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	South Coast Air Quality Management District

PROGRAM SUPERVISOR
(Public Affairs)
$7,767 to $9,621 per month, with great benefits, and a 4/10 schedule



ABOUT AQMD

South Coast Air Quality Management District (AQMD) is one of the largest and most technologically sophisticated environmental regulatory agencies in the nation.  We serve a four-county region that includes all of Orange County, and parts of Los Angeles, Riverside and San Bernardino counties, home to more than 16 million people. AQMD's headquarters is located in Diamond Bar, 30 miles east of downtown Los Angeles, at the junction of the 57 and 60 freeways.  With a highly diverse "Clean Air Team" of over 800 employees, an annual budget of $131.5 million, and a state-of-the-art air quality laboratory, our mission is to ensure clean air and a healthy environment.
ABOUT THIS job
Program Supervisors supervise a program area OR a unit of professional and technical staff involved in the development or administration of air pollution control projects; coordinate the work of other professional staff involved in major air pollution control projects, and/or conduct the most difficult and complex research and analysis of air quality problems.  They may also develop rules and regulations based on the Air Quality Management Plan (AQMP) and formulate guidelines, rules, regulations, and policies pertaining to air quality management; and do other related work.
This position, in Public Affairs, will be responsible for overseeing the planning, development, and organization of complex public participation and education projects associated with implementation of Board policies and programs in the areas of environmental justice, diesel emission reductions, Proposition 1B funding programs, climate change initiatives, environmental review processes for ports and airports, and other AQMD programs.  The position will also be responsible for analysis of State and federal transportation programs and policies and implementation of Board directives in this area.  The eligible list may also be used to fill future vacancies occurring during the life of the list, provided they perform similarly specialized duties.
Specialized duties for this position include the following:
· Develops, implements, and supervises specialized and geographic-based outreach efforts and Public Affairs programs, including policy summits, conferences, symposiums, meetings, and hearings
· Supervises and evaluates the work of assigned professional, technical, clerical, and field staff

· Prepares and supervises the preparation of reports and documents on educational and specialized outreach, consistent with the 2008 Public Affairs Strategic Work Plan and recommends for Board consideration programs to support the Chairman’s initiatives
· Analyzes and develops legislation related to transportation funding programs to ensure maximization of air quality benefits and overall consistency with AQMD’s Air Quality Management Plan
· Develops and manages, through contractors or assigned staff and in coordination with other AQMD offices, critical communications in support of AQMD priorities, using print, voice, screen, and web media

· Develops and manages all aspects of AQMD’s Air Quality Institute program

· Oversees and administers, through subordinate staff and contractors, contracts for the implementation of health-based or community-based projects funded through various AQMD settlement agreements and other sources
· Provides expert testimony, as needed, at public hearings, meetings, and other local, State, and federal government proceedings

· Plans, develops, and supervises the development, utilization, maintenance, and support of databases specific to Public Affairs’ projects and needs

· Serves as a liaison to AQMD’s Governing Board members and performs other duties as assigned by the Deputy Executive Officer or Assistant Deputy Executive Officer over Public Affairs
IN GENERAL, PROGRAM SUPERVISORS PERFORM THE FOLLOWING DUTIES

Supervises a professional staff unit; and plans, organizes, assigns, reviews, and evaluates the work of assigned staff, prepares performance appraisals, and provides technical and administrative supervision, support, coaching, and guidance, as necessary.

Oversees and participates in the planning, organization, and development of complex projects and programs for evaluating, maintaining, and updating the AQMP and for developing rules and regulations.

Prepares and supervises the preparation of evaluations, analyses, and other forms of quantitative assessment of air quality data; prepares and supervises the preparation of reports, scientific papers, and other written documents; reviews and edits materials prepared by team members; and evaluates the effectiveness of programs and projects in progress and redirects or modifies them as necessary in order to achieve AQMD goals.

Develops and modifies computer software, as required, for carrying out work on projects and programs; and conceptualizes research models by synthesizing or modifying concepts and approaches from the mathematical, statistical, and physical sciences.

Assists in the coordination of investigative projects concerned with the measurement and analysis of air quality or emission inventories and in the determination of emission reduction and source performance standards, working with engineering, source testing, and other technical personnel.

May conduct workshops and meetings or provide consultation and advice to individuals and businesses in matters related to area of expertise.

Reviews and reports on research papers and technical literature pertinent to air quality planning, emissions, control, and rule development.

Reviews legislation and provides technical assistance and expertise in preparation of briefs and testimony for legal proceedings affecting AQMD.

HIGHLY DESIRABLE qualifications

The most competitively qualified candidates for this position will possess:

· Demonstrated experience in the development and implementation of complex public participation and education programs, particularly at the policy level
· Demonstrated experience in the development and implementation of specialized and/or geographic-based outreach programs to elected officials and/or community or business leaders
· Demonstrated project management, contract administration, and lead or supervisory experience
· Proven ability to successfully manage multiple projects in the midst of competing priorities and deadlines
· Proven ability to respond, diplomatically and persuasively, to controversial issues and concerns raised by special interest groups and other members of the public

· Training and experience that demonstrate thorough knowledge of the AQMP, AQMD rules and regulations, or State and federal transportation programs
· Experience in analysis and development of policy or legislation relating to transportation funding programs

· Experience working effectively within the political dynamics of local, State, and federal governments, including interaction with high-level elected officials
· Knowledge of environmental issues, particularly air quality issues
· Ability to administer research contracts and conduct or oversee special air quality projects
· Exceptional oral presentation and written communication skills

· Proficiency with related computer applications and various tools for data analysis, research, and report preparation

minimum qualifications for all PROGRAM SUPERVISOR Positions
EDUCATION:  Graduation from an accredited college or university with a bachelor's degree in engineering or the physical, social, or biological sciences, depending on the particular functions of the assigned unit.

EXPERIENCE:  Four years of technical air quality or professional analytical experience which would demonstrate the requisite knowledge, skills and abilities defined in the job announcement for this position.
KNOWLEDGE OF:  A specific discipline such as chemistry, economics, environmental planning or related field, with emphasis on its relationship to air quality planning and rule development; the principles, methods, and procedures of environmental review, planning and rule development; the provisions of the Clean Air Act; federal and State regulations regarding air quality and air pollution control; research methods and techniques; air quality modeling; emissions calculations; research methods and techniques; statistical and computer software applications common to the field and to the general AQMD business environment; computer programming; and principles and practices of supervision.

SKILL OR ABILITY TO:  Compile and analyze technical data; direct and evaluate comprehensive planning and research studies; understand and interpret applicable laws, rules, and regulations; understand and apply appropriate computer-based analytical techniques to complex air pollution control problems; proficiently use PC software applications common to the field and to the general AQMD business environment; read, understand, and follow verbal and written directions; communicate clearly and concisely, both orally and in writing; prepare and present concise, logical reports of a technical nature; establish and maintain effective relationships with all those contacted in the course of work; plan, organize, assign, review, and evaluate the work of assigned staff; and make effective public presentations.

CURRENT BENEFITS
4/10 work schedule (Mondays off). ♦ AQMD currently participates in an excellent retirement program and pays the majority of the monthly contribution on your behalf; the amount paid by employees varies, depending on age at the time of hire. ♦ Employees pay only the Medicare portion of Social Security. ♦ AQMD provides a monthly lump sum for the purchase of medical, dental, basic life insurance, and vision care, the unused portion of which goes to the employee. ♦ A Section 457 Deferred Compensation Plan and Section 125 Medical Reimbursement Plan are available. ♦ Life insurance coverage, holidays, sick leave, and vacation time are provided. ♦ AQMD has an on-site cafeteria, fitness center and childcare center.

DEADLINE AND HOW TO COMPETE

DEADLINE:  5:00 P.M., TUESDAY, OCTOBER 7, 2008
OR when a sufficient number of qualified candidates have applied
Submit application to HR in hard copy, by e-mail (as attachments) to hrapply@aqmd.gov,
OR fax to (909) 396-3325.
READ CAREFULLY -- TO BE CONSIDERED, YOU MUST SUBMIT ALL OF THE FOLLOWING:

1)
A fully completed, detailed AQMD application (found at www.aqmd.gov), which covers at least the past ten years of employment (or longer, if you have other relevant experience).
2)
A list of four work references (not peers), on the form attached to the application for this purpose.
3)
Detailed responses to the Supplemental Questionnaire which follows.
4)
Non-AQMD employees must submit acceptable documentation of the required undergraduate education, as detailed below, no later than Tuesday, October 28, 2008.  (AQMD employees, please see degree verification requirement information at the bottom of the section, which follows.)
VERIFICATION OF EDUCATION

What Constitutes Acceptable Documentation That You Possess Qualifying Education Claimed?
Acceptable documentation consists of original, official transcript(s) covering all qualifying education claimed.  Original, official transcript(s) must be mailed directly to AQMD, in an unopened envelope, by the accredited U.S. college(s) or university(ies) granting the degree/qualifying units.  Direct the transcripts to P. Giffen, RE:  job posting #08:13:BR, c/o Human Resources, no later than 5:00 p.m., Tuesday, October 28, 2008.

If you have had your original, official transcript(s) mailed to us for a prior recruitment, or you know they are already in your personnel file, you do not need to have that information resent; however, please be sure to indicate this when submitting your application.

If your original, official transcript is not on file with us, your name cannot be forwarded to hiring managers for consideration when we get to that part of the selection process – even if you are otherwise successful in the process and eligible for appointment.  Therefore, to avoid any last minute delays in your ability to be considered, please request your transcripts immediately.

Validating College Units or Degrees From a Foreign Country

College units/degrees earned in a foreign country may be accepted only under one of the conditions detailed on the document provided on the Employment Opportunities page at www.aqmd.gov labeled “ESTABLISHING FOREIGN DEGREE EQUIVALENCY.”

Requirements for AQMD Employees

For specifics on how existing employees can satisfy this degree verification requirement, AQMD employees should go to Q:\FORMS\HR\REQUIREMENTS FOR VERIFYING EDUCATION.

THE SELECTION PROCESS

· The selection process is expected to consist of the following steps.  Supplemental Questionnaires of qualified applicants will be screened by subject matter experts to identify those who will be invited to a qualifying interview, from which an eligible list is expected to result.

· At each successive step of the selection process, only the most competitively qualified will advance to the next step, based upon a natural break in the scores resulting from evaluation of candidate performance by subject matter experts.
· AQMD reserves the right to modify the selection process, as needed, based upon the qualifications and numbers of applicants. 

NOTE:  AQMD reserves the right to screen to candidates who
present the most highly competitive combination of education, training,
background, skills, and abilities for this assignment, as is the agency’s consistent practice.
SPECIAL NOTES:
1) Applicants who are special disabled veterans, veterans of the Vietnam era, and other eligible veterans should submit a copy of their DD214 along with their application package.
2) References will be checked on all finalists, but only after notifying them they are in final consideration.
3) The selected candidate must pass a physical examination paid for by AQMD, prior to actual appointment to the position.
4) If special accommodation for a disability is needed during the selection process, please call (909) 396-2800.
WE PROUDLY PROMOTE DIVERSITY IN EMPLOYMENT
SOUTH COAST AIR QUALITY MANAGEMENT DISTRICT

21865 Copley Drive, Diamond Bar, CA 91765
08:13 BR
SOUTH COAST AIR QUALITY MANAGEMENT DISTRICT

Supplemental Questionnaire for

PROGRAM SUPERVISOR

(Public Affairs)

This Supplemental Questionnaire constitutes a form of written test and must be submitted along with a carefully completed South Coast Air Quality Management District (AQMD) application or you will be disqualified from consideration.  The information on your application and responses to the questions below will be evaluated not only on how well you meet the education, experience, and technical requirements of the job, but on how well you demonstrate possession of all required knowledge and abilities listed in the posting.  Be sure to respond completely to each question; do not simply refer to your application, resume, a personnel file, or attachment(s).
· Your responses must be prepared on a computer (or typewriter) and professionally presented in a narrative format.  While bullets may be used for emphasis, please do not present your entire response in a purely bulleted or outline format, as this questionnaire is intended to provide a sample of your writing skills.  Handwritten responses are not acceptable.
· Number your responses to correspond to the question numbers, and try to limit your response to one page or less per question, as applicable.  If you have extensive experience, you may not be able to limit your response to one page; however, information presented must be directly responsive to the question asked and concisely presented.

· Responses that are not presented professionally, are lengthy because they ramble, or are not directly responsive to these directions or the question asked, will negatively impact your score.

· Only those who demonstrate in their application materials that they are among the most competitively qualified will be advanced to the next step of the selection process.

In each of your responses to the questions below, be sure to include:  a) sufficient detailed information to clarify your job title and role and responsibilities (what that means you actually did); b) how long you performed these duties and when; and c) in what unit and organization you were working at the time.

QUESTIONS
1. Provide a complete, clear, and concise overview of your qualifications for this position, based on both the desirable and minimum qualifications (including education, experience, knowledge and abilities), as detailed above in this job bulletin.
2.
Describe your experience analyzing and developing environmental legislation or regulations.  In your response, identify and describe the issue or program, interagency coordination involved, and the percentage of successful outcome that is the direct result of your personal effort.
3.
Describe your experience making public presentations or conducting public meetings.  In your response, provide specific details regarding your role (primary presenter, panelist, trainer, etc.), the size and nature of the audiences addressed (technical, non-technical, etc.), and the topics covered, especially any topics that required presentation of controversial policy or technical information in a low-trust environment.
4.
Describe your project management experience involving a complex project.  Specify the nature, budget, staffing, and duration of the program and include the number and kinds of subordinates supervised.
5.
Describe your experience designing and implementing complex public participation, outreach or education programs and provide two specific examples.  In your response, be sure to clarify the extent and nature of your role in these programs and state what percent of the program’s overall outcome is directly attributable to your efforts.
