






















































































































































































ltem 8 -20f2
Fiscal Impact:
If the Board of Trustees authorizes the issuance of an RFP for the project, capital funding will
need to be considered prior to the award of contract to a respondent. Authorization of these
monies may be considered at a future Board of Trustees meeting.

Submitted by:

Jared Dever
District Manager
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Item 9 -1 of 1

San Gabriel Valley Mosquito and Vector Control District
District Manager’s Report

Date: August 13, 2021
Meeting of: San Gabriel Valley Mosquito and Vector Control District Board of Trustees
Subject: Consider Amendments to Position Title and Description: Clerk of the

Board/Administrative Assistant

Exhibit(s): EXHIBIT 9A, 9B

Background

The District conducted a recruitment under the current position title and position description of
Clerk of the Board/Executive Assistant (EXHIBIT 9A) in June 2021. The recruitment yielded
many qualified candidates. However, upon further consideration the decision was made that the
job duties and professional qualifications described in the position title and job duties did not
accurately reflect the needs of the District. Staff suspended the recruitment and has revised the
job title, description, duties, and qualifications.

For consideration of the Board of Trustees is the new job title and description, Clerk of the
Board/Administrative Assistant (EXHIBIT 9B). The proposed amendments will hopefully allow
the District to recruit candidates under a more accurate assumption of work to be performed by
this position, and meet the evolving needs of the District.

Managers Recommendation:
The District Manager recommends approving Amendments to Position Title and Description:
Clerk of the Board/Administrative Assistant.

Board Action Options:

o Board Action Required: If the Board concurs, following the public discussion by members
of this item, the appropriate action is to approve Amendments to Position Title and
Description: Clerk of the Board/Administrative Assistant.

o Alternative Board Action: If after discussion by members of this item, the Board may
choose to deny Amendments to Position Title and Description: Clerk of the
Board/Administrative Assistant.

Fiscal Impact:
None.

Submitted by:

Jared Dever
District Manager
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Mosquito & Vector. .
__Control District _
A S 4 CLERK OF THE BOARD/ADMINISTRATIVE
Department: Administration
Reports To: District Manager
Exemption Status: Non-Exempt
Time-Base: Full-time/At-Will

DEFINITION~ CLERK OF THE BOARD/ADMINISTRATIVE ASSISTANT]

Manager and Board of Trustees; administers and coordinates District agendas, minutes, and communications;
manages official District records; and performs related work as required.

SUPERVISION RECEIVED AND EXERCISED

supervised and directed by the District Manager.

CLASS CHARACTERISTICS,

This is a single position classification responsible for providing administrative support to the District
Manager’s Office. Incumbents perform a variety of administrative and project coordination support work for
the District Manager, Board of Trustees, and associated staff. The work requires extensive public contact, the

" frequent use of tact, discretion, independent judgment and knowledge of District activities. Assignments are

given with general guidelines and incumbents are responsible for establishing objectives, timelines and
methods to complete assignments. Work is typically reviewed upon completion for soundness,
appropriateness, and conformity to policy and requirements.

The District reserves the right to add, modify, change, or rescind the work assignments of different positions
and to make reasonable accommodations so that qualified employees can perform the essential functions of
the job.

» Provides administrative support to the District Manager and Board of Trustees by assisting with
duties of complex and sensitive nature in accordance with established District policies and procedures
and applicable statutes; represents the department at meetings as assigned; acts as a liaison between the
District Manager, other staff and the public.

» Prepares Board of Trustees and committee meeting agendas and related documents in accordance
with legal requirements; coordinates with various departments for supporting documentation; and
publishes official notices as required; coordinates resolutions and follows up with staff as appropriate.

» Attends regular monthly and committee meetings of the Board of Trustees; records actions taken at
meetings; processes documents approved at Board meetings including resolutions, agreements, and
contracts; prepares and distributes minutes of the meetings.

» Composes agenda items and resolutions following legal procedures and identifies District business items
to be placed on the agenda.

Executive Assistant/Clerk of the Board
Page 1

EXHIBIT 9A - 1 of 4
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EXHIBIT 9A - 2 of 4

Oversees the preparation of Board Room and information for distribution at the Board of Trustees and
committee meetings.

Conducts administrative functions for the Board of Trustees, such as creating and maintaining computer
files for board-related data, prepares correspondence, reappointment letters, and memos; creates
committee lists and maintains records of present and past representatives; replies to Trustee inquiries.

Composes, types, and edits a variety of documents including detailed correspondence, forms, memos,
reports, and specialized documents for the District Manager and other department staff; proofreads
materials for accuracy, completeness, compliance with departmental policies, format, and English usage,
including grammar, punctuation, and spelling; inputs and retrieves data and text using a computer.

Prepares correspondence for the District Manager’s reply; acts as a District liaison with consultants and
contractors.

Serves as Filing Officer for the preparation of the Fair Political Practices Commission Statement of
Economic Interests for completion by designated individuals; submits resolutions to the Board of
Supervisors for approval on a biennial basis.

Prepares and upon signature of authorized individuals, submits reports, forms, statements and related
legal documents to appropriate agencies.

Maintains Records Retention Program and District records such as minutes, resolutions, agreements,
contracts, and policies; implements and maintains filing system for District business and
correspondence.

Receives requests for records according to the California Public Records Act; responds or coordinates
responses from management.

Organizes travel and facility arrangements as needed for District functions; coordinates reservations and
registrations for conferences.

~_Provides assistance and information to the general public, other vector control agencies, and cities;

receives calls from public when other staff is not available; screens office calls and visitors.

Asgist the publie in person and on the telephone by referring them to sources of information. take

»
>

-

A

Sereen calls from the public to determine

service requests. and answer requests for factual information by consulting various available sources.
whether the problem is vector related. May perform clerical
dutics directly for an administrative emplovee and may relieve such person of routine_office details as
directed. Performs varions administrative functions: performs clerical duties such as typing, filing, and
record keeping; performs data entry functions,

Oversees the purchase or rental of office equipment including copy machines and postage machine.
Observes and complies with all District and mandated safety rules, regulations, and protocols.

Performs other duties as assigned.

QUALIFICATIONS
Knowledge of:

>

>
>

Organization and function of public agencies, including the role and authorities of the Board of
Trustees and appointed boards and commissions.

District policies and procedures.

Operations and services provided by the Clerk of the Board of a public agency.

Executive Assistant/Clerk of the Board
Page 2
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EXHIBIT 9A -3 of 4

v

Administrative and business principles and practices.
Principles and techniques for working with groups and fostering effective team interaction to ensure
teamwork is conducted smoothly.

A2 4

v

Applicable Federal, State, and local laws, rules, regulations, ordinances, and organizational policies
and procedures relevant to assigned area of responsibility.

Principles and practices of data collection and report preparation.

Business letter writing and the standard format for reports and correspondence.

Mathematical principles.

Complex record-keeping principles and procedures.

District and mandated safety rules, regulations, and protocols.

Techniques for providing a high level of customer service by effectively dealing with the public,
vendors, contractors, and District staff.

The structure and content of the English language, including the meaning and spelling of words, rules
of composition, and grammar.

> Modern equipment and communication tools used for business functions and program, project, and
task coordination, including computers and software programs relevant to work performed.

VVVVVYYVY

v

Ability to:

Provide a high level of administrative support to the District Manager and Board of Trustees.

Prepare for, attend, and ensure proper documentation of Board of Trustee meetings.

Perform Clerk of the Board duties at Board meetings consistent with policies and procedures.

Prepare and maintain the District’s formal documents, resolutions and filing systems.

Maintain confidentiality and be discreet in handling and processing confidential information and data.

Compose District formal correspondence consistent with standards.

Prepare and submit official documents to local and state government agencies.

Research, analyze, and summarize data and prepare accurate and logical written reports.

Establish and maintain a variety of filing, record-keeping, and tracking systems.

Understand, interpret, and apply all pertinent laws, codes, regulations, policies and procedures, and

standards relevant to work performed.

Effectively represent the department and the District in meetings with governmental agencies,

community groups, and in meetings with individuals.

Independently organize work, set priorities, meet critical deadlines, and follow-up on assignments.

Use tact, initiative, prudence, and independent judgment within general policy, procedural, and legal

guidelines.

» Effectively use computer systems, software applications relevant to work performed, and modem
business equipment to perform a variety of work tasks.

> Communicate clearly and concisely, both orally and in writing, using appropriate English grammar
and syntax.

» Establish, maintain, and foster positive and effective working relationships with those contacted in the

course of work.

VVVVVVYVVVV

\4

Vv

Education and Experience:

Associate degree in business administration or related field from an accredited college or university and Jhree

desired.

Executive Assistant/Clerk of the Board
Page 3
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ahove will be considered,

Licenses and Certifications:

= _Possession of, or ability to obtain by time of appointment, a valid California driver’s license. Must be
insurable with the District’s insurance carrier.

= _Possession of, or ability to obtain Notary Public certification for the State ofCalifornia within the first
year of date of hire.

PHYSICAL DEMANDS

ENVIRONMENTAL CONDITIONS

Emplomg worlk in an nfﬁgg environment gvuh mudz.rate nmse leveis, contrglh.d temperature ggn;huons, and

with upset smﬂ'and!or ubhca d tives in interpreti orcing d icies
and procedures.

POST-OFFER PHYSICAL EXAMINATION

A_mﬂmgLoctor must certify thal a umdldmc is physically able to perform th du!ies of
free of Lllc bstances ¢ ¥ ¢ scree di 1or an: d-. alc b

Executive Assistant/Clerk of the Board
Page 4

EXHIBIT 9A - 4 of 4
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Mosquito & Vector
__Control District _/
. w ! CLERK OF THE BOARD/ADMINISTRATIVE ASSISTANT
Department: Executive
Reports To: District Manager
Exemption Status: Non-Exempt
Time-Base: Full-time/At-Will

DEFINITION - CLERK OF THE BOARD/ADMINISTRATIVE ASSISTANT

Under direction, performs a variety of highly responsible, administrative duties on behalf of the District
Manager and Board of Trustees; administers and coordinates District agendas, minutes, and
communications; manages official District records; and performs related work as required.

SUPERVISION RECEIVED AND EXERCISED
Receives supervision and direction from the District Manager. Exercises no direct supervision over staff.

CLASS CHARACTERISTICS

This is a single position classification responsible for providing administrative support to the District
Manager’s Office. Incumbents perform a variety of administrative and project coordination support work for
the District Manager, Board of Trustees, and associated staff. The work requires extensive public contact,
the frequent use of tact, discretion, independent judgment and knowledge of District activities. Assignments
are given with general guidelines and incumbents are responsible for establishing objectives, timelines and
methods to complete assignments. Work is typically reviewed upon completion for soundness,
appropriateness, and conformity to policy and requirements.

EXAMPLES OF TYPICAL JOB FUNCTIONS (lllustrative Only)
The District reserves the right to add, modify, change, or rescind the work assignments of different positions

and to make reasonable accommodations so that qualified employees can perform the essential functions
of the job.

» Provides administrative support to the District Manager and Board of Trustees by assisting with
duties of complex and sensitive nature in accordance with established District policies and procedures
and applicable statutes; represents the department at meetings as assigned; acts as a liaison between
the District Manager, other staff and the public.

» Prepares Board of Trustees and committee meeting agendas and related documents in accordance
with legal requirements; coordinates with various departments for supporting documentation; and
publishes official notices as required; coordinates resolutions and follows up with staff as appropriate.

» Attends regular monthly and committee meetings of the Board of Trustees; records actions taken at
meetings; processes documents approved at Board meetings including resolutions, agreements, and
contracts; prepares and distributes minutes of the meetings.

» Composes agenda items and resolutions following legal procedures and identifies District business
items to be placed on the agenda.

» Oversees the preparation of Board Room and information for distribution at the Board of Trustees and
committee meetings.
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EXHIBIT 9B - 2 of 4

Conducts administrative functions for the Board of Trustees, such as creating and maintaining computer
files for board-related data, prepares correspondence, reappointment letters, and memos; creates
committee lists and maintains records of present and past representatives; replies to Trustee inquiries.

Composes, types, and edits a variety of documents including detailed correspondence, forms, memos,
reports, and specialized documents for the District Manager and other department staff; proofreads
materials for accuracy, completeness, compliance with departmental policies, format, and English
usage, including grammar, punctuation, and spelling; inputs and retrieves data and text using a
computer.

Prepares correspondence for the District Manager’s reply; acts as a District liaison with consultants and
contractors.

Serves as Filing Officer for the preparation of the Fair Political Practices Commission Statement of
Economic Interests for completion by designated individuals; submits resolutions to the Board of
Supervisors for approval on a biennial basis.

Prepares and upon signature of authorized individuals, submits reports, forms, statements and related
legal documents to appropriate agencies.

Maintains Records Retention Program and District records such as minutes, resolutions, agreements,
contracts, and policies; implements and maintains filing system for District business and
correspondence.

Receives requests for records according to the California Public Records Act; responds or coordinates
responses from management.

Organizes travel and facility arrangements as needed for District functions; coordinates reservations
and registrations for conferences.

Provides assistance and information to the general public, other vector control agencies, and cities;
receives calls from public when other staff is not available; screens office calls and visitors.

Assist the public in person and on the telephone by referring them to sources of information, take service
requests, and answer requests for factual information by consulting various available sources.

Screen calls from the public to determine whether the problem is vector related. May perform clerical
duties directly for an administrative employee and may relieve such person of routine office details as
directed.

Performs various administrative functions; performs clerical duties such as typing, filing, and record
keeping; performs data entry functions.

Oversees the purchase or rental of office equipment including copy machines and postage machine.
Observes and complies with all District and mandated safety rules, regulations, and protocols.
Performs other duties as assigned.

QUALIFICATIONS

Knowledge of:

YVVY

Organization and function of public agencies, including the role and authorities of the Board of
Trustees and appointed boards and commissions.

District policies and procedures.

Operations and services provided by the Clerk of the Board of a public agency.

Administrative and business principles and practices.

Principles and techniques for working with groups and fostering effective team interaction to ensure
teamwork is conducted smoothly.

70



EXHIBIT 9B - 3 of 4

» Applicable Federal, State, and local laws, rules, regulations, ordinances, and organizational policies
and procedures relevant to assigned area of responsibility.

> Principles and practices of data collection and report preparation.

» Business letter writing and the standard format for reports and correspondence.

» Mathematical principles.

» Complex record-keeping principles and procedures.

» District and mandated safety rules, regulations, and protocols.

» Techniques for providing a high level of customer service by effectively dealing with the public,
vendors, contractors, and District staff.

» The structure and content of the English language, including the meaning and spelling of words, rules
of composition, and grammar.

» Modern equipment and communication tools used for business functions and program, project, and
task coordination, including computers and software programs relevant to work performed.

Ability to:

» Provide a high level of administrative support to the District Manager and Board of Trustees.

» Prepare for, attend, and ensure proper documentation of Board of Trustee meetings.

» Perform Clerk of the Board duties at Board meetings consistent with policies and procedures.

» Prepare and maintain the District’s formal documents, resolutions and filing systems.

» Maintain confidentiality and be discreet in handling and processing confidential information and data.

» Compose District formal correspondence consistent with standards.

» Prepare and submit official documents to local and state government agencies.

» Research, analyze, and summarize data and prepare accurate and logical written reports.

» Establish and maintain a variety of filing, record-keeping, and tracking systems.

» Understand, interpret, and apply all pertinent laws, codes, regulations, policies and procedures, and
standards relevant to work performed.

» Effectively represent the department and the District in meetings with governmental agencies,
community groups, and in meetings with individuals.

» Independently organize work, set priorities, meet critical deadlines, and follow-up on assignments.

» Use tact, initiative, prudence, and independent judgment within general policy, procedural, and legal
guidelines.

» Effectively use computer systems, software applications relevant to work performed, and modern
business equipment to perform a variety of work tasks.

» Communicate clearly and concisely, both orally and in writing, using appropriate English grammar
and syntax.

» Establish, maintain, and foster positive and effective working relationships with those contacted in the

course of work.

Education and Experience

Associate degree in business administration or related field from an accredited college or university and three
(3) years of increasingly responsible administrative and secretarial experience, preferably in a governing
board environment. Bachelor's degree in public or business administration, or a related field is strongly
desired.

Candidates possessing an equivalent combination of qualifying work experience and education as described
above will be considered.

Licenses and Certifications

>

Possession of, or ability to obtain by time of appointment, a valid California driver’s license. Must be
insurable with the District's insurance carrier.
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EXHIBIT 9B - 4 of 4

» Possession of, or ability to obtain Notary Public certification for the State ofCalifornia within the first
year of date of hire.

PHYSICAL DEMANDS

Must possess mobility to work in a standard officc sctting and usc standard officc cquipment, including a
computer; vision to read printed materials and a computer screen and to operate a motor vehicle to visit
various District and meeting sites; and hearing and speech to communicate in person and over the telephone.
This is primarily a sedentary office classification although standing in work areas and walking between work
areas may be required. Finger dexterity is needed to access, enter, and retrieve data using a computer
keyboard or calculator and to operate standard office equipment. Positions in this classification occasionally
bend, stoop, kneel, reach, push, and pull drawers open and closed to retrieve and file information. Employees
must possess the ability to lift, carry, push, and pull materials and objects up to 25 pounds.

ENVIRONMENTAL CONDITIONS

Employees work in an office environment with moderate noise levels, controlled temperature conditions, and
may be exposed to biologic/infectious agents including vermin, insects, and parasites. Employees may
interact with upset staff and/or public and private representatives in interpreting and enforcing departmental
policies and procedures.

POST-OFFER PHYSICAL EXAMINATION

A medical doctor must certify that a candidate is physically able to perform the duties of the position and is
free of illegal substances as determined by a drug screen. A medical doctor and/or laboratory designated by
the District shall perform the post-offer physical examination and drug screen and the District shall pay all
costs.

The San Gabriel Valley Mosquito & Vector Control District reserves the right to modify, delete, augment, or
supplement the duties, qualifications, and requirements stated at its sole and absolute discretion.
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