Hidden Valley Lake Community Services District
Personnel Committee
Agenda
Thursday, December 10, 2020
8:30 AM

DUE TO THE EVOLVING SITUATION WITH THE COVID-19 NOVEL CORONAVIRUS AND THE
STATE OF CALIFORNIA STAY AT HOME ORDER, EXECUTIVE ORDER N-33-20, THIS MEETING
SHALL ONLY BE AVAILABLE TO THE PUBLIC VIA TELECONFERENCE

To join this meeting go to the www.hvlcsd.org select the December 10, 2020 Personnel
Committee Meeting select Join Microsoft Teams Meeting Select Join on the web instead.

Please submit your comments to pcuadras@hvlcsd.org or mail comments to the attention of:
Penny Cuadras, Hidden Valley Lake Community Services District, 19400 Hartmann Road, Hidden
Valley Lake, Ca 95467. Comments will be addressed by the Committee Chair as related to the
agenda item or during Public Comment.

DATE: December 10, 2020
TIME: 8:30 AM

PLACE: Hidden Valley Lake CSD
Administration Office, GM Office
19400 Hartmann Road
Hidden Valley Lake, CA

1) CALL TO ORDER

2) PLEDGE OF ALLEGIANCE
3) ROLL CALL

4) APPROVAL OF AGENDA

5) REVIEW and DISCUSS: Recommendations for the new Project Manager Position and Job
Description

6) PUBLIC COMMENT

7) COMMITTEE MEMBER COMMENT

8) ITEMS FOR NEXT AGENDA

9  ADJOURN

Public records are available upon request. Board Packets are posted on our website at www.hvlcsd.org/Meetings.
In compliance to the Americans with Disabilities Act, if you need special accommodations to participate in or attend the meeting
please contact the District Office at (707) 987-9201 at least 48 hours prior to the scheduled meeting.

Public shall be given the opportunity to comment on each agenda item before the Governing Board acts on that item, G.C.
54953.3. All other comments will be taken under Public Comment.


http://www.hvlcsd.org/Meetings

Project Manager

Hidden Valley Lake Community Services
District

This class description in only intended to present a summary of the range of duties and responsibilities associated with the positions. Descriptions
may not include all duties performed by individuals within the class. In addition, descriptions outline the minimum qualifications necessary for
entry into the class and do not necessarily convey the qualifications of incumbents within the position.

SALARY RANGE
Reports to: General Manager | Hourly Salary
Status: Non-Exempt ‘ Step A | Step B | Step C | Step D ‘ Step E
Effective Date: | %3428 | $36.00 | $37.80 | $39.69 | $41.67
Approved Date: ‘ | | | ‘

DEFINITION:
The Project Manager develops, plans, organizes, coordinates and administers assigned projects for the District and
performs administrative and budgeting duties.

SUPERVISION RECEIVED/EXERCISED:

Receives general direction from the General Manager.

ESSENTIAL FUNCTIONS: (but are not limited to the following)

Class specifications are only intended to present a description summary of the range of duties and responsibilities associated with specified positions.
Therefore, specifications may not include all duties performed by individuals within a classification. In addition, specifications are intended to outline the
minimum qualifications necessary for entry into the class and do not necessarily convey the qualifications of the incumbents within the class.

. Collects compiles, analyzes, and reports statistical information relating to programs and administrative matters.

. Develops budgets and provides operational and budgetary oversight of the District Capital Improvement Plan and
other specified programs. Develops reporting requirements and associated documents.

. Performs community outreach, liaisons and develops partnerships with community groups, businesses,

governmental agencies and other community organizations such as, but not limited to, IRWM, DWR, DDW,
RCAC, ACWA, CRWA, CWA.

. Develops grant applications and program proposals to obtain state and federal funding. Administers and oversees
specially funded programs(s) and/or functions(s).
. Reviews program proposals/plans such as, but not limited to, Local Hazard Mitigation Plan, Strategic Plan to

determine timeframes, funding limitations. Develops recommendations for accomplishing program objectives,
outcome indicators, performance measures, staffing requirements and allotment of funds to various program

components.

. Negotiates with service providers such as, but not limited to GHD, Coastland, regarding procedures, costs, and
other contract matters. Oversees and monitors contracts

. Represents the District before the Board of Directors, District Committees, in public meetings, and to other

government agencies in specific areas of assignment. Serves on and/or is the staff person assigned to
committees and groups involved in specific program assignments.

. Coordinates the provision of services with other program elements.

. Evaluates program needs and ensures effective program delivery.

. May supervise an administrative and/or program staff directly or through subordinate supervisors.




PHYSICAL, MENTAL AND ENVIRONMENTAL WORKING CONDITIONS: The essential functions of this

position may require the employee to perform the following physical activities. Some of these requirements may be accommodated for
otherwise qualified individuals requiring and requesting such accommodations.

QUALIFICATIONS: The following are minimal qualifications necessary for entry into the classification.

Education and/or Experience:

Three years of increasing responsibility at the professional level, with public or private sector administrative experience
involving fiscal, operational, and/or legislative analysis.

Bachelor’s degree is required from an accredited college or university, preferably in Business Administration, Public
Administration, Economics, Political Science, Environmental Science, or closely related field.

Licenses/Certificates:

A Project Manager Professional (PMP) certification is desirable.

KNOWLEDGE/SKILLS/ABILITIES: The following are a representative sample of the KSA's necessary to perform essential
duties of the position.

Knowledge of:

. Supervisory principles and practices including work planning, assignment, work review, employee development
and evaluation.

. Administrative principles and practices including basic budgeting, program planning, development and evaluation
of grants, contracted services and funding report requirements.

. Analytical techniques including data collection and presentation methods.

. Principles, practices, procedures, laws, and regulations related to the assigned project/department.

Ability to:

. Plan, and conduct analytical studies related to specific assignments.

. Review and install changes in work methods, systems and procedures, understand, interpret and explain laws,
regulations and policies governing program operations. Organize complex information into manageable parts.

. Communicate effectively both verbally and in writing to individuals and clearly and effectively in public speaking.
Prepare spreadsheets and documents.

. Understand program objectives in relation to departmental goals and procedures.

. Prepare funding proposals and narrative and statistical reports.

. Secure cooperation and teamwork among a variety of groups and individuals within and outside the District.

. Organize and prioritize work assignments.

. Research regulations, procedures and/or technical reference materials.

. Interpret political and administrative direction and incorporate into District policy and procedures.

Other Duties:

Perform other related duties as requested by the General Manager.

| have reviewed this Job Description with my Supervisor and agree with its contents.

Employee Signature Date

Employer Signature Date




