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CONTRA COSTA WATER DISTRICT

EXECUTIVE ASSISTANT TO THE GENERAL MANAGER

DEFINITION
To manage, direct and participate in programs and projects located in the General Manager's office; and to perform a wide variety of professional administrative tasks and special studies involving research and analysis for the General Manager.

SUPERVISION RECEIVED AND EXERCISED
Receives general direction from the General Manager.

Exercises technical and functional supervision over assigned secretarial personnel.

EXAMPLES OF DUTIES - Duties may include, but are not limited to, the following:

Develop, manage and participate in various programs located in the General Manager's office.

Provide general administrative staff assistance to the General Manager; assist in the implementation and follow-up on Board decisions and requests as directed by the General Manager.

Gather, tabulate, and analyze data on a variety of administrative and policy matters; confer with management staff; develop recommendations and prepare and present reports; draft policies and procedures.

Oversee and manage professional service contracts for the District; negotiate contracts and conditions; ensure compliance with contract; develop long-term focus and funding of programs.

Compile and coordinate Board of Director's agenda material; review staff reports for clarity, identification of actions needed, appropriateness of budget accounts and assist in the development of the General Manager's staff recommendations on Board actions.

Develop budgets related to assigned program areas; forecast budget figures; develop justification; monitor approved budget.

Make presentations on assigned projects and programs to management and others.

Respond to questions and inquiries from the public for the General Manager; resolve problems and situations requiring immediate response.

Represent the General Manager on various task forces and committees; represent the General Manager on community and regional organizations and boards.

Attend Board of Director and related meetings; represent General Manager at board and staff meetings in his/her absence.

Build and maintain positive working relationships with co-workers, other District employees and the public using principles of good customer service.

Perform related duties as assigned.

MINIMUM QUALIFICATIONS

Knowledge of:

Principles of municipal management, organization, budgeting, systems and procedures.

Principles and techniques of administrative analysis and economics.

Principles and practices of leadership, motivation, team building and conflict resolution.

Government, municipal functions and community organizations.

Computer office applications and systems.

Business English, composition and proper format.

Ability to:

On a continuous basis, know and understand all aspects of the job; intermittently analyze work papers, reports and special projects; identify and interpret technical and numerical information; observe and problem solve operational and technical policy and procedures.

Sit at desk for long periods of time on a continuous basis; perform simple grasping and fine manipulation; and lift or carry weight of 10 pounds or less.

Plan, coordinate and implement various programs related to special districts.

Plan, coordinate and implement complex studies and projects.

Conduct research and prepare complex reports.

Evaluate and recommend changes to policies, programs and practices.

Communicate clearly and concisely, both orally and in writing.

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

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

Experience:

Six years demonstrated experience in a professional staff capacity performing general administrative and financial analysis with at least four years working for a Chief Executive Officer or top manager within an organization.

Training:

Equivalent to a Bachelor's degree from an accredited college or university with major course work in public administration, business administration, engineering, political science or a related field.  A Masters in business administration or public administration is preferred.
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