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Report to the Civil Service Commission 

New Classification Study and 

Specification Revision Study 
 

Job Classification Studied: 
Assistant Public Health Laboratory Director - Project  
Assistant Public Health Laboratory Director 

Department/Division: Department of Health Services / Public Health 

Position Reports to (Classification): Public Health Laboratory Director 

Incumbent: 
N/A (Assistant Public Health Laboratory Director – Project) 
Polen Sean (Assistant Public Health Laboratory Director) 

Bargaining Unit: SCAMC - 50 

Study Requested by: Department 
 

Recommendation: 

Approve the new job classification of Assistant Public Health Laboratory Director – Project; and adopt 

the revised specification for the Assistant Public Health Laboratory Director job classification. 

Justification Submitted in the Request: 

The Department of Health Services (DHS) submitted a request for a new Assistant Public Health 

Laboratory Director – Project (APHLD – Project) job classification, stating an operational need for 

flexibility in situations where an Assistant Public Health Laboratory Director (APHLD) body of work 

requires completion within a specified (rather than ongoing) period of time. Based on the information 

contained in the request, Human Resources (HR) agreed to conduct the study. 

Summary of Recommendation: 

The Public Health Regional Laboratory (Lab) provides specimen testing services to Sonoma, 

Mendocino, Lake, and Humboldt Counties. Led by the Public Health Laboratory Director (Director), the 
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Lab provides training and reference testing to clinical laboratories, and laboratory support for the 

diagnosis and control of communicable diseases to private medical providers. 

Reporting to the Director, the APHLD assists in the management of the Lab to ensure compliance with 

federal, state, and local regulations and quality standards; supervises and evaluates the work of 

laboratory technical staff; develops new test procedures; performs assigned laboratory tests; assumes 

the responsibilities of the Director in their absence; and performs related duties as required. 

Public Health Regional Laboratory Operations and Training 

In support of laboratory operations and to ensure adherence to public health standards, the Lab 

actively engages in efforts to educate and train highly qualified technical laboratory staff into positions 

of leadership. To that end, the Lab participates in the LabAspire Fellowship Program (LabAspire), which 

is overseen by the California Department of Public Health, the Center for Laboratory Sciences, and the 

California Association of Public Health Laboratory Directors. By providing temporary grant funding and 

fellowship guidelines to participating public agencies, LabAspire facilitates work experience and on-

the-job training to prepare qualified laboratory professionals for Public Health Laboratory Director 

roles in the state of California. 

Public Health Regional Laboratory Anticipated Project 

It is projected that the Lab will transition to a new facility in 2026. For the duration of this project, DHS 

anticipates the need for additional APHLD support to maintain lab testing capacity, quality assurance, 

and regulatory compliance; and to provide technical oversight of day-to-day operations. 

Analysis 

APHLD - Project Job Classification 

Civil Service Rules define a “Project or Limited Term Position” as:  

An allocated position which exists only for a limited period of time for purposes of 

accomplishing a specific project, grant, or functions. Such positions shall be designated as 

project or limited term by job class title, attached to a specific project and/or funding source, 
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and limited in duration to 60 consecutive months from the date the position(s) are allocated by 

the Board of Supervisors. 

In support of department operations, HR contemplates utilization of a “Project or Limited Term” 

classification when (1) a targeted initiative or specific project has a defined completion/sunset date in 

which (2) the allocation(s) are temporary funded. Historically, funding is often tied to a grant or other 

source external to the County. In addition to allocation term limits and temporary funding sources, 

staff may be required to possess (or gain) specialized expertise to meet the requirements of the 

initiative/project. 

Upon review, HR found that the term limited work being funded by a LabAspire Fellowship Program 

grant (i.e., typical duties, operational and supervisory responsibilities, span of control, minimum 

qualifications) appropriately align with the APHLD job classification.  

Further analysis demonstrated that the body of work necessary to support the Lab facility transition 

project in 2026 to mitigate risks associated with the lab's expansion and transition, ensure continued 

operational capacity, and maintain regulatory compliance also falls within the scope of the APHLD job 

classification. 

HR determined that both projects meet the Civil Service Rule Definition of “Project or Limited Term” 

and standard County “Project” job class utilization practices; therefore, the creation of a new job 

APHLD – Project classification is appropriate. 

Existing APHLD Job Specification Revision Study 

HR conducted a review of the APHLD job specification language in preparation for creating the APHLD 

– Project job classification and determined the need for revisions to this specification. 

The APHLD job classification specification was created in May of 2007, without subsequent revision.  

HR worked closely with Lab subject matter experts and conducted a thorough review of multiple 

federal, state, and local regulations in amending specification language to more clearly define the 

classification’s purpose, align duty statements with current practices, and more accurately represent 
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the Knowledge, Skills, and Abilities needed to perform the essential functions of the position. In 

addition, outdated security clearance Special Qualification language was removed. 

Of special note, language was amended to the Minimum Qualifications section to bring the 

specification into state and federal experience and educational regulatory compliance. Specifically, to 

address Clinical Laboratory Improvement Amendments (federal) regulations, which mandate that high-

complexity laboratory work environments such as the Sonoma County Lab require a doctoral degree in 

fields such as public health, biology, chemistry, medicine, or closely related scientific discipline for this 

job classification. 

Recommendation 

Approve the new job classification of Assistant Public Health Laboratory Director – Project; and adopt 

the revised specification for the Assistant Public Health Laboratory Director classification. 

Report Prepared by: Jennifer Lelouarn, Classification Analyst III – Extra Help 

Report Approved by: Lisa Conner, Recruitment and Classification Manager 

Date: April 29, 2025 

 



County of Sonoma Class Code: 2124 
Established XX/XX 

ASSISTANT PUBLIC HEALTH LABORATORY DIRECTOR - PROJECT 

Definition 

Under direction, assists in the management of the Sonoma County Public Health Laboratory to 
ensure compliance with federal, state, and local regulations, and quality standards related to 
clinical and environmental laboratory testing; supervises and evaluates the work of laboratory 
technical staff; develops new test procedures; performs assigned laboratory tests; assumes 
responsibilities in the absence of the Public Health Laboratory Director; and performs related 
duties as required. 

Distinguishing Characteristics 

Reporting to the Public Health Laboratory Director, this classification is responsible for 
managing the work of laboratory staff and overseeing operations in areas such as virology, 
molecular biology, parasitology, mycology, immunoassay, and bacteriology; and assisting the 
Director in the areas of quality assurance, quality control, and safety practices.  

This classification is distinguished from the Public Health Microbiologist II in that the latter class 
performs laboratory diagnostic work under supervision and is not responsible for directing and 
managing staff or programs. This class is distinguished from the Public Health Laboratory 
Director in that the latter class, under the general administrative direction of the Health Officer, 
is responsible for the overall development, oversight, and management of regional laboratory 
services, while the Assistant Public Health Laboratory Director’s focus is on the day-to-day 
operations of the Sonoma County Public Health Laboratory. 

Individuals hired into this class are limited in their employment to a maximum of 60 months 
from the date that this class is allocated. This is a Civil Service Classification and as such 
individuals in this class have Civil Service rights, and also receive County benefits where 
qualified. 

Typical Duties 

Duties include, but are not limited to, the following: 

Plans, directs, schedules, and supervises the work of laboratory technical staff; oversees staff 
selection, training, evaluation, and discipline as needed. 

Orients new employees on laboratory policies, safety practices, and procedures; and maintains 
required health records for laboratory staff, such as vaccination and accident records.  

Assists in developing and managing the laboratory budget; facilitates procurement of 
laboratory supplies and capital equipment; learns to, and works independently with, contract 
service providers and internal stakeholders to administer and manage laboratory bidding 
processes, purchasing functions, contracts, and other fiscally related administrative duties. 
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Human Resources released the two new specifications and the revised Licensed Land Surveyor 
specification to WCE in early April 2025. Human Resources and WCE held two meet and confer 
sessions on April 24th and April 29th to discuss the specifications. The meet and confer process 
was concluded and we agreed to move the class specifications forward the Civil Service 
Commission.  

Therefore, Human Resources staff recommends the Commission approve revisions to the 
current Licensed Land Surveyor classification and establish the new Assistant Land Surveyor and 
Associate Land Surveyor class specifications.  

David Phillips 
Human Resources Analyst III 

List of current Licensed Land Surveyor incumbents 

Jon Olin (Permit Sonoma) 
Tony Tamayo (Sonoma Public Infrastructure) 
Bruce Johnson (Sonoma County Water Agency) 
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Janell Crane, Director 

Employment • Classification • Employee Relations • EEO • Training • Risk Management 

575 Administration Drive, Suite 116B • Santa Rosa, CA 95403 Telephone (707) 565-2331  Fax (707) 565-3770  www.sonoma-county.org 

Date: April 17, 2025 

To: Civil Service Commission; Charles Antonetti, incumbent; Haunani Pakaki, Sonoma 

County Administrative Management Council 

CC:  Janell Crane, Director of Human Resources; Spencer Keywood, Deputy Director Human 

Resources; Lisa Connor, Recruitment & Classification Manager; Jane Loyd, Recruitment 

& Classification Analyst; Jeremia Mills, Employee Relations Manager; Ashley Nolan, 

Principal Employee Relations Analyst; Chris Meza, Employee Relations Analyst 

From: Colleen Goetz, Principal Recruitment & Classification Analyst 

Re: Reclassification of an Administrative Aide Position 

The Sonoma County Sheriff’s Office submitted a classification study to the Human Resources 

(HR) Department requesting the review of an Administrative Aide position assigned to their 

Purchasing Unit. In their request, the Sheriff’s Office emphasized that the County's purchasing 

and accounts payable environment is very different and more complex than it was over 20 

years ago when they first began using the Administrative Aide position to supervise the 

Purchasing Unit. Given the complexity of these transactions and the increased requirements 

placed on the position, the position needed to be evaluated for appropriateness of 

classification.  

HR agreed with the Sheriff’s Office request and engaged with a classification services 

consultant, Gallagher, to conduct the study. Gallagher was tasked with: 

• Obtaining detailed information about the position encumbered by Charles Antonetti 

through a variety of techniques, including a written Position Description Questionnaire 

(PDQ) as well as interviews with the incumbent and the supervisor, Melissa MacDonald, 

Department Administrative Services Director 
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• Analyzing the work assigned to the position to identify the major duties and 

responsibilities 

• Analyzing the County’s current classification specifications 

• Providing classification decisions based on work performed (rather than individual 

competencies and experience) 

• Recommending an appropriate classification for the position that recognizes the scope 

and level of responsibility of the position, if appropriate 

This memorandum is a summary of the position studied in the enclosed Gallagher report, as 

well as HR’s request that the Civil Service Commission: 

• Approve the reclassification of an Administrative Aide position, assigned to the Sheriff’s 

Office Purchasing Unit, to the Department Analyst classification and retain the 

incumbent in accordance with Civil Service Rule 3.3 B. 

With my regards, 

Colleen Goetz 

Principal Human Resources Analyst - Recruitment & Classification 

County of Sonoma - Human Resources Department 

Enclosed: Class Study Report 
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Executive Summary 

Background 

In April 2024, County of Sonoma (“County”) contacted Gallagher to conduct a classification study for an 

Administrative Aide position allocated to the Sheriff’s Office encumbered by Charles Antonetti. The classification 

study findings and recommendations are included in this report. 

This position review process was precipitated by the incumbent’s assertion that the duties and responsibilities 

performed are not aligned with the current classification specification of Administrative Aide, and therefore the 

incumbent requested that the position be studied. 

The goals of the study were to: 

• Obtain detailed information about the position encumbered by Charles Antonetti through a variety of techniques,

including a written Position Description Questionnaire (PDQ) as well as interviews with the incumbent and the

supervisor, Melissa MacDonald, Department Administrative Services Director;

• Analyze the work assigned to the position to identify the major duties and responsibilities;

• Analyze the County’s current classification descriptions for Administrative Aide and Department Analyst;

• Recommend an appropriate classification for the position that recognizes the scope and level of responsibility of

the position; and

• Make classification decisions based on work performed (rather than individual competencies and experience),

avoiding using classifications to resolve compensation issues and to reward performance.

Classification Findings and Recommendations 

Findings 

When positions are classified, the focus is on assigned job duties and the job-related requirements for successful 

performance, not on individual employee capabilities or volume of work performed. Positions are thus evaluated and 

classified on the basis of such factors as the nature and level of work performed, the complexity of the work, the 

authority delegated to make decisions and take action, the responsibility for the work of others and/or for budget 

expenditures, contacts with others (both inside and outside of the organization), the impact of the position on the 

organization, and the knowledge, skills, and abilities required to perform the work. Narrative on some of these factors 

is presented below: 

Major duties and responsibilities 

• Supervises the accounts payable function including the processing of invoices and payments for contracted

goods and services by (30% of time):

− Planning, organizing, assigning, and reviewing the work performed by assigned staff, specifically two Senior

Account Clerks and one Senior Storekeeper;

− Reviewing and approving documentation, invoices, and orders to ensure proper and efficient payments to

vendors/contractors and follows up on issues escalated from staff, such as payment for alterations, by

collecting and analyzing data from various sources, reviewing and addressing the issue, and approving staff

to take action;
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− Meeting with stakeholders to gather feedback, reviewing and evaluating current processes, and making

recommendations for changes, such as streamlining payment processing to ensure timeliness of payments;

and

− Receiving, reviewing, and processing payments encumbered by the Coroner’s Office or Detention for meal

and medical services.

• Oversees procurement of goods and services requiring knowledge of purchasing rules and regulations by (20%

of time):

− Submitting requisition requests (initiated by a Department Analyst) for service contract encumbrances,

purchases over certain dollar limit, fixed assets, renewals of contracts, software renewals/purchases, and

blanket purchase orders (BPO's) to County Purchasing for approval and processing;

− Ensuring the vendor information in the system is accurate and up-to-date, entering in the quote (line item by

line item), communicating with County Purchasing, and ensuring procurements requirements (such as sole

source) are met;

− When the the purchase order is received from County Purchasing, reaching out to the vendor to ensure the

purchase order was received, and then reaching out to the requestor (i.e., department staff) to notify them

that the purchase order was processed; and

− Supervising the procurement of goods and services on internal purchase orders, Cal Card, online accounts,

and information technology services including receiving and assigning requests to assigned staff; and the

ordering and inventory management for warehouse items/equipment.

• Manages and monitors the uniform, boot, and equipment issuance program by issuing and tracking vouchers

based on eligibility, monitoring issuance of equipment, creating and updating uniform specifications (based on

specific division needs, budget, personnel, and/or memorandum of understanding [MOU] changes), and

assigning processing of invoice payments to the Senior Account Clerks. In addition, the position communicates

and implements changes, including procedural changes, to staff and vendors (20% of time).

− The position creates systems and processes to track and monitor the uniform, boot, and equipment issuance

program and ensuring adherence to MOUs. For example, per the MOU, the boot voucher process changed

from a calendar year basis to a fiscal year basis. The position researched the new MOU provisions, analyzed

impact of recommended changes, and updated the department’s processes and procedures to comply with

the new MOU provisions by creating a system to generate purchase order numbers on a fiscal year basis.

− The position is involved in the uniform contract renewal process including gathering data on pricing and

updating internal procedures (i.e., what is allowed and not allowed) and documentation such as specification

sheets.

• Manages the department’s Cal Card program by distributing statements to card holders with reminders and

submission deadlines, reconciling back up documents, working with Department Analysts on payment coding,

and following up with cardholders on late submissions and/or missing documentation; and ensures critical

payment deadlines are met to avoid late charges and/or suspension of the Cal Card program by (15% of time):

− Analyzing, reconciling, and determining expenses for current and upcoming fiscal years;

− Calculating use tax and creating spreadsheets with payment coding for budgetary reasons when submitting

payments;

− Monitoring and updating Cal Card processes, instructions, best practices, and training for card holders to

mitigate errors with documentation, as well as adding and deleting card holders;
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− Meeting with stakeholders to gather feedback, reviewing and evaluating current processes, and making
recommendations for changes, such as creating procedures to ensure proper documentation is submitted in
alignment with County Auditor requirements; and

− Conducting audit of program semi-annually.

• Oversees shipping and receiving and mail services by preparing packages, creating labels, processing certified

mail, and ensuring delivery of mail to offices/staff; supervises staff responsible for verifying deposits of monies

and checks; and transporting deposits to treasury (10% of time).

Decision-making and problem-solving 

The decision-making and independence of action exercised by the position is in alignment with a journey-level 

classification as described in the Department Analyst classification description. The position serves as the 

departmental expert or resource in procurement, accounts payable, uniform and equipment, and Cal Card program 

administration; and is responsible for identifying and analyzing complex problems that cover the full scope of 

organizational activities as well as recommending and implementing solutions.  

Supervision Exercised 

The position exercises direct supervision of assigned staff including planning, organizing, assigning, supervising, and 

reviewing the work of assigned staff; training staff in work procedures; evaluating employee performance, counseling 

employees, and effectively recommending initial disciplinary action; and assisting in selection and promotion. The 

position directly supervises two Senior Account Clerks and one Senior Storekeeper.  

Impact of work 

The department needs appropriate uniforms and equipment to effectively function; and the position’s responsibility 

for purchasing is critical to ensuring continuous department operations.   

Supervisor feedback 

Per the Department Administrative Services Director, the purpose of the position is to be a working supervisor 

responsible for supervising and participting in all functions performed by the Sheriff's Purchasing Unit, including 

accounts payable, inventory, procurement, shipping and receiving, as well as managing the uniform issuance 

program. 

Every invoice or service agreement needs to be paid out of a purchase order encumbrance; and the position needs 

to ensure the funds are encumbered. The process starts with the position receiving direction and information from a 

Department Analyst via a coversheet. The position then reviews the information and determines if funds are available 

and aligns with the contract (and if changes are needed, the position will update contract terms and/or timeline); and 

once approved will go in, process the invoice, and update the contract. This work involves performing complex 

calculations and reconciliation and requries expertise to ensure transactions conform to system standards.  

In addition, the position ensures compliance with labor group MOUs including seven MOUs impacting over 650 staff 

members in the department. When new MOUs are approved, the position coordinates updating of uniform 

specification sheets and works with vendors on issuance of uniforms and equipment. The position works 

independently with the vendor and delegates tasks to assigned staff as appropriate.  

Per the Department Administrative Services Director, the position independently performs assigned work and makes 

day-to-day decisions. The position elevates and/or defers unusual decisions and issues to the Department 
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Administrative Services Director such as changes to specifications or requests for issuance outside of standard 

procedures. Typically the position brings the issue/problem/question and preliminary recommendations with 

justification on reasoning for discussion with the Department Administrative Services Director; and rarely approaches 

the Department Administrative Services Director with just the issue, problem, and/or question.  

Recommendation 

When evaluating the classification of a position, it is necessary to: (i) identify the duties that the position is currently 

being required to perform; (ii) determine if those duties are captured in the current classification specification; and (iii) 

identify the percentage of duties being performed, if any, which are outside of the current classification. The test is 

not whether or not the current incumbent possesses the knowledge, skills, and qualifications for a given 

classification. Rather, the test is determining the duties performed and the level and scope of responsibility of the 

position itself regardless of who encumbers it. 

Based on the review of the position, it is our assessment that the preponderance of duties and responsibilities of this 

position are not reflected in the Administrative Aide classification. The Administrative Aide performs paraprofessional 

work in one or more of several functional administrative programs; responsible for the technical administrative work 

of a small service program; and performs research on a wide variety of special and ongoing projects. By comparison, 

the position supervises and/or independently administers assigned administrative services functions including 

procurement, accounts payable, uniform and equipment, and Cal Card program. Furthermore, when assessing the 

duties described in the Administrative Aide specification, two of the twelve duties listed partially reflect the purpose 

and work performed by the position (note: one of the duties is listed as a “may be assigned”), specifically: 

• Assists in various aspects of general administrative processes such as: purchasing, facilities operations, office

automation, safety, human resources, customer service, public information, and other areas; and

• May be assigned to supervise a small number of general office support employees engaged in separate but

related functions.

Finally the position works under direction as opposed to general supervision as stated in the Administrative Aide 

classification description. Per the County’s definition, direction indicates the position is given a definite objective and 

directive on the work to be done and the position plans and arranges their own work and proceeds according to 

established policy and procedure; whereas general supervision indicates the position is given overall casual 

supervision and the work is carried out according to standard practice general instructions without continuous and 

direct control and only special problems being referred to the immediate supervisor for advice and decision. Per the 

data gathered, the position performs the full range of duties as assigned, works independently, and exercises 

judgment and initiative; whereas the Administrative Aide works under more direct supervision and less independence 

with limited judgment and initiative when making decisions or taking action. The supervision received by the position 

best aligns with the County’s definition of direction.    

The purpose and preponderance of duties and responsibilities of this position are best reflected in the Department 

Analyst classification. The Department Analyst provides analytical assistance in the administration of assigned 

administrative services programs; whereas the Administrative Aide performs technical administrative, accounting, 

and/or human resources work in support of administrative management professionals or a small service program. 

The purpose of the position is not to provide technical support to administrative management professionals; rather 

the purpose of the position is to independently supervise and/or perform assigned work including procurement, 

accounts payable, uniform and equipment, and Cal Card program administration to support department operations.
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Conclusion 

This report presents the findings and recommendation with respect to the Administrative Aide position encumbered 

by Charles Antonetti.  

It has been a pleasure working with the County of Sonoma on this critical project. Please do not hesitate to contact 

us if we can provide any additional information or clarification regarding this report. 

Respectfully submitted by, 

Gallagher, Formerly Koff & Associates 

Alyssa Thompson 

Senior Consultant 
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Report to the Civil Service Commission 

Position Review Study 

Job Classification Studied: Community Services Officer II 

Department/Division: Sheriff’s Office/Law Enforcement, Community Outreach Unit 

Position Reports to (Classification): Community Engagement Liaison 

Incumbent: Emily Fuller 

Bargaining Unit: Service Employees’ International Union – Local 1021 (SEIU) 

Study Requested by: Incumbent and Department 

Recommendation: 

Approve the re-establishment of the Public Information Specialist classification and reclassification of 

the Community Services Officer II position assigned to the Community Outreach Unit of the Sheriff’s 

Office to Public Information Specialist, with the retention of the incumbent pursuant to Civil Service 

Rule 3.3B. 

Justification Submitted in the Request: 

In 2022, the incumbent and department requested the study of one Community Services Officer II at 

the Sheriff’s Office, stating the position is performing work outside the scope of work for the currently 

assigned job classification. The requestor further noted a request for the position be reclassified as an 

APOSD (Agricultural Preservation and Open Space District) Community Relations Assistant.   

The incumbent develops social media copy and graphics, updates websites, and distributes public 

information. Additionally, as part of the Crisis Communications Team, the incumbent in this position 

assists with drafting and publishing critical incident updates, monitors news, responds to media and 
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public inquiries, and assists in developing and implementing outreach strategies. Given the duties 

identified, Human Resources agreed to a position review classification study. 

Study Methodology, Position Background, and Findings & Analysis 

Study Methodology 

To analyze whether this position was appropriately classified, Human Resources reviewed the initial 

incumbent’s Position Description Questionnaire (PDQ); conducted interviews with the current 

incumbent and supervisor; and reviewed the County’s existing job classifications. 

Human Resources reviewed the position’s scope and complexity of responsibilities, level of decision-

making authority, and independent action, budget responsibilities, the consequence of error, guidance 

given and/or received, the nature and purpose of contacts, the similarity of duties performed, 

technical and specialized knowledge requirements, and the associated knowledge, skills, and abilities. 

The classification study process does not consider the volume of work, or the performance level, skill, 

and abilities of the incumbent, which may exceed those required by the position. 

Position Background 

The position review request was initially submitted in February 2022, and the initial incumbent vacated 

the position in July 2022. Prior to separating from the position, the incumbent completed a PDQ and 

submitted it to their supervisor. In October 2022, the current incumbent was hired. After the current 

incumbent was in the position for eight months, the supervisor discussed the class study. The 

incumbent reviewed the PDQ that was completed by the original study requestor, was in agreement 

with the information included, and the supervisor submitted the PDQ to Human Resources to move 

the study forward. 

The Community Outreach Unit in the Sheriff’s Office has gone through significant changes since the 

October 2017 fires and many thereafter. Since 2017, one of the unit’s objectives has been to increase 

the Office’s social media presence in order to address and increase community engagement. The Office 

also identified the “need for exceptional public communications,” particularly during emergencies. In 
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2018, the Community Engagement Liaison was tasked with creating and leading the Crisis 

Communications Team. The Community Services Officer position became a part of the new team. 

Overall, in the unit, there has been a shift in duties towards broader outreach, organizing community 

events, leading public education campaigns, providing public information, and providing disaster 

education. 

Findings & Analysis 

The studied position reports to the Community Engagement Liaison as part of the Community 

Outreach Unit and is also a member of the Sheriff’s Office Crisis Communications team. The latter team 

is activated during emergent law enforcement incidents and disasters and is responsible for issuing 

timely, relevant, and accurate information. The position performs the following broad duties: 

• For social media, maintains Office presence on platforms, drafts communications and posts, 

and responds to community questions; 

• Coordinates and supports administration for community events and crime prevention activities; 

• Develops website content for assigned pages; 

• Sends Nixle alerts and assists with other crisis communications, as needed; 

• Oversees emergency evacuation tag distribution; 

• Provides community engagement tracking and analysis; 

• Liaises with external groups and agencies 

The following summaries categorize the core functions of the position and time associated with 

performing them, as identified by Human Resources during the classification study. 

Community Events & Community Academies (37%): 

The position is expected to coordinate and participate in community events such as community 

celebrations, parades, law enforcement community engagement events, and school career fairs and 

staff information tables, create positive contacts with the community, disseminate information, and 

respond to public inquiries. The position identifies events, evaluates requests to participate, 

coordinates paperwork, and identifies supplemental staff and orders material resources. For the 
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Sheriff’s Office Adult and Youth Community Academies, the position coordinates the full scope of the 

programming including advertising, processing applications, ordering supplies, scheduling speakers and 

volunteers, and food and event planning. Further, as the primary Academy coordinator, this position 

provides guidance to staff for a Spanish Language Academy, though does not directly interact with the 

participants for the Spanish Language Academy. 

Social Media/Website (25%): 

For the Sheriff’s Office website and multiple social media platforms, the position independently writes 

copy and communications, produces videos, takes photos, and creates graphic designs. For social 

media, the position independently posts content on five different platforms and responds to public 

inquiries in compliance with Office’s best practices, expectations, and desired effects. While the 

incumbent is one of the primary content producers/developers/responders, the Sheriff’s Office has a 

social media team that includes Deputy Sheriffs, Correctional Deputies, and civilians who can also 

create social media content and respond to public comments. The incumbent is considered a subject 

matter expert and team resource, responsible for teaching other team members how to use various 

social media platforms, taking high-quality photos and videos and editing for publication; and sharing 

social media best practices and procedures with the internal team. This position is required to 

understand how each platform is utilized, how best to share information with the audiences in each 

platform and interpret when to independently respond and/or escalate social media engagements to 

higher ranks in the department. 

Crime Prevention (13%): 

The position is responsible for independently answering and responding to the Office’s Crime 

Prevention hotline. Additionally, the position conducts crime prevention presentations for 

neighborhood groups and schools. To prepare for a presentation, the position retrieves data from 

crime database systems and develops, designs, and/or identifies appropriate curriculum to present to 

specified audiences. 

Crisis Communications (10%): 
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The position is expected to conduct communications work such as posting to social media during time-

sensitive, life-threatening situations where responsiveness and accurate dissemination of the position’s 

communications affect people’s ability to survive disasters and law enforcement incidents. During the 

course of the study, the supervisor reported that the position is now assigned the duty of sending Nixle 

alerts during urgent and crisis situations. The position posts routine Nixle alerts which entails reviewing 

requests for Nixle alerts by obtaining information from dispatchers or sworn law enforcement, 

determining if it meets standards and inquires further as needed, independently writes an effective 

message with clear instructions so the public can take appropriate action to protect themselves and 

others, and accurately utilizes the Nixle system to ensure the intended recipients receive the messages, 

in their requested language, and in a timely fashion. The Community Engagement Liaison verified 

during the study process that while some Nixle alerts may go through an internal review process, if 

time allows, the studied position is authorized to post Nixle alerts without review, as needed. 

Emergency Preparedness Program (5%): 

The position is responsible for the Evacuation Tag distribution program and preparedness 

presentations to educate the community on the Sheriff’s Office role in emergencies and best practices 

for evacuation preparations. This position is responsible for distributing and tracking evacuation tags to 

other agencies, community groups, and individuals. 

Community Engagement Tracking and Analysis (5%): 

The position provides support for the Sheriff’s Office Annual Report used to analyze the effectiveness 

of engagement activities. This position tracks and enters data throughout the year and retrieves data 

from Excel and creates visual aids using Excel and Canva. 

Liaison with External Groups (5%): 

The position independently participates in work groups with other agencies and groups as the sole 

Sheriff’s Office representative such as the California Crime Prevention Officers’ Association, Northbay 

Youth Firesetters Coalition, and CHP’s Every 15 Minutes program. The position is responsible for 
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fostering collaborative relationships and supporting the production of community events with these 

entities. 

Human Resources’ review of the position identified the scope of duties performed requires written and 

communication skills to effectively share information in-person and across web-based and social media 

platforms and knowledge of the Office’s programs and services. Word processing, desktop publishing, 

and graphic design principles and how to produce social media content are essential for the position. 

The position is required to understand how to promote and coordinate events and research and 

prepare informational and educational materials to ensure the public understands the services and 

support the Sheriff’s Office provides. 

Due to the scope of work performed and the required knowledge and skills needed to perform the 

work, Human Resources reviewed the County’s existing classifications and considered the following 

specifications: 

APOSD Community Relations Assistant: The initial class study request included that there was interest 

in reclassifying the incumbent into this classification. The APOSD classification is exempt from the Civil 

Service rules and is outside of the classified service. In addition, one of the primary functions of the 

APOSD classification is to coordinate volunteer, intern, and educational activities and procure and 

coordinate contracts for services that support public communications, and volunteer, intern, and 

educational activities on Open Space District protected lands. The studied position coordinates 

educational activities but this is not a preponderance of the duties, and the study did not identify that 

the position coordinates volunteers, interns, nor coordinates contracts for services. Therefore, it was 

not determined to be an appropriate option to consider for reclassification purposes. 

Community Services Officer II (CSO): This is the journey-level classification in the series and positions 

in this class perform a variety of public relations, technical, clerical, and manual activities related to law 

enforcement functions which do not require peace officer status; provide information and general 

assistance to the public; and provide support to patrol, administration, or a specialized function or unit. 

The studied position is responsible for independently utilizing social media platforms on behalf of the 

Office, independently sending routine Nixle alerts, developing website content, and being a member of 

the Crisis Communication Team. It coordinates community events and academies and collaborates 
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with outside entities to enhance the Office’s community engagement and outreach. Lastly, the studied 

position analyzes data, creates charts and graphics, and utilizes a variety of software programs to 

effectively perform their work. While some of these duties are appropriate to be performed by a CSO, 

the studied position requires knowledge of desktop publishing and graphic design, and how to produce 

effective written communication for distribution on social media and emergency alert systems, which 

are skills that require specific experience, training, and knowledge to be performed effectively. 

Therefore, Human Resources recommends the position be classified to a classification that is narrower 

in scope than CSO, which more accurately reflects the required level of knowledge and skill and is 

better representative of the duties performed. 

Administrative Aide: This is a paraprofessional class that performs technical administrative, 

accounting, and/or human resources work in support of administrative management professionals or 

of a small service program. This class performs research on a wide variety of special and ongoing 

projects and may provide support and assistance to administrative management, accountants, fiscal 

officers, and other management professionals. While Administrative Aide is a broad job classification 

and can support a variety of departmental functions, the primary purpose of the class is more 

administrative in nature. The class does not readily address the work performed by the studied 

position such as consistently working on communications especially via social media and related 

monitoring, community engagement, events, crisis communications, and creating videos, graphics, and 

photos. Therefore, the Administrative Aide classification was not found to be representative of the 

position’s full scope of duties. 

Marketing Specialist: This job classification is characterized by planning, developing, organizing, and 

implementing marketing projects related to promoting departmental programs, services, and facilities; 

including the development and coordination of community and commercial events. Incumbents work 

with minimal supervision using initiative and creativity in designing and evaluating programs that 

successfully market the organization's facilities, events, programs, and objectives, with an emphasis on 

customer service, public relations, and commerce. The studied position supports the communication 

and outreach efforts but is not responsible for the planning and overall development of the efforts and 

therefore was also not determined to be a match for the work performed by the studied position. 
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A thorough review of the County’s current classification plan showed no existing classification that 

would be appropriate to perform the identified body of work. However, Human Resources did identify 

an abolished classification, Public Information Specialist, as a possible match for the work performed. 

At the August 6, 2020, Civil Service Commission meeting, the Commission approved the abolishment of 

the County Public Information Officer (PIO) and Public Information Specialist classifications. At the time 

of the study, it was determined, “With the development of the new County Communications Manager 

and County Communications Specialist classifications, and the reclassification of transferred positions, 

the County Administrator’s Office will no longer have a need for the County Public Information Officer 

and Public Information Specialist classifications.” At that time, the two classifications were 

conceptually paired together to be used only by the County Administrator’s Office (CAO). The PIO 

classification noted in the Distinguishing Characteristics that it was, “located in the County 

Administrator’s Office.” Upon further review, it was found that the Specialist-level did not carry this 

same language of only being assigned to one designated department and through a review of the use 

of the classification in our HRIS system, CAO had not used the classification, but it had been used by at 

least three departments in the past 20 years. Human Resources conducted an analysis and found that 

much of the body of work described in the abolished specification would be applicable for the studied 

position. 

As specified on the Public Information Specialist’s classification specification, under the Definition 

subheading, this class, “assists management and professional personnel in providing county-wide 

information to promote and develop educational programs and to inform the public of community 

needs, activities and services; coordinates activities with service organizations, community groups, 

schools, and other interested parties.” The purpose of the classification, duties, and general minimum 

qualifications aligned with the studied position. The classification was last updated in 1985, and with 

edits, updates, and modernization within the scope of the job classification, it could be an appropriate 

classification for the studied position, should the Civil Service Commission approve re-establishing the 

classification to the Civil Service classification system. 

Human Resources envisions that re-establishment of this paraprofessional classification may be 

beneficial to departments as there is a growing interest and, in some cases, mandates, to develop 
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and/or increase community engagement. It is intended to provide support and assistance to 

management and professional-level staff in promoting County programs and projects and informing 

the community about offerings and services the County of Sonoma can provide. 

Through the class study process, Human Resources found the studied position’s role in the Sheriff’s 

Office is a specialized position tasked with supporting on-going community outreach and engagement 

to continuously promote the programs and services the Sheriff’s Office provides as well as crisis 

communications, when the need arises. 

Most of the studied position’s time is spent performing duties aligned with the Public Information 

Specialist classification. The assigned duties require the ability to utilize social media to engage with 

the public and promote the Sheriff’s Office as well as in the midst of crises or law enforcement 

incidents. The position consistently participates in a variety of community events and provides 

presentations related to crime prevention and emergency preparedness to promote public safety and 

the services in the Sheriff’s Office. Further, the position is engaged with external partners to provide 

information and collaboration on programs. The position also requires an understanding of how to 

communicate with audiences across different types of platforms and utilize media-producing software 

and tools. 

Therefore, based on an analysis of the position’s level of responsibility and body of work, Human 

Resources has determined the duties performed would be most appropriately classified by the re-

establishment of Public Information Specialist. 

Recommendation 

Approve the re-establishment of the Public Information Specialist classification and reclassification of 

the Community Services Officer II position assigned to the Community Outreach Unit of the Sheriff’s 

Office to Public Information Specialist, with the retention of the incumbent pursuant to Civil Service 

Rule 3.3B. 
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Report Prepared by: Amy Kraus, Principal Human Resources Analyst 

Report Approved by: Lisa Conner, Recruitment and Classification Manager 

Date: 02/10/2025 

































Park Ranger I 4 4406 

Possession of a valid driver’s license at the appropriate level including special  endorsements, as 
required by the State of California, may be required depending upon  assignment to perform the 
essential job functions of the position. 

Background Requirement: Incumbents shall not have been convicted of a felony in this state or 
any other state or in any federal jurisdiction, or of any offense in any other state or in any  
federal jurisdiction, which would have been a felony if committed in this state, nor be under  
current formal probation supervision. 

CANDIDATES CERTIFIED FOR EMPLOYMENT MUST BE WILLING TO UNDERGO AN IN-DEPTH 
BACKGROUND INVESTIGATION, INCLUDING A PSYCHOLOGICAL EVALUATION, CRIMINAL 
HISTORY CHECK, AND A MEDICAL EXAMINATION. 

Citizenship Requirement: Permanent resident aliens who wish to be employed as peace  
officers must apply for citizenship at least one year before application for such employment. If 
a permanent resident alien has not obtained citizenship within three years after application for  
employment or is denied citizenship he or she shall be disqualified for peace officer status. 



County of Sonoma 
CAT. NO. 4 JGRP NO. I 

4408 
Established 11/74 

Revised 9/75, 5/81, 6/83, 2/97, 3/00, 7/05, X/XX 

SENIOR PARK RANGER II 

Definition 

Under direction, assists Supervising Park Rangers III in the day-to-day operation of a regional 
county park area or is in charge of the operation and maintenance activities of a smaller, less 
complex facility; develops nature and interpretive program; and performs related duties as 
required. 

Distinguishing Characteristics 

This is the second working- level in the Park Ranger series. It is distinguished from the next 
higher class of Supervising Park Ranger III in that the latter is responsible for the effective 
supervision, management, operation, and maintenance of major regional park areas with 
greater supervisory responsibility over a larger staff. This job class is distinguished from lower- 
level Park Rangers in that it is assigned more independent work in program activities and/or 
within an assigned park unit and may function as an assistant area Supervisor, functions as an 
Assistant Area Supervisor and may be responsible for the staff and operations of specific areas, 
programs, and/or facilities. 

Individuals newly hired or reappointed into this class shall serve a probationary period of one 
year. Incumbents promoted into the job class shall serve a probationary period of six months. 

Incumbents perform job duties in uniform and may be assigned work during weekends, 
holidays, and irregular hours. 

Typical Duties 

Duties include, but are not limited to, the following: 

Coordinates with supervisory personnel the construction of structures and systems within 
assigned park units, such as nature and hiking trails, wood and wire fences, foot bridges, picnic 
areas, water systems, park signage, interpretive displays, and other related projects. 

Schedules, assigns, and supervises by direct observation, work to be performed by Park Rangers 
and other subordinate personnel Aides; visually inspects work performed by subordinate 
personnel for completeness and conformance to oral and written instructions; may be assigned 
to the supervision of special park activities such as search and rescue, water safety, and 
interpretation activities. 

Directs and participates in a visitor service interpretive program within an assigned park 
unitdistrict, which consists of gathering, labeling, and cataloging data on fish, wildlife, plants, 
insects, historical, and other significant natural and interpretive information; instructs visitors in 
nature and interpretative programs. 

Assists supervisory personnel in training new personnel in park operations and management, 
specific tasks to be performed and appropriate job standards, and park rules, regulations and 
other governing data pertaining to park operations and emergency services; works with 
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volunteers or juvenile probation crews on special projects; acts for the area supervisor in his or 
her their absence. 

Directs subordinate personnel and participates in the patrol of an assigned park on foot, bicycle 
or in a light motorized vehicle, collects visitor day-use and overnight camping fees or issues 
courtesy envelopes; computes daily park fees and enters amounts on a standardized form and 
prepares bank deposits; performs the computations of total daily visitor use. 

Works to achieve rule compliance through education, interpretation, outreach, and the 
strategic use of Parking Citations and Administrative Citations as it relates toEnforces park 
rules, regulations,  laws and ordinances governing activities within an assigned park  
unitdistrict; issues written citations to individuals in violation of park rules, regulations, laws and 
ordinances. 

Provides emergency medical care for visitors including cardiopulmonary resuscitation, control 
of bleeding, splinting fractures, caring for poisoning and dressing and bandaging of wounds; 
summons assistance when necessary. 

Establishes and/or maintains a records filing system for assigned park  unitdistrict. 

Performs related duties as assigned. 

Performs duties of a Park Ranger I as required. 

Knowledge and Abilities 

Working knowledge of: park management operations, practices and operations, horticulture, 
forestry and natural resources; general principles of park administration, such as fee collection, 
park patrol, park law enforcement resources, park law enforcement, and park interpretation; of 
county park rules, and state regulations, laws and ordinances; State Fish and Game rules, 
regulations, and laws; basic hand and power tools, work aides, power tools and light machines 
used in carpentry, plumbing, electrical, and related work; monetary and statistical record 
keeping; county park features and natural resources; effective principles and practices of 
personnel supervision and training; first aid emergency medical techniques and practices, 
including cardiopulmonary resuscitation. 

Ability to: deal effectively and tactfully with the public and county employees; follow written 
and oral instructions; effectively train, schedule, assign, and supervise subordinate personnel; 
perform arithmetic calculations involving United States monetary units and other basic 
arithmetic calculations; tactfully enforce park rules, regulations, laws and ordinances, and to 
issue written citations and violations; read and interpret illustrative construction drawings; 
perform building and unskilled maintenance and repair tasks with hand tools, work aides, and 
light machines; comply with common safety practices and procedures; detect safety hazards 
within a park area and take corrective action; learn and apply Emergency Medical 
TechnicianMT bBasic medical services level first aid to park visitors; communicate clearly and 
concisely, both orally and in writing, using appropriate English grammar and syntax; speak 
effectively before groups and audiences; understand and accept differences in human 
behavior; effectively interact with all populations; perform moderately heavy physical labor; 
safely drive and operate light motorized vehicles; work during weekdays, weekends, holidays, 
and shift hours, and to wear a uniform. 
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Minimum Qualifications 

Education: The ability to read and write English and make basic arithmetic calculations at a 
level for successful job performance is required, as is academic course work which directly 
relates to the knowledge and abilities listed. Normally, this course work would be in the fields 

of park management, forestry, natural resources or closely related field. 

Experience and Education: Any combination of experience, training, and/or education which 
directly relates to the knowledge and abilities listed. Normally, one year of journey-level 
experience in park management or operations and possession of a high school diploma or 
General Educational Development (GED) certificate, would provide such opportunity.. 

License: Possession of, or ability to obtain, a valid State of California Class C Driver License is 
required by date of hire and must be maintained throughout employment in this classification. 

Additional Requirements: Candidates must be willing to work in uniform, and willing to work 
all shifts, including days, evenings, nights, weekdays, weekends, and holidays. 

Certifications: Requires successful completion of a PC 832 Arrest Course AND current and valid 
certifications for Cardiopulmonary Resuscitation and Emergency Medical Response or equivalent. 

Prior to the expiration of the probationary period, incumbents must demonstrate completion of 
the County of Sonoma Park Ranger Certificate coursework or equivalent and obtain an 
Emergency Medical Technician certification recognized by the Sonoma County medical authority. 

Incumbents shall be required to maintain applicable certifications while in the position. 

Special Qualifications: 

Requires a certificates of successful completion of the 290-hour basic law enforcement training 
certified by the U.S. Dept of the Interior as qualifying for employment in the National Park 
Service and other federal agencies or equivalent and a P.C. 832 course, or equivalent police 
academy; 

AND 

A also requires a current and valid Cardiopulmonary Resuscitation and Emergency Cardiac Care 
Card, and a current First Responder or Emergency Response certificate. 

Prior to the expiration of the probationary period, incumbents must also  acquire a valid 
Emergency Medical Technician Basic certificate , and successfully complete required training in 
the use of a baton and pepper spray. 

License: Possession of, or ability to obtain, a valid State of California Class C Driver License is 
required by date of hire, and must be maintained throughout employment in this 
classification.Possession of a valid driver’s license at the appropriate level including special 
endorsements, as required by the State of California, may be required depending upon 
assignment to perform the essential job functions of the position. 

Additional Requirements: Candidates must be willing to work in uniform, and willing to work 
all shifts, including days, evenings, nights, weekdays, weekends, and holidays.  
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Background Requirements: Incumbents shall be required to successfully complete additional 
background and/or criminal history checks as determined by county, state, and/or federal 
regulations. 

Incumbents shall not have been convicted of a felony in this state or any other state or in any 
federal jurisdiction, or of any offense in any other state or in any federal jurisdiction, which 
would have been a felony if committed in this state, nor be under current formal probation 
supervision. 

CANDIDATES CERTIFIED FOR EMPLOYMENT MUST BE WILLING TO UNDERGO AN IN-DEPTH 
BACKGROUND INVESTIGATION, INCLUDING A PSYCHOLOGICAL EVALUATION, CRIMINAL 
HISTORY CHECK, AND A MEDICAL EXAMINATION. 

Citizenship Requirement: Permanent resident aliens who wish to be employed as peace 
officers must apply for citizenship at least one year before application for such employment. If a 
permanent resident alien has not obtained citizenship within three years after application for 
employment or is denied citizenship he or she shall be disqualified for peace officer status. 
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SUPERVISING PARK RANGER III 

Definition 

Under general direction, supervises the staff and administers the day-to-day operation and 
maintenance activities of a major regional county park area; trains employees in law 
enforcement  achieving compliance of park rules, regulations, and ordinances, through 
education, interpretation, outreach and strategic use of Parking and Administrative Citations, 
park patrol, emergency services, and other related subjects; develops nature and interpretive 
programs; and performs related duties as required. 

Distinguishing Characteristics 

This is the supervisory-level class in the Park Ranger series. This is the highest level class in the  
Park Ranger series. Incumbents in this class are in positions of trust and confidence and are 
held accountable for the management, operations, and maintenance of an assigned large multi- 
use park and/or several small park districtsunits in a designated geographical area.. 

Incumbents perform job duties in uniform and may be assigned work during weekends, 
holidays, and irregular hours. 

Individuals newly hired or reappointed into this class shall serve a probationary period of one 
year. Incumbents promoted into the job class shall serve a probationary period of six months. 

This class is distinguished from the next higher class of Park ManagerPrincipal Chief Park Ranger 
in that the latter is responsible for the effective supervision, management and staff 
coordination  of the entire Park Operations Division. the first management-level class in the 
Park Ranger series responsible for supervising Park Rangers and other staff who carry out the 
day-to-day activities  within the Regional Parks system and have overall responsibility for the 
effective supervision,  management, and staff coordination of multiple park districtsunits within 
the Park Operations Division. 

Typical Duties 

Duties include, but are not limited to, the following: 

SupervisesAssists with monitoring the construction of structures and systems within assigned 
parks district units, such as nature and hiking trails, wood and wire fences, foot bridges, picnic 
areas, water systems, and other related projects; coordinates with park districtunit personnel 
the assignment of operations and maintenance personnel to different park districtsunits, as 
necessary. 

Hires extra- help employees, schedules, assigns, and evaluates subordinate employees, 
recommends merit increases, recommends discipline, adjusts grievances within the limits of 
authority; visually inspects work performed by subordinate personnel for completeness and 
conformance to oral or written instructions. 
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Directs and participates in a visitor service interpretive program within assigned park area unit, 
which consists of gathering, labeling, and cataloging data on fish, wildlife, plants, insects, 
historical, and other significant natural and interpretive information; instructs visitors in nature 
and interpretive programs within an assigned park and/or park districtunit. 

AWhen assigned as athe Department Training Officer, plans, conducts, and/or coordinates 
training for the department; surveys the department to determine training needs; estimates cost 
to provide training; establishes training priorities in consultation with staff; presents training 
priorities to department management for approval. 

Oversees the training for and advises/Aassists the designated training officer and lower- level 
operations personnel in training new staff in park operations and management, specific tasks 
to be performed and appropriate job standards, and of park rules, regulations, and other 
governing data pertaining to park operations. 

Directs subordinate personnel and participates in the patrol of an assigned park districtunit on 
foot, bicycle, or in a light motorized vehicle, collects visitor day-use and overnight camping fees 
or issues courtesy envelopes; computes daily park fees and enters amounts on a standardized 
form; performs the computation of total daily visitor use and fees using basic arithmetic 
calculations; prepares bank deposits and reconciles monthly collections. 

Works to achieve rule compliance through education, interpretation, outreach, and the 
strategic use of Parking Citations and Administrative Citations as it relates toEnforces park 
rules,  and state regulations, laws and ordinances governing activities within an assigned park 
or park district unit; issues written citations to individuals in violation of park rules, regulations,
 laws and ordinances. 

Assists the PrincipalChief Park Ranger and/or Park Manager in the development of the Parks 
Operations Division budget; budget appropriation account balances by budget categories; takes 
appropriate action to maintain budget in balance. 

Provides emergency medical care for park visitors including cardiopulmonary resuscitation, 
control of bleeding, splinting fractures, caring for poisoning, and dressing and bandaging of 
wounds; summons assistance when necessary. 

Establishes and/or maintains a records filing system for reports, fixed assets, special use permits, 
and other required inventory, ensuring staff compliance within thefor assigned area of 
responsibility. 

Keeps equipment maintenance and usage records. 

May be assigned as a Department Training Officer. 

Performs related duties as assigned. 

Knowledge and Abilities 

Considerable knowledge of: park management of park operations, practices and operations, 
horticulture, forestry, and natural resources; general principles of park administration, such as 
fee collection, park patrol, park law enforcement resources park law enforcement, and park 



Supervising Park Ranger III 3 4410 
 
 
interpretation; county park rules, state regulations, laws, and ordinances; State Fish and Game 
rules, regulations, and laws; basic hand and power tools., work aides, power tools, and light 
machines used in carpentry, plumbing, electrical, and related work. 

Working knowledge of: how to develop and coordinate a departmentdivision training program 
needs; supervision techniques and scheduling; monetary and statistical record keeping; first 
aidemergency medical techniques and practices, including cardiopulmonary resuscitation; the 
operation of an aquatics program. 

Ability to: deal effectively and tactfully with the public and county employees; follow written 
and oral instructions; effectively train, schedule, assign, evaluate and supervise subordinate 
personnel; perform arithmetic calculations involving United States monetary units and other 
basic arithmetic calculations; tactfully enforce park rules, state regulations, laws and 
ordinances, and to issue written citations and violations; read and interpret illustrative 

construction drawings; perform general building and unskilled maintenance and repair tasks 
with hand tools, work aides, and light machines; comply with and enforce common safety 
practices and procedures; detect safety hazards within a park area and take corrective action; 
establish and/or maintain record filing systems; prepare written reports; learn and apply 
administer Emergency Medical TechnicianMT bBasic level of first aid to park visitors; 
communicate clearly and concisely, both orally and in  writing, using appropriate English 
grammar and syntax; speak effectively before groups and audiences; understand and accept 
differences in human behavior; effectively interact with all populations; perform moderately 
heavy physical labor; safely drive and operate light motorized vehicles; work during weekdays, 
holidays, and shift hours, and to wear a uniform. 

Minimum Qualifications 

Education: The ability to read and write English and make basic arithmetic calculations at a  
level for successful job performance is required, as is academic course work which directly  
relates to the knowledge and abilities listed. Normally, this course work would be in the fields  
of park management, forestry, natural resources or closely related field 

 
Experience and Education: Any combination of experience, training, and/or education which 
directly relates to the knowledge and abilities. Normally, three years of experience in park 
management or operations which included lead worker and/or program responsibilities and 
possession of a high school diploma or General Educational Development (GED) certificate, 
would provide such opportunity. 
 
License: Possession of, or ability to obtain, a valid State of California Class C Driver License is  
required by date of hire, and must be maintained throughout employment in this  classification. 

Additional Requirements: Candidates must be willing to work in uniform, and willing to  
work all shifts, including days, evenings, nights, weekdays, weekends, and holidays. 

Certifications: Requires successful completion of a PC 832 Arrest Course AND current and valid 
certifications for Cardiopulmonary Resuscitation and Emergency Medical Response or 
equivalent. 

Prior to the expiration of the probationary period, incumbents must demonstrate completion of 
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Motion: Commissioner Withington 
Second: Commissioner Dunn 
Ayes – Roll Call Vote: 5 Abstain: 0 Absent: 0 

7. Appeals 
N/A 

8. Other Scheduling Matters 
Chair Hadzess and Commissioner Withington will not be available to attend the 

Civil Service Commission meeting on May 15, 2025. 

9. Commissioners Closed Session 
N/A 

10. Reconvene from Closed Session 
N/A 

11. Commissioners Open Session  
Commissioner Dunn thanked the staff for consistently producing and presenting 

well-written reports. 

12. Public Comment 
N/A 

13. Adjournment 
The Civil Service Commission meeting adjourned at 3:32 p.m.  
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