HELIX WATER DISTRICT

April 19, 2002

BOARD SECRETARY

JOB SUMMARY

Board Secretary is an exempt, professional management class. Under policy direction, plans, organizes, directs, and coordinates the activities of the Board office and the Support Services department.

DUTIES AND RESPONSIBILITIES

Duties include but are not limited to the following:

1. Plans, organizes, manages, integrates and monitors the work of the Support Services department; implements and monitors long-term plans, goals and objectives to achieve District and department priorities; develops and monitors performance against the department’s annual budget; manages and directs the development, implementation and evaluation of plans, policies, systems and procedures applicable to department responsibilities.

2. Plans and evaluates the performance of assigned staff; establishes performance requirements and personal development targets; regularly monitors performance and provides coaching for performance improvement and development; recommends merit increases and other rewards to recognize performance; recommends disciplinary action, up to and including termination, to address performance deficiencies, in accordance with the District’s personnel policies and MOU provisions.

3. Attends Board meetings and public hearings held on a variety of issues; supervises and coordinates meeting logistics, arrangements and other required support; supervises, coordinates and prepares the agenda and the assembly and distribution of agenda packets; updates and maintains mailing lists; records roll call votes on agenda items; ensures compliance with legal requirements governing public notice of Board meetings and the conduct of closed sessions; drafts the official minutes and summarizes Board meetings and public hearings; supervises and participates in maintenance of Board records and dissemination of all actions including minutes, resolutions, agreements and deeds; supervises the recordation of documents; prepares and processes expense claim forms for Board members.

4. Participates in the District’s legislative affairs program; prepares for Board approval correspondence and other materials on proposed legislation impacting District policies and operations; represents the District in meetings with other agencies and governmental officials on legislative and intergovern-mental affairs matters. 
5. Coordinates and tracks the processing of District boundary changes through the LAFCO process; prepares required Board memoranda and resolutions; prepares communications to all parties and agencies involved in the process; calculates and collects required fees; prepares legal notifications.

6. Analyzes and ensures compliance with local, state and federal laws pertaining to public records; advises the Board and General Manager accordingly.

7. Administers procedures for filing Statements of Economic Interest; notifies affected parties of filing requirements and deadlines and answers questions regarding filing issues from the Board and affected employees.

8. Serves as “custodian of records” and determines the applicability of Public Records Act provisions to various District records; upon request or subpoena, furnishes copies of resolutions, minutes and other official records, certified and sealed as to their validity.

9. Drafts and arranges for the legal publication of notices, postings and public hearings; updates and distributes changes to the Administrative Manual.

10. Participates in the administration of the District’s property and liability insurance; works with vendors to ensure adequate coverage limits; ensures vendors comply with District insurance requirements.

11. Provides District support to the election process for Board of Director offices.

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. California state legislative processes, including relevant committees and terminology used in the development and markup of bills.

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

4. Requirements of the Brown Act and parliamentary procedure. 

5. Organization, functions, procedures and rules of the Helix Board of Directors.

6. State and local water issues, District functions and operations.

7. Principles and practices of public administration, including budgeting, purchasing and maintenance of public records.

8. Computer applications and systems related to department functions. 

9. Principles and practices of effective management and supervision.

10. District personnel policies and MOU provisions.
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1. Develop and implement department and Board office goals, objectives, policies, procedures and internal controls.

2. Analyze and interpret complex legal documents and administrative procedures and regulations. 

3. Analyze administrative problems, evaluate alternatives and adopt effective courses of action. 

4. Take complete, comprehensive notes at live meetings, unaided by recording devices, to prepare clear, concise and complete documentation, minutes and other reports and correspondence.

5. Maintain effective working relationships with all levels of District management, board members, representatives of other water agencies, elected and appointed governmental officials, media representatives, business and community leaders, employees and the public.

6. Exercise tact, diplomacy and discretion in interpersonal dealings that may be confidential, difficult and highly sensitive.

7. Facilitate the interactions of the department’s self-directed work team.

Training and Experience:

Training and experience substantially equivalent to an Associate degree with at least six years of progressively responsible and complex administrative and secretarial experience including at least two years serving in a capacity that supports a major board which includes taking meeting minutes.  A Bachelor’s degree may be substituted for two years of the required experience. At least one year supervisory experience is required.

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.

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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