
                                                                                                                   
                                                                                               
 
 
 
 
 
      

SUSTAINABILITY PROGRAM MANAGER 
Monthly Base Salary: $7,562 - $9,192  

Closing Date/Time: 5PM, Friday, October 2, 2020  
 

The City of Piedmont is a charter city of approximately 11,000 residents located in the beautiful Oakland Hills, overlooking the 
San Francisco Bay.  The city, which is virtually built out, consists of established, high-quality single family homes on quiet tree-
lined streets. Within Piedmont’s 1.8 square-mile area there are five city parks and numerous landscaped areas which offer 
wooded paths, tennis courts, children’s playgrounds and picnic facilities. 
 
DEFINITION 
Under general direction, plans, implements, and administers comprehensive Citywide programs and activities pertaining to 
environmental management and sustainability; develops and implements program goals and objectives; provides complex and 
responsible support to City management staff in areas of expertise; acts as the external liaison for City sustainability programs; 
and performs related duties, as assigned.   
 
SUPERVISION RECEIVED AND EXERCISED 
Receives general direction from assigned management personnel. Exercises no direct supervision over staff. 
 
CLASS CHARACTERISTICS 
This classification is responsible for independently performing duties in support of sustainability programs related to climate 
action, clean water, and solid waste collection and diversion. Incumbents are responsible for the development and delivery of 
public engagement and education initiatives, securing project funding, and completing legislative analysis and/or research. 
Performance of the work requires the use of independence, initiative, and discretion within established guidelines. Positions in 
this classification rely on experience and use independent judgment to ensure the program’s efficient and effective service 
delivery.  Work is typically reviewed upon completion for soundness, appropriateness, and conformity to policy and 
requirements.     
 
EXAMPLES OF TYPICAL JOB FUNCTIONS (Illustrative Only) 
Management reserves the right to add, modify, change or rescind the work assignments of different positions and to make 
reasonable accommodations so that qualified employees can perform the essential functions of the job. 
 
 Plans, develops, administers, and evaluates program policies and procedures for the City’s climate action program including 

adaptation and resiliency programs, clean water program, and solid waste collection and diversion programs. 
 Serves as a technical resource on sustainability initiatives, policies and programs; works with City departments to establish 

sustainable practices applicable to their respective functions and implementation of municipal measures in the Climate 
Action Plan and other City environmental policies. 

 Assists with the development of technical compliance requirements for sustainability programs such as the Alameda 
Countywide Clean Water Program. 

 Maintains oversight of the City’s solid waste collection service agreement, including the procurement of services; reviews 
reports and rate adjustment requests submitted by the franchised solid waste service provider; conducts waste 
characterization studies and performance audits; assesses the service provider’s compliance with the terms of the agreement. 

 Evaluates proposed sustainability measures to prioritize investment through life cycle and cost/benefit analysis or other 
applicable metrics prior to implementation. 

 Develops and implements mechanisms to evaluate program effectiveness; recommends procedural changes to enhance 
program effectiveness. 

 Identifies and applies for relevant grants; reviews and interprets grant requirements, legislation, codes, and regulations; 
submits grant applications for a wide variety of environmental programs; manages the grant administration, including 
contracts with state, county and regional agencies. 
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Invites applications for the position of: 
 



 

 Develops, monitors, and administers environmental programs budget; performs ongoing monitoring of expenditures to 
ensure compliance with budget provisions including contract administration, invoice processing and maintenance of support 
inventory for a variety of programs.  

 Initiate solicitations, including requests for proposal and sole source requests to provide materials and services; coordinate 
and participate in the evaluation of submittals; negotiate and execute contracts; administer and manage contracts ensuring 
compliance with all requirements. 

 Provides technical and functional direction to assigned staff; oversees work activities to ensure they are properly conducted; 
provides training on program operations; provides information to management on staff performance. 

 Works with a variety of community organizations and individuals to arrange and coordinate services; conducts community 
outreach to increase awareness of program offerings and operations; and solicits support for ongoing program services. 

 Monitors changes in laws, regulations, and technology that may affect sustainability programs; implements policy and 
procedural changes as required. 

 Makes presentations to community groups and organizations regarding programs, services and activities; attends various 
meetings, committees and conferences related to program goals and objectives. 

 Prepares and presents reports and other correspondence to various stakeholders;  
 Serves as a liaison for assigned programs with other City departments, public officials, regulatory bodies, the business 

community, members of policy and advisory boards, community and civic groups, and the public.  
 Oversees the preparation and implementation of marketing and public information campaigns designed to secure public 

participation. 
 Performs review of building plans to ensure compliance with codes, ordinances, and regulations, as needed.  
 Performs other related duties as assigned. 
 
QUALIFICATIONS 
 
Knowledge of: 
 Administrative principles and practices, including goal setting, program development, implementation, and evaluation, and 

project management. 
 Principles, practices, terminology, and methods of sustainable development and environmental compliance programs, 

including greenhouse gas emissions reduction, climate adaption, resiliency, energy conservation, stormwater and surface 
water quality, water conservation, and solid waste collection, diversion, and recycling. 

 Project and program development, management, and evaluation principles and techniques. 
 Principles and lead direction and training.  
 Designs, plans, and specifications used in public works and construction. 
 Basic principles and practices of budget development and monitoring. 
 Principles, practices, methods, and techniques of marketing and public information campaigns.  
 Applicable federal, state and local laws, regulatory codes, ordinances and procedures pertaining to the environment, 

greenhouse gas emissions, solid waste management and storm water protection. 
 Methods and techniques of effective technical report preparation and presentation. 
 Modern office practices, methods, and computer equipment and applications related to the work. 
 English usage, grammar, spelling, vocabulary, and punctuation.  
 Techniques for effectively representing the City in contacts with governmental agencies, community groups, and various 

business, professional, educational, regulatory, and legislative organizations. 
 Techniques for providing a high level of customer service by effectively dealing with the public, vendors, contractors, and 

City staff. 
 

Ability to: 
 Effectively manage and administer program operations and activities. 
 Develop and implement goals, objectives, practices, policies, procedures, and work standards.  
 Prepare and administer program budgets; allocate limited resources in a cost-effective manner. 
 Analyze, interpret, summarize, and present technical information and data in an effective manner. 
 Generate a variety of business documents including letters, memoranda, reports, and other written material.  
 Understand, interpret, and apply all pertinent laws, codes, regulations, policies and procedures, and standards relevant to 

work performed. 
 Effectively represent the department and the City in meetings with governmental agencies; community groups; various 

business, professional, and regulatory organizations; and in meetings with individuals.  
 Plan, assign and review the work of staff and contract consultants. 
 Prepare and present information in various formats and for diverse audiences.  
 Establish and maintain a variety of filing, record-keeping, and tracking systems. 
 Attend evening and weekend meetings and/or events, as required. 



 

 Independently organize work, set priorities, meet critical deadlines, and follow-up on assignments. 
 Effectively use computer systems, software applications relevant to work performed, and modern business equipment to 

perform a variety of work tasks. 
 Use English effectively to communicate in person, over the telephone, via digital platforms, and in writing. 
 Use tact, initiative, prudence, and independent judgment within general policy, procedural, and legal guidelines. 
 Establish, maintain, and foster positive and effective working relationships with those contacted in the course of work. 
 
Education and Experience: 
Any combination of training and experience that would provide the required knowledge, skills and abilities is qualifying. A 
typical way to obtain the required qualifications would be: 
 
Equivalent to graduation from an accredited four-year college or university with major coursework in public administration, 
public policy, environmental science, environmental engineering, planning, or a related field and three (3) years of increasingly 
responsible experience in environmental program development, coordination, and/or implementation. A master’s degree, 
supervisory experience and membership with the U.S. Green Business Council are desirable. A master’s degree may be 
substituted for one (1) year of experience.   
 
Licenses and Certifications: 
 Valid California class C driver’s license is preferred, with satisfactory driving record. The City monitors DMV activity over 

the course of employment.  
 
PHYSICAL DEMANDS 
Must possess mobility to work in a standard office setting and use standard office equipment, including a computer, to inspect 
City development sites, including traversing uneven terrain, climbing ladders, stairs, and other temporary or construction access 
points; to operate a motor vehicle, and to visit various meeting sites within and outside of the City; ability to read printed 
materials and a computer screen; vision to conduct site visits; and hearing and speech to communicate in person, before groups, 
and over the telephone. This is primarily a sedentary office classification although standing in work areas and walking between 
work areas may be required.  Finger dexterity is needed to access, enter, and retrieve data using a computer keyboard or 
calculator and to operate standard office equipment.  Positions in this classification occasionally bend, stoop, kneel, reach, push 
and pull drawers open and closed to retrieve and file information.  Employees must possess the ability to lift, carry, push and 
pull materials and objects weighing up to 25 pounds. 
 
ENVIRONMENTAL ELEMENTS 
Employees work in an office environment with moderate noise levels, controlled temperature conditions, and no direct exposure 
to hazardous physical substances.  Employees may work in the field and occasionally be exposed to loud noise levels, cold and 
hot temperatures, inclement weather conditions, road hazards, vibration, mechanical and/or electrical hazards, and hazardous 
physical substances and fumes.  Employees may interact with disagreeable public and private representatives in interpreting and 
enforcing departmental policies and procedures. 
 
COMPENSATION    
Monthly Salary:  $7,562 - $9,192 (FLSA Exempt) 
 
BENEFITS 
 Medical, with a generous amount of the premium paid by the City 
 Delta Dental Premier, with orthodontia @ $5,000 lifetime maximum, premium paid in full by the City 
 Vision, with the ability for an annual exam, premium paid in full by the City 
 Employee Assistance Plan 
 Life insurance with a value of 2X your annual salary, and long term disability @ 60%, premium paid in full by the City 
 Retirement benefit depends upon membership date: Classic employee CalPERS 2% @ 60, employee share is 7%.  New 

Members 2% @ 62, employee share is currently 6.75%.  The City also participates in Social Security 
 Vacation: Accrue 11 days per year to start at the rate of 6.875 hours per month 
 Personal Leave: In lieu of overtime, from 4 – 10 days of leave with pay each year 
 Holidays: 13 days per calendar year 
 Sick leave accrual @ 9.38 hours per month 
 Deferred compensation, credit union and tuition reimbursement available 
 Children of full-time City employees are eligible to attend school in the Piedmont Unified School District.  Additionally, the 

children of full-time employees are eligible to attend the Skipping Stones (based upon eligibility for ages 2 yrs. 9 mo--four 
years), and Schoolmates (elementary school aged) programs at no charge.  



 

 
 
THE APPLICATION PROCESS 
To be considered for this employment opportunity, a cover letter and city employment application must be submitted by 5 
p.m., October 2, 2020, to City of Piedmont, Attn: Stacy Jennings, 120 Vista Avenue, Piedmont, CA  94611.  The application is 
also available on our web site @ www.ci.piedmont.ca.us.  Postmarks, e-mails and faxes will not be accepted.   Incomplete applications 
will not be accepted.  The City of Piedmont complies with EOE, AA and ADA.  Examinations may be assembled, unassembled, 
written, oral, practical demonstration, or any combination thereof. All applicants should alert the personnel officer in advance if any 
accommodation is necessary to perform the job function or test. We comply with the ADA and consider reasonable accommodation 
measures that may be necessary for eligible applicants/employees to perform essential functions.  Hire may be subject to passing a 
medical examination by a city physician, including a drug screen and TB testing, and to skill and agility tests. All offers of 
employment will be conditional upon satisfactory proof of applicant’s authority to work in the U.S. as required by the Immigration 
Reform and Control Act. 
 
Candidates under final consideration for employment with the City should expect to undergo an employment reference/background 
check that may include, but is not limited to: employment history, confirmation of educational credentials and degrees, licenses 
including driver's license, registrations, certificates, and other credentials as part of the appointment process. Some positions, 
depending on the nature of the work, also require a credit check and a review of Summary Criminal History obtained from the State 
Department of Justice through Live Scan Fingerprinting. 

 
The information contained herein is subject to change and does not constitute either an expressed or implied contract,  

and any provisions contained in this bulletin may be modified or revoked without notice. 
 
 
 
 
Human Resources 
120 Vista Avenue, Piedmont, CA 94611 
510-420-3047             9/10/2020
          


