




























































































































































































Exhibit 6B

rescinded in cases where an employee can prove that it was physically impossible to
contact his/her Section, provided the employee did so at the first possible opportunity.

F. An employee so reinstated shall not be paid for the period of his/her unauthorized absence
of separation and shall be treated as if on Official Leave for purposes of continuity of
employment and other appropriate benefits, unless the use of sick leave, vacation, or
compensatory time is appropriate.

G. Notwithstanding any other provision of this Section, the District Manager may rescind an
automatic resignation.

SECTION 10. Catastrophic Leave Program

The District Manager shall establish and administer a Catastrophic Leave Program for
District employees. The program shall provide for the donation of vacation and
compensatory time to District employees whose personal illness or injury is expected to
exceed their accrued leave balances by at least fourteen (14) calendar days.

Each donation shall be a minimum of two (2) hours and a maximum of eight (8) hours.
Donations exceeding the minimum requirement shall be made in whole hour increments.

This provision shall not apply to employees who are receiving workers’ compensation
pay pursuant to Article XIX, up to 80 hours per pay period.

To be eligible to receive catastrophic leave, an employee must be suffering from a
debilitating illness or injury which is expected to incapacitate the employee or an
immediate family member, including and limited to parents, children, spouse or
registered domestic partner, for an extended period of time and which creates a financial
hardship.
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APPROVED AND ADOPTED this 9* day of April, 2021, by the following vote.

AYES:

NOES:

ABSENT:

ABSTAIN:

Becky Shevlin, President, Board of Trustees

ATTEST:

Lloyd Johnson, Secretary-Treasurer, Board of Trustees
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San Gabriel Valley Mosquito and Vector Control District
District Manager's Report

Date: April 9, 2021
Meeting of: San Gabriel Valley Mosquito and Vector Control District Board of Trustees
Subject: Consider Amendments to Personnel Job Description and Duties:

Position Title - Executive Secretary/Clerk of the Board

Exhibit(s): EXHIBIT 7A, 7B

Background

Prior to initiating the recruitment process for the position of Executive Secretary/Clerk of the
Board, a review of the current job duties, assignments, minimum qualifications, and
compensation was conducted. Upon comparison of the current job description and a list of
actual duties and responsibilities, staff has determined that changes to the current job
description are necessary. These changes are significant enough to necessitate board approval
to amend the current job description (EXHIBIT 7A), with a new job description that better
describes the duties and function of the position (EXHIBIT 7B).

Managers Recommendation:
The District Manager recommends approving the amended Personnel Job Description and
Duties: Position Title - Executive Secretary/Clerk of the Board (EXHIBIT 7B).

Board Action Options:

o Board Action Required: If the Board concurs, following the public hearing and discussion
by members of this item, the appropriate action is to approve the amended Personnel
Job Description and Duties: Position Title - Executive Secretary/Clerk of the Board
(EXHIBIT 7B).

o Alternative Board Action: If after discussion by members of this item, the Board may

choose to deny the amended Personnel Job Description and Duties: Position Title -
Executive Secretary/Clerk of the Board (EXHIBIT 7B).

Fiscal Impact
None.

Submitted by:

Jared Dever
District Manager



San Gabriel Valley Mosquito and Vector Control District EXHIBIT 7A
Approved September 14, 2012

EXECUTIVE ASSISTANT/CLERK OF THE BOARD
POSITION DESCRIPTION
Basic Function

The Executive Assistant/Clerk of the Board performs a variety of confidential and complex
administrative tasks on behalf of the District Manager and Board of Trustees; coordinates and
produces the agenda, minutes, and communications for the Board’s meetings; performs
complex and confidential secretarial and clerical work; and other related duties as required.

Relationship:

The Executive Assistant/Clerk of the Board is a Fair Labor Standards Act non-exempt position
that is supervised by the District Manager.

Position Characteristics:

The Executive Assistant/Clerk of the Board must maintain confidentiality and use sound
judgment and a thorough understanding of District policies and regulations to perform
complex administrative tasks on behalf of the District Manager and Board of Trustees. He or
she coordinates and prepares the agenda and related material for meetings the Board of
Trustees and its related committees; maintains the District’s calendar of important business-
related events and informs appropriate staff of deadlines; develops and maintains the
District’s filing and records retention system; prepares correspondence for the District
Manager.

The Executive Assistant/Clerk of the Board assists the District’s managerial staff by using
secretarial and clerical skills and works on various projects as assigned.

Duties:

The following are examples of duties that may be performed. Omitting specific duties does not
exclude them from the position if the work is similar, related, or a logical assignment.

1. Prepare and distribute the agenda for monthly meetings of the District’s Board of
Trustees and its committees.

2. Attend meetings of the District’s Board of Trustees and its committees and record actions
taken; prepare and distribute minutes of the meetings.

3. Compose agenda items and resolutions following legal procedures.

Executive Assistant/Clerk of the Board
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San Gabriel Valley Mosquito and Vector Control District EXHIBIT 7A
Approved September 14, 2012

4.

10.

11.

12.

13.

14.

15.

16.

Recognize when District business must be placed on the agenda and how the Board
should conduct business during Board meetings.

Oversee proper physical arrangements for meetings of the Board of Trustees and its
committees and other District functions.

Serve as a point of contact and perform administrative and secretarial support for the
Board of Trustees and its officers, such as creating and maintaining a data base on the
District’s computer network for information related to Trustees, composing documents,
processing reimbursements and per diem for travel by Trustees, informing Trustees of
future meetings, and replying to inquiries from Trustees.

Perform administrative and secretarial functions for the District Manager and other staff;
compose routine correspondence; develop or obtain forms and correspondence.

Maintain a list of addresses of people and agencies related to vector control on the
District’s computer network.

Review and process requests, inquiries, and correspondence related to the District’s
benefit assessment.

Serve as the Filing Officer for distributing, collecting, and filing the Fair Political
Practices Commission Statement of Economic Interest Forms for Trustees and staff;
update the District’s Conflict of Interest Code and submit biennially for approval the
resolution to the County of Los Angeles Board of Supervisors.

Maintain District records such as minutes, resolutions, agreements, and policies;
implement and maintain a filing system for District business and correspondence.

Make travel arrangements for District staff and Trustees
Proofread, copy, and mail the District’s Annual Budget.

Solicit and/or write articles for the District’s monthly newsletter; design layout, provide
proof, print, distribute and mail the completed newsletter.

Maintain confidentiality.

Assist and inform the general public and other agencies; answer the telephone when
other staff are not available; screen office calls and visitors.

Executive Assistant/Clerk of the Board
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San Gabriel Valley Mosquito and Vector Control District EXHIBIT 7A
Approved September 14, 2012

Minimum Qualifications:

Knowledge of:

- Brown Act, parliamentary procedures, and Public Records Act; Fair Political Practices
Commission Conflict of Interest Code; California Health and Safety Code for Mosquito
and Vector Control Districts; District resolutions and bylaws.

- Standard office procedures, methods and computer equipment.

- Use of personal computers, software, and peripherals.

- English usage, spelling, vocabulary, grammar and punctuation; principles and
procedures of record keeping.

- Word processing methods, techniques, and programs.

- Public relations and information techniques.

- Mathematics, numerical, alphabetical, and subject matter filing systems,

- Principles and practices used in dealing with the public.

. District policies.

Ability to:

- Understand and apply pertinent federal, State, and local laws, codes, and regulations
including administrative and departmental policies and procedures.

- Compose agenda items and prepare minutes of the Board of Trustees.

- Work independently.

- Maintain confidentiality.

- Record minutes and respond to correspondence.

- Maintain records.

- Respond to questions from the public and District personnel regarding policies and
procedures for assigned area.

- Plan and organize work to meet schedules and timelines.

- Understand and follow oral and written instructions.

- Communicate clearly and effectively orally and in writing.

- Operate modern office equipment, e.g., computer hardware and software, copiers, and
printers.

- Work cooperatively and effectively with other employees and the public.

Education and Experience:

A combination of education, training, and experience that provides the desired knowledge and
abilities. An example is:

Graduation from high school or equivalent; five years of progressively responsible
administrative support in an office environment involving a variety of typing, document
processing, records management and office administration.

Executive Assistant/Clerk of the Board
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San Gabriel Valley Mosquito and Vector Control District EXHIBIT 7A
Approved September 14, 2012

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.

Functional Requirements:

Minimum of single eye corrected vision.

Ability to speak and write effectively in English.

Ability to frequently” sit for extended periods of time.

Ability to regularly” perform repetitive motion associated with office equipment and
answering telephone.

Ability to occasionally” bend at the knees and waist to perform filing activities.

Ability to periodically” lift objects weighing 25 pounds.

Ability to periodically” reach overhead.

* Periodically - Activity or condition exists less than 25% of the time.
Occasionally - Activity or condition exists 25 - 50% of the time.
Regularly - Activity or condition exists 50 - 75% of the time.
Frequently - Activity or condition exists more than 75% of the time.

Special Notes, Licenses, or Requirements:

Special Note:

The Executive Assistant/Clerk of the Board must be able to type 50 net words per minute with
no errors. A test will be administered to qualified applicants.

License:
A valid California State driver’s license is required at the time of appointment and must e
maintained throughout employment. The Executive Assistant/Clerk of the Board must be

insurable with the District’s insurance carrier.

Working Conditions:

The Executive Assistant/Clerk of the Board may be exposed to verbal abusive behavior from
the public.

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.

Executive Assistant/Clerk of the Board
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San Gabwiol Valley

[Mosquito & Vector:
—Control Distict_
b EXECUTIVE ASSISTANT/CLERK OF THE BOARD
Department: Administration
Reports To: District Manager
Exemption Status: Non-Exempt
Time-Base: Full-time/At-Will

Basic Function

Under direction, performs a variety of highly responsible, complex 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.

Relationship:

The Executive Assistant/Clerk of the Board is a Fair Labor Standards Act non-exempt position that is
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.

Examples of typical job functions (Illustrative 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.

Executive Assistant/Clerk of the Board
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EXHIBIT 7B

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.
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.

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:

VVVY

v

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.

Applicable Federal, State, and local laws, rules, regulations, ordinances, and organizational policies

Executive Assistant/Clerk of the Board
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EXHIBIT 7B

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.

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

vV VVVVYVYV

v

Ability to:

Provide a high level of administrative support to the General 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 modermn

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.

VV ¥V VVVVVVVVVY
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Education and Experience:

Associate degree in business administration or related field from an accredited college or university and five
(5) 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.

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

Executive Assistant/Clerk of the Board
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EXHIBIT 7B

the District shall perform the post-offer physical examination and drug screen and the District shall pay all
costs.

Functional Requirements:

Minimum of single eye corrected vision.

Ability to speak and write effectively in English.

Ability to frequently” sit for extended periods of time.

Ability to regularly” perform repetitive motion associated with office equipment and answering telephone.
Ability to occasionally” bend at the knees and waist to perform filing activities.

Ability to periodically” lift objects weighing 25 pounds.

Ability to periodically” reach overhead.

* Periodically - Activity or condition exists less than 25% of the time.
Occasionally - Activity or condition exists 25 - 50% of the time.
Regularly - Activity or condition exists 50 - 75% of the time.
Frequently - Activity or condition exists more than 75% of the time.

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 by time of appointment, Notary Public certification for the State of

California.

Envi tal Conditi

Employees work in an office environment with moderate noise levels, controlled temperature conditions,
and no direct exposure to hazardous physical substances. Employees may interact with upset staff and/or
public and private representatives in interpreting and enforcing departmental policies and procedures.

Executive Assistant/Clerk of the Board
Page 4






