8-16-91 ENVI RONMENTAL AFFAI RS OFFI CER, 7320

Summary of Duties: Plans, organizes and directs the work of a group
of subordi nate supervisors and professional enpl oyees engaged in
environnental affairs, such as air quality nmanagenment, water resources
managenent, or |land and materi al s managenent; may act for the Ceneral
Manager Department of Environnental Affairs in the General Manager's
absence; applies sound supervisory principles and techniques in

buil ding an effective work force; fulfills affirmative action

responsi bilities; and does rel ated work.

Di stingui shing Features: An Environnmental Affairs Oficer directs an
envi ronnment al managenent section, and supervi ses Environnent al

Supervi sors and ot her professional personnel engaged in environmental
work. An enployee of this class has Gty wide responsibilities, and
directs the review of a wde variety of surveys and reports to
determne existing and potential environmental problens, and recommend
corrective action. An Environmental Affairs Cficer serves as a
l'iaison and negotiator with other governnental agencies, acts as an
expert environmental witness in |legal actions, and represents the Gty
at hearings and nmeetings on environnental issues.

As bona fide supervisors, incunbents in this class are distinguished
fromlead workers in that they are responsible for the performance of
the full range of supervisory activities including: application of
di sci pline, processing and resolution of grievances, evaluation of
performance and approval of tinme off requests.

Exanpl es of Duties: Plans and directs the preparation of studies
rnvolving arr and water quality, and |and and material s resource
nmanagenent ;

* Assists in the preparation of policies and prograns whi ch enhance
the quality of the AGty's environnent;

* Advises Aty officials and departnents on preserving and
enhancing the Gty's environnent;

* Recei ves and responds to conpl ai nts concerni ng the environnent al
affairs of the Qty;

* Coor di nates, when requested by the Council or Mayor, official

responses to environnental docunents, reports, inpact statenents
and reports when such docunents affect nore than one departnent;

* Supervi ses the analysis of the activities of Federal, State,
County, and private organi zations and determnes their effect on
the Qty;

* Represents the Gty at neetings and hearings of governnental
agenci es;

* Consul ts with other planning agencies regarding the use of air,



wat er and | and resour ces;

* Coordi nates efforts for environmental inprovenent w th other
gover nnent al agenci es;

* Drects the preparation of records and reports for public
distribution;

* Makes oral presentations to concerned organi zations regarding
envi ronment al probl ens and sol utions;

* May act for the General Manager Departnent of Environnenta
Affairs in his or her absence;

* Supervi ses the anal ysis of proposed | egislation and regul ati ons
relating to environmental issues;

* Devel ops prograns for public participation and public education
on environmental issues;

* Comuni cat es equal enploynent/affirmative action information to

enpl oyees; applies job related criteria in selecting, orienting,
assi gning, training, counseling, evaluating and disciplining
subor di nat es.

* Assi sts enpl oyees in preparing for pronotion as described in the
Gty's Affirmative Action Program

May occasionally be assigned to other duties for training purposes or
to meet technol ogi cal changes or energenci es.

Qualifications: Incunbents nust have the foll ow ng know edges and
abilities:

A good know edge of:
Air, water and | and pol |l ution probl ens;

* EX|st|ng and proposed | aws and regul ati ons regardi ng pol | ution
control activities;

* The effects of pollutants on air, water and |l and quality;

*

Supervisory principles and practices including: planning,
del egating and control ling the work of subordi nates.

* Techni ques of training, instructing and eval uati ng subordi nate
wor k per f or mance.
* Techni ques for counseling, disciplining, and notivating

subor di nat e personnel .
The procedures for grievance handli ng.

* Supervisory responsibility for EEQ AA as set forth in the AQty's
Affirmati ve Action Program

* Ef fective safety principles and practi ces.

A wor ki ng knowl edge of:
The net hods of conbating environnmental pollution;

* Technol ogi cal advances whi ch m ni mze the environnental inpact of
devel opnent projects;
The techniques for testing air, water and | and quality;
Gty personnel rules, policies and procedures;
Laws and regul ations relating to equal enpl oynent opportunity and
affirmati ve action

A general know edge of:



* Menor anda of understanding as they apply to subordinate
per sonnel ;

The ability to:

* Anal yze environnental problens and prepare conprehensi ve prograns
for their solution;

* Prepare clear and concise reports and recomrendati ons;

* Deal effectively with a variety of organizations and groups on
i ssues related to environnmental problens.

* Establi sh and mai ntain an work environnment to enhance both
enpl oyee noral e and productivity.
Apply supervisory principles and techni ques.
Ful fill supervisory affirmative action responsibilities as
indicated in the Gty's Affirmative Action Program

M ni num Requi renents:

QG aduation froma recogni zed four-year college or university and two
years of professional experience as an Environnental Supervisor or in

a class at that |evel supervising enpl oyees engaged in professiona
environmental work involving air quality, |land use nanagenent, or

water quality issues and probl ens; or five years of professiona

experi ence in environnmental activities which includes significant
responsi bility for policy devel opnent and interpretation for air

quality, land use nmanagenent, or water quality issues and problens is
required.

A nasters degree in Environnental Science, Biology, Zoology, or a
closely related field nay be substituted for one year of the required
experi ence.

Licenses: Awvalid California driver's license is required.

Appointrment to a position in this class is subject to a one year
probationary period as provided by Section 109 of the Los Angeles Cty
Charter.

Physical requirenents: Strength to performaverage lifting of up to
frve pounds and occasional | y over 15 pounds; good speaki ng and heari ng
ability; and good eyesight.

Those with nmedical limtations may be able to performthe duties of
this class with reasonabl e accommodati on. The deci sion to acconmodat e
soneone's limtations will be nade on an individual basis and depends
on the types of limtations, what the hiring departnent can reasonably
do to accommodate them and the specific qualifications for the job.

As provided in Cvil Service Comm ssion Rule 2.5 and Section 4.55
of the Adm nistrative Code, this specification is descriptive,
expl anatory and not restrictive. It is not intended to declare
what all of the duties and responsibilities of any position shall



be.



