CRESTLINE SANITATION DISTRICT

MEMORANDUM
DATE: 10/13/2022
T0: BOARD OF DIRECTORS

Crestline Sanitation District

FROM: Rick Dever
General Manager

SUBJECT: Assistant General Manager Position

A. RECOMMENDATION
I am recommending that the Fiscal Assistant position be reclassified as Assistant
General Manager.

B REASON FOR RECOMMENDATION
The change in classification will better reflect the functions and responsibilities of
the current position.

C. ATTACHMENTS
Organizational Chart
Job Description
Salary Schedule
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CRESTLINE SANITATION DISTRICT
: ; 24516 Lake Drive
Crestline Crestline, CA 92325

Sanitation
District

JOB DESCRIPTION: ASSISTANT GENERAL MANAGER

SUMMARY DESCRIPTION

Under the direction of the General Manager assists in planning. directing, managing, and overseeing
the administrative, engineering, finance, information technology, human resources and maintenance
and operations activities and services of the District. Serves as assistant to the chief executive officer of
the District ensuring that services and operations are delivered in an efficient and effective manner; assists
in implementing policy decisions made by the Board of Directors; facilitates the development and
implementation of District goals and objectives; and provides highly complex administrative support to
the Board of Directors.

REPRESENTATIVE DUTIES

The following duties are typical for this position. The Assistant General Manager may not perform all the
listed duties and/or may be required to perform additional or different duties from those sel forth below
to address business needs and changing business practices.

1. Designated to act as General Manager in the General Manager’s absence.

2. Direct and participate, with staff assistance, in the development and administration of the District's
budget; prepare long-term plans of capital improvements including financing plans; approve the
forecast of funds needed for staffing, equipment, materials, and supplies; approve expenditures and
implement budgetary adjustments as appropriate and necessary. Keep Board of Directors advised
of financial conditions, program progress, and present and future needs of the District.

3. Provide staff assistance to the Board of Directors; prepare, submit, and present detailed staff
reports and other necessary correspondence and recommendations to the Board of Directors on
issues for its consideration and action; oversee the preparation and administration of Board agendas;
prepare recommendations and advise the Board of Directors on matters requiring legislative action;
carry out direction of the Board by assigning tasks and evaluating results.

4. Maintains general ledger accounts including assets, liabilities, revenue and expenses; prepares bank
reconciliations administrative, accounting, and customer service activities.

5. Provides administrative assistant to the General Manager by screening mail, calls, and visitors.
Responds to inquiries and interpreting district policies and procedures on behalf of the General
Manager.

6. Reviews and approves payments, process purchase orders, expense and travel documents; prepares
and processes payroll; stays abreast of laws and regulations pertaining to payroll.

7. Maintains and processes human resources information for staff; stays abreast of laws and
regulations pertaining to human resources.

8. Approve work plans and conduct performance reviews at least once annually for direct reports.



9. Confer with and represent the District to all departments, regulatory agencies, businesses, and other
individuals, groups, and outside agencies having an interest or potential interest in affairs of the
District’s concern; coordinate District activities with those of other districts, cities, counties, outside
agencies, and organizations in accordance with the Board of Directors policies.

10. Attend and participate in professional group meetings; stay abreast of new trends and innovations
in the fields of business and public administration and issues related to the ongoing operation of a
sanitation district.

11. Maintains valid California driver’s license.

12. Perform related duties as required.

QUALIFICATIONS
The following describes the knowledge and ability required to enter the job and/or learn within a short period of
time to successfully perform the assigned duties.

Knowledge of:
e Principles and practices of public administration including the organization, functions, and problems
of sanitation districts.
Safe operations, services, and activities of a sanitation district.
Government, governing body, and legislative processes.
Principles and practices of governmental labor relations and negotiations.
Principles and practices of budget preparation and administration.
Advanced principles and practices of organization, management and supervision.
Principles and practices of strategic planning.
Methods of analyzing, evaluating, and modifying administrative procedures.
Pertinent federal, state, and local laws, codes and regulations.
Principles and practices of research, statistical analysis, and report preparation and presentation.
Principles of business letter writing.
Modern office procedures, methods, and equipment, including computers.

Education/and Experience

High school diploma or equivalent supplemented by college level course work in utility and/or
administration, and 3-5 years of management in a wastewater treatment agency.

PHYSICAL DEMANDS AND WORKING ENVIRONMENT

The conditions herein are representative of those that must be met by an employee to
successfully perform the essential functions of this job. Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential job functions.

Environment: Standard office setting and wastewater treatment plant, collection system and
related facilities and equipment; the Assistant General Manager may be required to work
extended hours including evenings, weekends and holidays, and may be required to travel to
attend meetings.



Physical: The Assistant General Manager will be required to sufficient mobility to work in an
office setting; to stand or sit for prolonged periods of time; to operate office equipment, finger
dexterity is needed to access, enter and retrieve data using a computer keyboard or calculator and
to operate above-mentioned tools and equipment. Ability to operate a vehicle to travel to various
locations and meetings. Persons in this position bend, stoop, kneel, reach and climb to perform
work and inspect work sites; requires frequent walking in operational areas to identify problems
and hazards.

Vision: See in the normal visual range with or without correction; vision sufficient to read
computer screens and printed documents and to operate assigned equipment.

Hearing and Speech: Hearing and speech to clearly communicate in person and over the phone
or radio
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