
 
 State of California 
Department of Resources Recycling & Recovery (CalRecycle) 
CalRec ycle 109A (Rev. 7/14) 
 
           Proposed, no change in duties 

DUTY STATEMENT 
Classification:  Staff Services Manager I Position Number:  835-422-4800-XXX 

Division/Office/Section:  DOR/Certification, Assistance & Review Section/Certification Unit 

Location:  801 K Street, Sacramento, CA 95814 Effective Date: 

Employee's Name: Supervision Exercised:   Yes   No 

Supervisor's Name:  Debra Kustic 

Collective Bargaining Identifier (CBID):  S01 

 
 
 

 

This position requires the incumbent to maintain consistent and regular attendance; communicate effectively (orally and in 
writing if both appropriate) in dealing with the public and/or other employees; develop and maintain knowledge and skill 
related to specific tasks, methodologies, materials, tools and equipment; complete assignments in a timely and efficient 
manner; and, adhere to department policies and procedures regarding attendance, leave, and conduct. 
 
POSITION DESCRIPTION: 
Under general direction of the Recycling Program Manager I, the Staff Services Manager I directly supervises staff assigned 
to the Certification Unit.  The incumbent plans, organizes, and directs the implementation of work in the Certification Unit.  
The Certification Unit is responsible for certifying/registering recycling collection programs within California’s Beverage 
Container Recycling Program including recycling centers, processors, drop-off or collection programs, community service 
programs, and curbside programs.  The Certification Unit also maintains computer database records of certified and 
registered operators, facilities, and programs using the Division of Recycling Integrated Information System (DORIIS).  The 
incumbent may be required to travel, not to exceed 15% of the time, which may include overnight travel for trips of two or 
more days in duration. 
 

ESSENTIAL FUNCTIONS 
 
30% Plan, organize, and direct activities necessary for the Certification Unit.  Review work products for completeness 

and accuracy for certifying/registering recycling collection programs.  Ensure staff provide efficient and effective 
customer service.  Guide staff efforts in setting timelines and developing work and strategic plans.  Evaluate unit 
processes, procedures, and polices related to issuing and managing certifications and implement improvements to 
best utilize resources and increase customer service.  Encourage staff participation in a team environment.  
Establish and track performance measures for the Unit and evaluate effectiveness.  

 
25% Hire, train, supervise, and evaluate professional staff that work at the journey level to perform complex duties, 

technical staff that perform technical and semi-professional duties, and seasonal staff that perform less complex 
and technical duties related to certification or registration of program participants.  Perform supervisory functions 
and oversee staff efforts related to the Unit such as staff training, performance evaluations, individual development 
plans, budgeting, report development, procedure and policy development and implementation, and approval of 
absences, timesheets, travel requests, and travel expense claims. 

 
25% Provide leadership in implementing regulations, policies, and procedures and review of applications for certification 

and registration.  Personally perform more difficult tasks such as processing unusually complex certification 
applications or sensitive revocations of certification.  Assist the Recycling Program Manager I in the development 
and implementation of section, branch, and division management and administrative policies and procedures.  
Develop legislative and regulatory recommendations.  Research, resolve, and advise section, branch, and division 
management on complex issues.  Assist the Recycling Program Manager I and other section staff on special 
projects as assigned, such as analysis of program reform effectiveness and development of regulations. 

 
15% Establish and maintain effective partnerships with other CalRecycle units/offices and collaborate to ensure 

coordination of functions.  Establish and maintain effective relationships with other division and department staff, 
other state and local governmental agencies, the recycling industry, the public, and other stakeholders.  
Collaborate with the Legal Office regarding issues concerning existing and potential certified program participants.  
Serve as a Liaison between Unit staff and other CalRecycle units and branches to ensure consistent oversight and 
provide coordination, monitoring, and process improvements. 

 



 
MARGINAL FUNCTIONS 
 
05% Attend and represent the Program at meetings, conferences, hearings, trainings, and other events.  Participate on 

intra/inter-agency working groups.  Act on behalf of the Recycling Program Manager I in his/her absence. 
 
 
 

 

I have read and understood the duties and essential functions of the position and can perform these 
duties with or without reasonable accommodation: 
 
Employee Signature: 

Date: 

I certify that the above accurately represent the duties of the position: 
 
Supervisor Signature: 

Date: 

PERSONNEL USE ONLY:  This personnel transaction has been reviewed and approved by:  

C&P Analyst: Date Approved: 




Accessibility Report


		Filename: 

		422-4800-001.pdf




		Report created by: 

		

		Organization: 

		




[Enter personal and organization information through the Preferences > Identity dialog.]


Summary


The checker found problems which may prevent the document from being fully accessible.


		Needs manual check: 2

		Passed manually: 0

		Failed manually: 0

		Skipped: 1

		Passed: 27

		Failed: 2




Detailed Report


		Document



		Rule Name		Status		Description

		Accessibility permission flag		Passed		Accessibility permission flag must be set

		Image-only PDF		Passed		Document is not image-only PDF

		Tagged PDF		Passed		Document is tagged PDF

		Logical Reading Order		Needs manual check		Document structure provides a logical reading order

		Primary language		Passed		Text language is specified

		Title		Passed		Document title is showing in title bar

		Bookmarks		Passed		Bookmarks are present in large documents

		Color contrast		Needs manual check		Document has appropriate color contrast

		Page Content



		Rule Name		Status		Description

		Tagged content		Passed		All page content is tagged

		Tagged annotations		Passed		All annotations are tagged

		Tab order		Passed		Tab order is consistent with structure order

		Character encoding		Passed		Reliable character encoding is provided

		Tagged multimedia		Passed		All multimedia objects are tagged

		Screen flicker		Passed		Page will not cause screen flicker

		Scripts		Passed		No inaccessible scripts

		Timed responses		Passed		Page does not require timed responses

		Navigation links		Passed		Navigation links are not repetitive

		Forms



		Rule Name		Status		Description

		Tagged form fields		Passed		All form fields are tagged

		Field descriptions		Passed		All form fields have description

		Alternate Text



		Rule Name		Status		Description

		Figures alternate text		Passed		Figures require alternate text

		Nested alternate text		Passed		Alternate text that will never be read

		Associated with content		Passed		Alternate text must be associated with some content

		Hides annotation		Passed		Alternate text should not hide annotation

		Other elements alternate text		Passed		Other elements that require alternate text

		Tables



		Rule Name		Status		Description

		Rows		Passed		TR must be a child of Table, THead, TBody, or TFoot

		TH and TD		Passed		TH and TD must be children of TR

		Headers		Failed		Tables should have headers

		Regularity		Failed		Tables must contain the same number of columns in each row and rows in each column

		Summary		Skipped		Tables must have a summary

		Lists



		Rule Name		Status		Description

		List items		Passed		LI must be a child of L

		Lbl and LBody		Passed		Lbl and LBody must be children of LI

		Headings



		Rule Name		Status		Description

		Appropriate nesting		Passed		Appropriate nesting






Back to Top


