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SPECIAL ASSISTANT TO THE GENERAL MANAGER

Unrepresented Employee - Exempt

POSITION CHARACTERISTICS

Under administrative direction, provides special administrative and technical assistance and advice to the General Manager on a variety of issues as assigned; acts as special consultant to the General Manager; and manages projects and matters relating to the CALFED studies on Los Vaqueros and Water Quality.  The Special Assistant provides support to the General Manager on CALFED and related programs and acts, as required, in the capacity of General Manager.

This single position classification is distinguished by its role and responsibility as a manager for projects related to the CALFED program and as a representative, advisor, and counselor-at-large to the General Manager on any issue for which he / she seeks such service.  The incumbent draws upon an extensive background of historical and other information in carrying out assigned responsibilities.  This is an administrative and management staff position and is assigned to manage, supervise, and direct the CALFED projects for the District.

Supervision Received And Exercised

Receives policy direction from the General Manager.  

Exercises direct supervision over management, professional and clerical personnel.

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

Advises the General Manager on a variety of policy matters impacting District projects and programs.

Supervises, manages, and directs CALFED projects for the District, including the Los Vaqueros studies and Water Quality studies.  Directs District staff and consultants and acts as the District Liaison with CALFED staff.

Develops and maintains positive relationships with various elected and appointed public officials with whom the District interacts.

Represents the District, as assigned by the General Manager, in meetings with other governmental agencies, legislative bodies, public utilities, water industry associations, businesses, or individuals.

Assists in analyzing the impacts of outside events on District operations and work programs.

Acts as special consultant to the General Manager and Assistant General Manager on policy and technical matters relating to the CALFED program, and selected water projects.

Researches issues and prepares staff reports and correspondence as necessary.

Responds to requests from the General Manager for historical or other information relevant to actual or planned District activities.

Attends meetings of the Board of Directors or other public bodies impacting District operations to stay informed of current developments and offer input, as requested.

Troubleshoots miscellaneous administrative, organizational or technical issues, as assigned by the General Manager, and recommends solutions.

Investigates and responds to difficult or sensitive public complaints or asks the appropriate staff members to do so.

Acts in the capacity of General Manager, as required.

Performs related duties as required.

Knowledge of:

Principles and practices of public administration, including the organization, functions, and financing of local public utilities.

Pertinent local, State and Federal laws, rules and regulations impacting upon District operations.

Principles and practices of policy development, implementation and monitoring.

Budgeting procedures and techniques characteristic of utility operations.

Modern office procedures and computer equipment.

Ability to:

Provide competent administrative assistance to the General Manager as requested.

Analyze work papers, reports and special projects, and identify and interpret technical and numerical information.

Observe and advise on the solution to operational and technical problems.

Plan, coordinate and conduct complex studies, and prepare detailed written reports depicting findings and recommendations.

Communicate clearly and concisely, both orally and in writing.

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

Education and Experience: 

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

Education:  Possession of a Baccalaureate degree from an accredited college or university with a major in business or public administration, engineering, or a related field.

Experience: Nine years of increasingly responsible administrative experience in a municipality or special district, including five years of senior level administrative and management experience.

Physical Demands:

Work is mainly performed in a normal office and meeting room environments.  On occasion, the position requires the ability to travel on District business and to visit and inspect District facilities and projects that require traversing uneven or difficult terrain, in all types of weather conditions.  The duties of the position require the ability to walk, observe, talk, listen, and operate a computer and telephone.  Occasionally, work requires lifting or moving up to 15 pounds.  Work hours are irregular and include evening meetings.

Other Requirements:

Possession of, or ability to obtain, a valid California driver's license.
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