HELIX WATER DISTRICT

March 25, 2009
ASSISTANT BOARD SECRETARY

JOB SUMMARY

Assistant Board Secretary is a non-exempt advanced journey-level clerical class. Under general direction, assists in administering operations of the Board office; participates in preparation and distribution of Board agenda and minutes and the maintenance of Board records and files; and performs related duties as assigned.

DUTIES AND RESPONSIBILITIES

Duties include but are not limited to the following:

1. Serves as assistant secretary to the Board; attends Board meetings and public hearings held on a variety of issues; prepares Board meeting agenda, assembles and distributes agenda packets and prepares agenda binders for Board members; prepares approved minutes for signature and drafts the official minutes as assigned; follows up on action items arising out of Board meetings; maintains the Board events calendar.

2. Makes conference and travel arrangements for Board members; prepares requests for travel funds.

3. Tracks the filing of Statements of Economic Interest by Board, affected employees and consultants.

4. Performs duties as required of a Notary Public.

5. As a member of the Support Services department self-directed work team, performs varied, difficult, sensitive and confidential office administrative, secretarial and support functions.

DESIRED MINIMUM QUALIFICATIONS

Knowledge of:
1. District code, state and local laws and other legal requirements applicable to the governmental structure of the District and specifically related to the functions and operations of the Board and the Board office.

2. Legal requirements applicable to the maintenance and retention of public records. 

3. Requirements of the Brown Act and parliamentary procedure. 

4. Organization, functions, procedures and rules of the Board.

5. Standard office administrative practices and procedures. 

6. Principles and practices of business communication; correct English usage, including spelling, grammar and punctuation.

7. District organization, rules, policies and procedures applicable to areas of responsibility.

8. Record keeping and filing practices and procedures.

9. Basic budgeting, accounting and purchasing terminology, practices and procedures
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1. Operate a computer and use standard word processing, presentation, spreadsheet, graphics and database software.

2. Type accurately at a speed necessary to meet the requirements of the position.

3. Organize own work and carry out assignments reliably, independently and with appropriate attention to detail, while managing multiple and changing priorities.

4. Interpret, apply, explain and reach sound decisions in accordance with laws, regulations, rules, policies and procedures.

5. Organize, research and maintain standard and specialized office files.

6. Compose correspondence, prepare documents and make arrangements from brief instructions.

7. Prepare clear, accurate and concise records and reports.

8. Maintain sensitive and confidential information.

9. Use a high degree of tact, discretion and diplomacy in dealing with sensitive situations and concerned or upset individuals.

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

11. Work collaboratively as a member of a self-directed work team.

Training and Experience:

Training and experience substantially equivalent to graduation from high school or a G.E.D. equivalent; and four years of progressively responsible administrative experience involving the development and maintenance of records and legal documents and the meeting of critical deadlines.

Licenses; Certificates; Special Requirements:

A valid Class C California driver’s license and the ability to maintain insurability under the District’s Vehicle Insurance policy.

A valid State of California Notary Public license, or ability to obtain within 12 months. 

PHYSICAL AND MENTAL DEMANDS AND WORK ENVIRONMENT

The physical and mental demands and the work environment characteristics described here are repre-sentative of those required for the performance of job duties.

Physical Demands:
While performing the duties of this class, the employee is regularly required to sit, stand and walk; talk or hear, in person, in meetings and by telephone; use hands repetitively to finger, handle, feel or operate computers and other standard office equipment; and reach with hands and arms. The employee frequently lifts up to 10 pounds.

Specific vision abilities required by this job include close vision and the ability to adjust focus.

Mental Demands:

While performing the duties of this class, the employee is regularly required to use written and oral communication skills; read and interpret complex data, information and documents; analyze and solve problems; observe and interpret people and situations; use math and mathematical reasoning; learn and apply new information or skills; perform highly detailed work on multiple, concurrent tasks with constant interruptions; work under intensive and constantly changing deadlines and interact with those encountered in the course of work, some of whom may be demanding, dissatisfied, upset and/or abusive.

Work Environment:

The employee works under typical office conditions, and the noise level is usually quiet.

GM Approval:  ____________________
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