HELIX WATER DISTRICT

March 6, 2009
DIRECTOR OF ADMINISTRATIVE SERVICES

JOB SUMMARY

Director of Administrative Services is an exempt management class. The Administrative Services Department includes the District’s accounting, finance, information services and technology, customer service, meter reading, public education, public affairs, secretarial services, human resources, insurance and risk management functions.  In addition, this position performs the function of District Treasurer and other related duties as assigned.

DUTIES AND RESPONSIBILITIES

Duties include but are not limited to the following:

1. Develops and implements District’s strategic direction including administrative goals, objectives, operating policies, procedures, and work standards.

2. Provides general direction to department managers and supervisors and coordinates all issues needing Board approval or policy direction for the department.

3. Prepares special reports and studies including rates, financial projections, audits and financing.

4. Administers the preparation of the District’s annual budget and ensures the financial condition of the District is reported monthly to the Board of Directors.
5. Coordinates the District’s general liability, property, workers’ compensation and benefits insurance programs.

6. Responds to difficult and sensitive customer and public inquiries and complaints and assists with resolutions and alternative recommendations.
7. Participates in the selection and evaluation of staff; supervises, trains, motivates coaches, counsels and disciplines assigned staff.

8. Provides technical advice and support to employees and department heads on related administrative needs.

9. Monitors and evaluates the efficiency and effectiveness of service delivery methods and procedures; assesses and monitors work load, administrative and support systems, and internal reporting relationships; identifies opportunities for improvement; directs the implementation of changes.

10. Represents the Administrative Services Department to other District departments, government officials and outside agencies; explains programs, policies and activities; negotiates and resolves sensitive and controversial issues.

11. Participates in the District’s labor relations issues and processes including the meet-and-confer process, grievances and related matters.

12. Directs the District’s Information Systems programs and services; with department staff assistance, evaluates uses of emerging technology to meet long-term District business and operating strategies; directs the delivery of internal consulting services on technology issues.

13. Works with department staff to prioritize new systems and technology requests, recommends approaches and action plans that will produce maximum return on District technology investment; with staff, evaluates and recommends long-range technology direction and strategies.

14. Acts as the District’s Treasurer representing and certifying the District’s financial condition to the Board of Directors and the public.

15. Directs the public affairs, public outreach, and water conservation efforts of the District.

16. Manages the timely review, approval and publishing of the periodic updates of the District’s Policies and Procedures Manual, Administrative Manual, Annual Financial Audit, Annual Report, Proposition 218 Notices, and other administrative documents.

17. Oversees and ensures that all activities under the responsibility of the Board Secretary are met to the satisfaction of the Board and General Manager.

18. Directs Human Resources activities of the District including recruiting, hiring, training, benefits, compensation, evaluating and developing the workforce; disciplining employees; leading the District’s labor negotiations; administering the District’s labor relations including the Memorandum of Understanding (MOU) with employees and administering the annual salary resolution.
19. Monitors and administers changes in laws, regulations, technology, new trends or innovations in the field of administrative services that may affect District or departmental operations; implements procedural changes as required.

20. Attends and makes presentations at Board meetings and represents the District at public community meetings and professional meetings as required.

21. Directs record retention activities of the District.

22. May perform duties of acting General Manager when assigned, as needed.
DESIRED MINIMUM QUALIFICATIONS

Knowledge of:
1. Applicable federal, state and local laws, rules and regulations.
2. Modern principles and practices of supervision, management and leadership including goal setting, program development, strategic planning, implementation and supervision of staff, either directly or through subordinate levels of supervision.

3. Modern office practices, procedures, methods and computer equipment and application related to the assigned work.

4. Principles and practices of governmental accounting, public finance administration, and budgeting and auditing.

5. Principles and practices of computer systems and procedures, analysis and design.

Ability to:
1. Develop and implement goals, objectives, policies, procedures, work standards and internal controls and lead activities for multiple departments.

2. Plan, organize, lead, coordinate, train, motivate and evaluate the work of management, supervisory, professional and technical personnel.
3. Interpret, apply and ensure compliance with Federal, State and local policies, procedures, laws and regulations.
4. Establish, maintain and foster positive and effective work relationships with all staff, the public and Board of Directors.

5. Organize and prioritize a variety of projects and multiple tasks in an effective and timely manner; organize own work, set priorities, work cooperatively and effectively and meet critical time deadlines.

6. Conduct complex research projects and fiscal related analytical studies and reports; evaluate alternatives, make sound recommendations and prepare effective Board Reports.

7. Develop and administer a department budget.

8. Prepare clear and concise reports, correspondence, policies, procedures and other written materials.

9. Use English effectively to communicate in person and over the telephone.
Training and Experience:

Training and experience substantially equivalent to  seven years of increasingly responsible  experience in finance, accounting, information services, customer service, human resources, public relations, including a minimum of four years supervisory experience.   Training equivalent to a Bachelor’s degree from an accredited college or university with major coursework in public administration, business administration, finance, human resources, information systems or a related field.
 A Master’s degree can substitute for one year of progressively related experience.

Licenses; Certificates; Special Requirements:

A valid California driver’s license and 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.

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

perception and color vision.

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.

THE GENERAL MANAGER SHALL MAKE PROMOTION TO THIS POSITION THROUGH APPOINTMENT.

GM Approval:  ____________________

Director of Administrative Services
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