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INTER-AGENCY PLANNING LIAISON





DEFINITION





To act as liaison between the District and the communities of Contra Costa County for purposes of facilitating District water planning activities; and to provide direct supervision of professional staff as assigned.





SUPERVISION RECEIVED AND EXERCISED





Receives general direction from management staff.





Exercises direct supervision over professional staff as assigned.





EXAMPLES OF DUTIES - Duties may include, but are not limited to, the following:





Identify policy issues affecting the District; gather and analyze related data and information, and prepare and present alternatives and recommendations.





Act as liaison with various elected officials and agencies regarding present and future land development planning and associated water service requirements including supply, delivery, and processing; report to District management and the Board regarding such contacts and provide alternatives and recommendations, if appropriate.





Maintain an informed status on current and planned District programs through attendance at meetings, review of reports, and close coordination with key District staff.





Assist in the development and implementation of follow-up activities in response to constituent concerns.





Identify opportunities for coordination, improvement, or provision of services within the District's service area.





Facilitate District water planning activities by coordinating and communicating information among interested parties including District staff, consultants, and other jurisdictions relevant to 


current work activities and new service opportunities.





Represent the Department in public forums and agency meetings; make presentations to District staff and management, various legislative groups and elected officials, community and special interest groups, and outside agencies.





Serve as Project Manager as assigned and prepare associated budgets.  





Supervise, train, and evaluate assigned staff as directed.





Build and maintain positive working relationships with co-workers, other District employees and the public using principles of good customer service.





Perform related duties as assigned.


�
MINIMUM QUALIFICATIONS





Knowledge of:





Principles and practices of public administration, including land use planning and provision of utility services.





Principles and practices of individual and organizational behavior, including negotiation and problem resolution.





Organization and functions of local and state governmental agencies, including processes and methods involved in formulation and implementation of public policy.





Relevant local, State and Federal laws, ordinances and rules, including environmental, land use, and public meeting laws.





Principles and practices of project management.





Principles of supervision, training, and performance evaluations.





Budgeting techniques.





Principles and practices of environmental impact assessment and related regulatory processes.





Ability to:





Organize, implement, direct and participate in the facilitation of water planning activities.





On a continuous basis, learn to know and understand all aspects of the job.  Intermittently analyze work papers, reports and special projects; identify and interpret technical and numerical information; observe planning activities and problem solve when appropriate.





On a continuous basis, sit at desk or in meetings for long periods of time; twist and reach office equipment; write and use keyboard to communicate through written means; visually differentiate between colors on land use maps; lift or carry weight of 10 pounds or less.





Analyze, interpret and explain pertinent District and department policies and procedures.





Identify, analyze, and describe a variety of issues/matters affecting the District, particularly as related to water planning activities.





Prepare or assist in developing and monitoring assigned program or project budgets.





Develop and recommend policies and procedures related to assigned activities.





Supervise, train, and evaluate assigned staff.





Establish and maintain effective working relationships with those contacted in the course of work.





Communicate clearly and concisely, both orally and in writing.





Prepare clear, complete, accurate, timely and concise written correspondence and reports.


�
Experience and Training





Any combination of experience and training that would provide the required knowledge and abilities is qualifying.  A typical way to obtain the required knowledge and abilities would be:





		Experience: 





Four years of experience in an administrative or staff capacity directly performing duties related to public or private organization policy development and implementation; at least one year of supervisory experience desired.





		Training:





Equivalent to a Bachelor's degree from an accredited college or university with major course work in Business or public administration, land use planning, engineering, communications or a related field.





License or Certificate: 





Possession of, or ability to obtain, a valid California driver's license.  
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