monitoring Program (S! ) c‘oordina,t‘qasan‘d
consistent with good customer ice practices and the goals of the State-and
Reglon Water Board s Strateg:c'Plan the SClen’[If[C Asd is expected to be courteous

: yre ollow through on:
i ustomer input when
3 ,___;,A-:.completmg work ass;gnments Speclﬂc responsibilities: include:
' Polluﬁon rContré! Laboratones Department of Fish asnd Gamé
35% Assist with preparing SWAMP: reports; downloading data from the SWAMP database,
_prepare: data for analysis, and assistiin writing SWAMP reports.
20% Assist with other SWAMP-related projects and project mahagement.
10% | Assist with updating the SWAMP regional website.

- ATTACHMENT 1



N

DUTY STATEMENT
305 (1/76)

| ORGANIZATION (DIVISION/REGION/BOARD) | UNIT "POSIIONE | DATE
- Ca, Regional: Water: Quahty Control' Board | SanDiego Region. | Nao “August 15, 2012
"NAME OF EMPLOYEE (IF APPLICABLE) T T A

[ CURRENT CLASSIFICATION ' [ PROPOSED CLASSIFICATION (IF APPLIGABLE]
SCIENTIEIC AID -

I 'NAME OF SUPERVISOR
" Bob Morris

“CURRENT CLASSIFICATIONOF SUPERVISOR .Re_y; EWE ”_'AND APPROVED BY SIGNATURE
| Semor Water Resource Control Engmeer » S

T _Y_DIRECTLY SUPER\{ISED o 2. INDIRECTLY SUPERVISED

SUPERV[SION EXERC!SED (IF APPLlC‘A‘BLE)

T NO.OF
| EMPLOYEES

0

~ CLASS:TTLE . T NO.OF | "~ CLASS TITLE
| EMPLOYEES

[ DESCRIPTION OF DUTIES

FIRST: LIST THE PORTION OF TIME B-, PERCENTAGE N LEETHAND:COLUMN, E

~ %OFTIME |

WMMARIZE THE REGULA Y_‘ASSIGNED DUTIES OF THE POSITION, EXPLAN] WMOST IMPORTANT’*DUTIESJ

_DUTIES

50%

| 50%

10%

| 10%

Under the:direct siipervision of the Core Regulatory Umt ’ uper / ’sor'and consistent with.good customer
it es andthe goals ofithe State 2 tegxc Plan, the:Scientific Aid is

ﬁ expected to be com'teous and prov1de tnne responses to. mternal { |- cust follow through:on

put when. assxstlng with-and:

pk ‘”"ng good orgamzatlon and time-management:skills;
docurtierits for technical staff in: enterprise:document manggemerit system:

: "g—m discharger hard copy selfs momtormg reports, violations; enforcement; and other
mfm mation into CIWQS data- management system.
¢). Update Access-data management and Excel spreadsheets as needed.
: e network files-and. web: pageinformation; maintain logs-and reports; producereports:as

needed by staff.

.R : 1s basic: smentlﬁc 'knowledge
omtoung and-other techinical reports 10 asséss comphance ‘with. permit staric i

: Y'PREPARE RESPONSE LETTERS AND INFORMAL ENFORCEMENT ACTION
| DOCUMENTS: Applying:good writing skills using templates as examples, prepare: response letters;
| enforcement.action documnents, and/or-technical reports using Word.

{ OTHER DUTIES; Provide support to technical staff'as needed suchas reviewing technical reports;,
| preparing summaties, -conducting research; and assisting administrative staff,

ATTACHMENT 1



