HELIX WATER DISTRICT

October 25, 2011
GENERAL MANAGER

JOB SUMMARY

General Manager is an exempt management class.  Leads, plans, directs, coordinates and administers the activities of the District subject to policy determination by the Board of Directors; performs related work as required.  The General Manager is hired by the Board of Directors and works at the pleasure of the Board under an employment contract.
DUTIES AND RESPONSIBILITIES

Duties include but are not limited to the following:

1. Plans and directs a comprehensive program relating to overall District goals, objectives, strategic direction, operating policies and procedures.

2. Establishes broad departmental policies and directs and coordinates the activities of the District in carrying out those policies.

3. Plans and directs programs relating to production, storage, treatment, transmission and distribution of the water supply.

4. Coordinates and integrates the District’s programs and operations with that of other public jurisdictions.

5. Directs near term and long range financial planning and water rate studies to assure financial stability of the District.
6. Prepares and presents budget estimates, work programs and policy recommendations.

7. Controls budget expenditures and establishes a reporting system from subordinates for necessary control information.

8. Directs leadership and management development at all levels of the District.

9. Monitors labor relations and employee relation issues including participating as chief negotiator during employee negotiations.

10. Directs the preparation of studies, reports, and recommendations relating to water supply.

11. Represents the District at local, regional, statewide, and national levels regarding administrative and legislative activities of the District.
DESIRED MINIMUM QUALIFICATIONS

Knowledge of:
1. Principles, practices and techniques of public works management and leadership.

2. Principles and problems involved in the planning and financing of public water districts.

3. State and federal agencies and regulations involved in the production, distribution, and use of water.

4. Principles and practices of leading, administering and directing the activities of all types of personnel in a large organization.

5. State and federal laws and regulations associated with the operation of an irrigation or municipal water district.

Ability to:
1. Plan, organize, direct, motivate and lead all activities of the District.
2. Exercise leadership, authority and supervision tactfully, diplomatically and effectively.
3. Communicate effectively with the public, employees and Board of Directors both orally and in writing.

4. Analyze data and information on a variety of topics and specialties.
5. Establish and maintain effective working relationships with all personnel, Board of Directors, outside agencies and the public.
6. Ability to communicate the District’s vision and adjust to unexpected changes related to economic and political issues.
7. Interpret and administer applicable laws and regulations.

Training and Experience:

Minimum of 10 years of progressively responsible management experience preferably in a water utility or related work environment.  A typical way to obtain the knowledge, skills and abilities would be:  Extensive administrative experience in the management of a public agency or utility, water or related facilities.  Requires a Bachelor’s degree from an accredited college or university with major course work in Civil Engineering, Law, Public or Business Administration or a closely related field.  An advanced degree in one of these fields is highly desirable.
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.

THIS POSITION IS FILLED BY APPOINTMENT THROUGH THE BOARD OF DIRECTORS AND PERFORMS THE DUTIES OF THE JOB UNDER AN EMPLOYMENT CONTRACT.

GM Approval:  ____________________

General Manager
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