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DISTRICT SECRETARY

Exempt

POSITION CHARACTERISTICS

Under general direction, performs a variety of highly responsible administrative, secretarial and clerical duties in support of District’s Board of Directors; functions as recording secretary for the Board and completes related preparation and follow-up materials or actions in support of Board activities; and responds to requests for information and data from Board members as outlined in Board-adopted guidelines. 

This single-position classification is distinguished by the nature of the clerical and administrative support performed in support of the District’s Board of Directors.  It is distinguished from the Secretary to the General Manager in that the latter provides secretarial and administrative support to the General Manager.

Supervision Received And Exercised

The District Secretary is appointed by and serves at the pleasure of the Board of Directors, under the supervision of the Executive Assistant to the General Manager.

Examples of Duties - Duties may include, but are not limited to, the following:

Attends District Board meetings, study sessions and/or other special functions of the Board of Directors in the capacity of official recording secretary.

Takes, prepares and distributes minutes of District Board meetings and maintains master file of minutes and electronic recordings of Board meetings.

Prepares and distributes Board meeting agendas and related study materials; prepares public meeting notices and participates in agenda planning meetings with District administrative staff. Posts agendas and meeting notices in accordance with Brown Act requirements.

Schedules meetings, appointments, and District-related travel arrangements for Board members; contacts participants, completes facility arrangements and prepares support materials as needed.

Prepares monthly status or activity reports as directed by the Board and provides them information upon request; maintains the confidentiality of communications with the Board and between Board members.

Ensures that minutes and actions of the Board of Directors are properly recorded and that subsequent actions are taken in compliance with the legal requirements imposed on and by the Board.

Executes details of transactions of the Board such as officially recording orders and preparing legal notices for publication.

Prepares, processes and maintains records of Board of Directors compensation documents, travel and conference arrangements, and expense reimbursements for Board members.

Maintains official records of Board adopted resolutions, regulations, and other public documents; records actions as appropriate with the County Recorder or prepares public notice documents; maintains records and files in accordance with records management guidelines; receives subpoenas for records, maintains logs, and handles in accordance with District policies.

Prepares and maintains a variety of reference materials, mailing lists (mailing list is updated annually) and other files requested by the Board or individual Directors.

Maintains files pertaining to election for Board of Directors and swears in newly elected and re-elected Board members.  Serves as Officer of the District and attests signatures on bonds and other financial documents.

Responds to requests for information by Board members, staff, and the public, in compliance with adopted Board guidelines, legal procedures and policies.

Performs related duties as required.

Knowledge of:

Proper English usage, grammar, spelling and punctuation.

Modern office procedures and equipment.

Organization and functions of local government agencies, including public utilities.

Rules, regulations applicable to the noticing and conduct of public meetings and related recording requirements.

Ability to:

Interpret and apply administrative policies, laws, and procedures.

Type accurately at 60 net words per minute.

Take dictation accurately at 100 words per minute; transcribe dictation.

Compose correspondence independently and prepare routine reports.

Compile and maintain a variety of files, records and public documents in accordance with District records management guidelines.

Establish and maintain effective working relationships with co-workers, members of the Board, the public, and others contacted within the scope of work.

Communicate effectively both orally and in writing, using correct grammar, spelling, and punctuation.

Continuously interpret and understand laws, Board directions, policies, procedures, and public requests; know laws and administrative policies and procedures; remember past actions, follow directions, and research past Board decisions; and communicate Board actions and provide direction to staff.

Understand and apply present and new regulations, policies, rules, functions, procedures, and processes; and, when necessary, communicate information to appropriate persons.

Identify procedural problems and recommend effective resolutions.

Perform multiple tasks simultaneously.

Education and Experience: 

Any combination of experience and training that would provide the required knowledge and abilities is qualifying.  A typical way to obtain the required knowledge and abilities would be:

Education:  Completion of the twelfth grade, supplemented by college level secretarial coursework.

Experience:  Five years of advanced level secretarial experience, at least two of which included preparing agendas and minutes and functioning as a recording secretary for public meetings.  Applicants with public agency experience are preferred.

Physical Demands:

On a continuous basis, sit at desk and in meetings for long periods of time; Intermittently twist to reach equipment surrounding desk; perform simple grasping and fine manipulation to use telephone and audio-visual equipment; communicate orally through written means; use a keyboard and computer to enter/retrieve data; and lift and carry weight of 10 pounds or less.  Work evenings and weekends as required.  

Other Requirements:

Work includes work outside of normal working hours, including regular attendance at night meetings.  

Possession of valid California driver’s license and a satisfactory driving record.  

Notary Commission desirable.
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