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REGULAR MEETING OF THE  

BOARD OF DIRECTORS 

ROSAMOND COMMUNITY SERVICES DISTRICT  
 

6PM Closed Session 

7PM Regular Board Meeting 
   Tuesday, April 3, 2018 

                            District Board Room 

                  3179 35
th

 Street West 

                   Rosamond, CA 93560 

 

Teleconference location 

590 SW 139
th

 Avenue 

Beaverton, OR 97006  

 

 

 Agenda  
CALL TO ORDER 

 

ROLL CALL  
 

President Dennis Shingledecker 

Vice President Russell Williford- Teleconference 

 Director Byron Glennan 

Director Olaf Landsgaard 

Director Ed MacKay 

  

PLEDGE OF ALLEGIANCE 

 

APPROVAL OF THE AGENDA 

 

BOARD SECRETARY 
This portion of the agenda allows an individual the opportunity to address the Board on any item NOT ON 

THE AGENDA regarding District business. State law prohibits the District from taking any action on any 

items not on the agenda, unless authorized under §54954.2(b) of the Government Code, and your matter may 

be referred to the General Manager. An individual may also address the Board on any agenda item at the time 

the matter is discussed, and prior to Board consideration or action. Speakers will be limited to five (5) minutes. 

Your time will start when you approach the podium, and you will be given a 30 second warning before your 

time expires. If you choose to ask a question during this time, any response by the Board will not extend your 

time. Questions may be referred to the General Manager to be answered at a later time after the meeting. In 

order to  allow for a smooth and orderly meeting, and allow each speaker the ability to address the Board, 

disruptions from the audience will not be tolerated and you could be asked to leave. We appreciate your 

cooperation in this democratic process. 
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PUBLIC COMMENTS 

 

CLOSED SESSION 

 

1. Conference with Legal Counsel – Existing Litigation 

Pursuant to Government Code section 54956.9(a),  

PERB Case No. LA-CE-1176-M 

American Federation of State, County & Municipal Employees Local 1902 v. 

Rosamond Community Services District 

 

PUBLIC REPORT ON ACTION TAKEN IN CLOSED SESSION 

 

7:00 P.M. OPEN SESSION  

 

BOARD SECRETARY 
This portion of the agenda allows an individual the opportunity to address the Board on any item NOT ON 

THE AGENDA regarding District business. State law prohibits the District from taking any action on any 

items not on the agenda, unless authorized under §54954.2(b) of the Government Code, and your matter may 

be referred to the General Manager. An individual may also address the Board on any agenda item at the time 

the matter is discussed, and prior to Board consideration or action. Speakers will be limited to five (5) minutes. 

Your time will start when you approach the podium, and you will be given a 30 second warning before your 

time expires. If you choose to ask a question during this time, any response by the Board will not extend your 

time. Questions may be referred to the General Manager to be answered at a later time after the meeting. In 

order to  allow for a smooth and orderly meeting, and allow each speaker the ability to address the Board, 

disruptions from the audience will not be tolerated and you could be asked to leave. We appreciate your 

cooperation in this democratic process. 

 

PUBLIC COMMENTS 

 

MINUTES 

M 1. Approve March 6, 2018 Regular Board Meeting Minutes 

CONSENT CALENDAR 

CC 1. Approve Check/Voucher Register dated 2/27/18 – 3/12/18 

CC 2. General Manager met the goals set forth in his 2017 contract 

NEW BUSINESS 

NB 1.  Discussion and action regarding the future of Parks and Recreation. (Presenter: Ronald 

Smith, General Manager)  

 

NB 2.  Approve the amended Stradling, Yocca, Carlson & Rauth Agreement for Legal 

Services. (Presenter: Ronald Smith, General Manager)  
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NB 3. Appropriate $150,000 to the Sewer Fund for Capital Improvement Budget. (Presenter: 

Ronald Smith, General Manager) 

 

NB 4. Cancel the Board Meeting scheduled on June 5, 2018 due to the Board Room is being 

used as a polling site for the Statewide Direct Primary Election. (Presenter: Ronald 

Smith, General Manager) 

 

NB 5. Approve the Executive Management Salary Schedule. (Presenter: Ronald Smith, 

General Manager) 

 

NB 6. Approve the Mid-Management Salary Schedule. (Presenter: Ronald Smith, General 

Manager) 

 

NB 7. Adopt Resolution No. 2018-05, amending the Administrative Handbook, adopting a 

Management Analyst job description. (Presenter: Ronald Smith, General Manager) 

 

DIRECTOR REPORTS/COMMENTS/FUTURE AGENDA ITEMS 

 

GENERAL COUNSEL UPDATE               

Allison Burns, Esq. 

 

GENERAL MANAGER UPDATE     

Ronald Smith 

ASSISTANT GENERAL MANAGER UPDATE     

John Houghton 

DIRECTOR OF FINANCE UPDATE     

Brad Rockabrand, CPA 

 

DIRECTOR OF PUBLIC WORKS UPDATE     

Brach Smith 

 

DIRECTOR OF ADMINISTRATION/BOARD SECRETARY UPDATE 

Lizette Guerrero, CMC 

 

ADJOURNMENT  

Requirements Regarding Disabled Access:  In accordance with §54954.2(a), requests for a disability related 

modification or accommodation, including auxiliary aids or services, in order to attend or participate in a 

meeting, should be made to the RCSD Board Secretary/Assistant at least 48 hours in advance of the meeting to 
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ensure availability of the requested service or accommodation.  Please contact the Board Secretary/ Assistant 

by telephone at (661) 256-5808, Email:  lguerrero@rosamondcsd.com or in writing at the Rosamond 

Community Services District, Attn:  Board Secretary/Assistant; 3179 35
th
 Street West, Rosamond, CA 93560. 

 

Pursuant to Government Code Section 54957.5, any writing that: (1) is a public record; (2) relates to an agenda 

item for an open session of a regular meeting of the Board of Directors; and (3) is distributed less than 72 

hours prior to that meeting, will be made available for public inspection at the time the writing is distributed to 

the Board of Directors.  Any such writing will be available for public inspection at the District offices located 

at  3179 35th Street West, Rosamond, CA 93560.  In addition, any such writing may also be posted on the 

District’s web site. 

mailto:lguerrero@rosamondcsd.com
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REGULAR MEETING OF THE  

BOARD OF DIRECTORS 

ROSAMOND COMMUNITY SERVICES DISTRICT  
 

6PM Closed Session 

7PM Regular Board Meeting 
   Tuesday, March 6, 2018 

                            District Board Room 

                  3179 35
th

 Street West 

                   Rosamond, CA 93560 

 

 

 Minutes 
  
President Shingledecker called the meeting to order at 6:00PM. 

 

ROLL CALL  
 

President Dennis Shingledecker 

Vice President Russell Williford 

 Director Byron Glennan 

Director Olaf Landsgaard 

Director Ed MacKay 

  

PLEDGE OF ALLEGIANCE 

 

APPROVAL OF THE AGENDA 

Motion made by Director MacKay, Seconded by Vice President Williford to approve the 

agenda. Motion passed with 5 ayes. 

 

BOARD SECRETARY 
This portion of the agenda allows an individual the opportunity to address the Board on any item NOT ON 

THE AGENDA regarding District business. State law prohibits the District from taking any action on any 

items not on the agenda, unless authorized under §54954.2(b) of the Government Code, and your matter may 

be referred to the General Manager. An individual may also address the Board on any agenda item at the time 

the matter is discussed, and prior to Board consideration or action. Speakers will be limited to five (5) minutes. 

Your time will start when you approach the podium, and you will be given a 30 second warning before your 

time expires. If you choose to ask a question during this time, any response by the Board will not extend your 

time. Questions may be referred to the General Manager to be answered at a later time after the meeting. In 

order to  allow for a smooth and orderly meeting, and allow each speaker the ability to address the Board, 

disruptions from the audience will not be tolerated and you could be asked to leave. We appreciate your 

cooperation in this democratic process. 
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PUBLIC COMMENTS 

Received. 

 

CLOSED SESSION 

 

1. CONFERENCE WITH LABOR NEGOTIATORS 

Pursuant to Government Code §54957.6 

District Negotiator:  Ronald Smith and Jeffrey Dinkin 

Employee Organization:  AFSCME Local 1902 
 

Public comments received. 
 

Motion made by Director MacKay, Seconded by Director Landsgaard to go into closed 

session at 6:14PM. Motion passed with 5 ayes. 

 

Motion made by Director MacKay, Seconded by Vice President Williford to come out of 

closed session at 7:03PM. Motion passed with 5 ayes. 
 

PUBLIC REPORT ON ACTION TAKEN IN CLOSED SESSION 

No reportable action taken. 

7:00 P.M. OPEN SESSION  

 

BOARD SECRETARY 
This portion of the agenda allows an individual the opportunity to address the Board on any item NOT ON 

THE AGENDA regarding District business. State law prohibits the District from taking any action on any 

items not on the agenda, unless authorized under §54954.2(b) of the Government Code, and your matter may 

be referred to the General Manager. An individual may also address the Board on any agenda item at the time 

the matter is discussed, and prior to Board consideration or action. Speakers will be limited to five (5) minutes. 

Your time will start when you approach the podium, and you will be given a 30 second warning before your 

time expires. If you choose to ask a question during this time, any response by the Board will not extend your 

time. Questions may be referred to the General Manager to be answered at a later time after the meeting. In 

order to  allow for a smooth and orderly meeting, and allow each speaker the ability to address the Board, 

disruptions from the audience will not be tolerated and you could be asked to leave. We appreciate your 

cooperation in this democratic process. 

 

PUBLIC COMMENTS 

Received. 

 

MINUTES 

M 1. Approve February 20, 2018 Regular Board Meeting Minutes 

Motion made by Vice President Williford, Seconded by Director MacKay to 

approve the Minutes. Motion passed with 5 ayes. 
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CONSENT CALENDAR 

CC 1. Approve Check/Voucher Register dated 2/13/18 – 2/26/18 

CC 2. Cash Balances- January 2018 

Motion made by Director MacKay, Seconded by Director Glennan to approve the 

Consent Calendar. Motion passed with 5 ayes. 

 

NEW BUSINESS 

NB 1.  Approve Ronald Smith’s Employment Contract. (Presenter: Allison Burns, General 

Counsel) 

Motion made by Director MacKay, Seconded by Director Landsgaard to approve 

Ronald Smith’s Employment Contract. Motion passed based on the following Roll 

Call Vote: 
 

Roll Call: 
 

Vice President Russell Williford: Nay 

Director Olaf Landsgaard:  Aye 

Director Byron Glennan:  Nay 

Director Ed MacKay   Aye 

President Dennis Shingledecker Aye 
 

NB 2. Authorize Director Glennan attend the Kern County Water Summit on March 7, 2018. 

(Presenter: Ronald Smith, General Manager) 

Motion made by Director MacKay, Seconded by Director Landsgaard to authorize 

Director Glennan attend the Kern County Water Summit on March 7, 2018. 

Motion passed with 5 ayes. 
 

NB 3. Nominate a Director to the CSDA Board of Directors, Seat A for the 2019-2021 term. 

(Presenter: Ronald Smith, General Manager)  

 Motion made by Director Landsgaard, Seconded by Director MacKay to nominate 

Director Glennan to the CSDA Board of Directors, Seat A for the 2019-2021 term. 

Motion passed with 5 ayes. 
 

NB 4. Nominate a Director for the Special District Representative on Kern LAFCo with a 

term ending May 2022. (Presenter: Ronald Smith, General Manager) 

 Motion made by Director Glennan, Seconded by Director MacKay to nominate 

Vice President Williford to the Special District Representative on Kern LAFCo 

with a term ending May 2022. Motion passed with 5 ayes. 
 

NB 5. Sponsor the Annual Appreciation Dinner for the Kern County Sheriff’s Deputies of the 

Rosamond Sub-Station. (Presenter: Ronald Smith, General Manager) 
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Motion made by Director Landsgaard, Seconded by Vice President Williford to be 

a gold sponsor for the Annual Appreciation Dinner for the Kern County Sheriff’s 

Deputies of the Rosamond Sub-Station. 

 

DIRECTOR REPORTS/COMMENTS/FUTURE AGENDA ITEMS 

Director’s Glennan, MacKay, Landsgaard, and Williford gave reports. 
 

GENERAL COUNSEL UPDATE               

Allison Burns, Esq. - Update provided 
 

GENERAL MANAGER UPDATE     

Ronald Smith- Update provided 

ASSISTANT GENERAL MANAGER UPDATE     

John Houghton 
 

DIRECTOR OF PUBLIC WORKS UPDATE     

Brach Smith- Update provided 
 

DIRECTOR OF ADMINISTRATION/BOARD SECRETARY UPDATE 

Lizette Guerrero, CMC 
 

ADJOURNMENT - President Shingledecker adjourned the meeting at 7:44PM. 

Requirements Regarding Disabled Access:  In accordance with §54954.2(a), requests for a disability related 

modification or accommodation, including auxiliary aids or services, in order to attend or participate in a 

meeting, should be made to the RCSD Board Secretary/Assistant at least 48 hours in advance of the meeting to 

ensure availability of the requested service or accommodation.  Please contact the Board Secretary/ Assistant 

by telephone at (661) 256-5808, Email:  lguerrero@rosamondcsd.com or in writing at the Rosamond 

Community Services District, Attn:  Board Secretary/Assistant; 3179 35
th
 Street West, Rosamond, CA 93560. 

 

Pursuant to Government Code Section 54957.5, any writing that: (1) is a public record; (2) relates to an agenda 

item for an open session of a regular meeting of the Board of Directors; and (3) is distributed less than 72 

hours prior to that meeting, will be made available for public inspection at the time the writing is distributed to 

the Board of Directors.  Any such writing will be available for public inspection at the District offices located 

at  3179 35th Street West, Rosamond, CA 93560.  In addition, any such writing may also be posted on the 

District’s web site. 

 

 

Respectfully submitted: 

 

 

__________________________   ______________________________ 

President, Board of Directors    Board Secretary 

Rosamond Community Services District 

mailto:lguerrero@rosamondcsd.com






















 

 

 

ROSAMOND COMMUNITY SERVICES DISTRICT 

RESOLUTION NO. 2018-05 

 

RESOLUTION OF THE BOARD OF DIRECTORS OF THE 

ROSAMOND COMMUNITY SERVICES DISTRICT 

AMENDING THE ADMINISTRATIVE HANDBOOK  

WHEREAS, the Rosamond Community Services District (“District”) is a public agency 

of the State of California formed by the Community Services District Law under Section 61000 

et seq. of the Government Code; and 

WHEREAS, pursuant to Section 61045(g) of the Government Code, the Board of 

Directors shall adopt policies for the operation of the District including, but not limited to, 

administrative and personnel policies; and  

WHEREAS, the Board of Directors adopted an Administrative Handbook on February 

12, 2014 via Resolution 2014-1 and a set of revisions of the Administrative Handbook on March 

11, 2015 by Resolution 2015-1 and a set of revisions on August 26, 2015 via Resolution 2015-22 

and a set of revisions by Resolution 2015-27 on November 17, 2015 and a set of revisions on 

September 6, 2016 and a set of revisions by Resolution 2017-04 on February 7, 2017 and a set of 

revisions by Resolution 2017-05 on March 7, 2017; 

 

 WHEREAS, the Board desires to adopt a job description from Series 2000, Job 

Descriptions, within the Administrative Code Handbook as set forth in the Exhibit A hereto. 

 

 NOW, THEREFORE, BE IT RESOLVED by the Board of Directors of the Rosamond 

Community Services District as follows: 

 

1.0 Adopt a Job Description (Management Analyst): Job Description- Management 

Analyst is hereby adopted, in its entirety, and hereby is added to current job 

description in Series 2000 of the Administrative Code. The adopted job 

description, Management Analyst is attached hereto and incorporated herein by 

reference. 

 

2.0 Conflicts.  To the extent there is any express or implied conflict between the 

present Employee Handbook and the Administrative Handbook, the language of 

the Administrative Handbook shall take precedence in resolving the conflict.  

District staff is hereby directed to review the Employee Handbook to ensure that 

no express or implied conflicts exist.  If any conflicts are found to exist staff is 

directed to bring that conflict to the attention of the Board at the next regular 

meeting so that the conflict may be resolved.  

 

3.0 Effective Date:   This Resolution shall become effective as of the date of 

adoption.   

 

4.0 Severability:    If any section, subsection, clause or phrase in this Resolution is for 

any reason held invalid, the validity of the remainder of this Resolution shall not 



 

 

 

be affected thereby.  The Board hereby declares that it would have passed this 

Resolution and each section, subsection, sentence, clause, or phrase thereof, 

irrespective of the fact that one or more sections, subsections, sentences, clauses 

or phrases or the application thereof be held invalid. 

 

 6.0 Incorporation of Recitals:   The Recitals set forth above are incorporated herein 

and made an operative part of this Resolution. 

 

 

 PASSED AND ADOPTED at a regular meeting of the Board of Directors of the 

Rosamond Community Services District held this 3rd day of April, 2018.   

 

 

      By:  _______________________________ 

              President, Board of Directors 

              Rosamond Community Services District 

 

ATTEST: 

 

By:  _____________________________ 

        Secretary, Board of Directors 

        Rosamond Community Services District 
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Rosamond Community Services District 

JOB DESCRIPTION  

MANAGEMENT ANALYST 
Class specifications are intended to present a descriptive list of the range of duties performed by employees 
in the class. Specifications are not intended to reflect all duties performed within the job. 
 

Definition 
 
Under general direction, coordinates, participates in accounting activities in the Finance 
Department; to perform advanced level professional accounting duties; to maintain a variety of 
accounts and general ledgers; to maintain financial records; to assist in the coordination and 
preparation of the monthly budget report; coordinate and perform aspects of the Accounting 
Division which includes general ledger, accounts payable, work order management/cost 
accounting, and accounts receivable; coordinates, participates in utility billing activities in the 
Customer Service Department; oversees the establishment of new accounts, closing accounts, 
connecting new services, terminating existing services, reading meters and resolving issues with 
water usage and billings; and to perform a variety of tasks to assure ongoing customer service 
improvement. 
 
Supervision Received and Exercised 
 
Receives direction from the Director of Administration and the Director of Finance or others as 
assigned. This position supervises employees in the Finance and Customer Service 
departments. 
 
Essential Functions: 
 

1. Performs difficult analytical studies of organizational structures, systems, procedures, policies 
and practices; proposes new administrative policies and organizational procedures, as 
approved; coordinates the implementation of adopted recommendations. 
 

2. Prepares financial, statistical and analytical reports for the Director of Finance. 
 

3. Assists the Finance Department with daily/monthly bank reconciliations; records 
transactions, general ledger accounts, and subsidiary accounts. 

 
4. Assists with the management of all accounting functions such as the accounting system, 

payroll, accounts payable, accounts receivable, processing and issuance of payments and 
cash receipts; reviews requests for purchases that require purchase orders and accounting 
system approval. 
 

5. Implements and coordinates new policies or revisions to existing policies and procedures.  
 



 

 

 

6. Prepares financial documents and publications, reviews content, and ensures that all 
documents/publications are prepared in accordance with strict government-mandated 
requirements; reviews and ensures the accuracy of financial data. 

 

7. Analyzes proposed and existing legislation and interprets implications on operations and cost 
to organization affected; assists in the development of legislative recommendations and other 
appropriate actions, formulates and recommends the group’s reaction to such legislation; 
interprets; existing legislation and ensures cost/effective compliance throughout the group. 
 

8. Prepares and reviews federal, state, and /or non-profit grant application proposals; assists 
departments in developing grant proposals; interfaces with governmental groups regarding 
requirements for obtaining funds; monitors implemented grants to verify compliance with 
operating and administrative objectives; prepares and reviews grant reports. 
 

9. Coordinates multiple projects on an ongoing basis; manages workflows of staff required for 
document production, develops and coordinates quality control standards and procedures; 
develops, maintains, and enforces timelines for projects; establishes and enforces target 
dates and deadlines for project collaborators; coordinates reviews; assembles final 
documents; collaborates with multiple departments and personnel during completion of 
projects.  
 

10. Provides support to other departments. 
 

11. Prepares department budget, analyzes budgets and programs; reviews and approve/deny 
expenditure requests. 
 

12. Reviews departments’ monthly expenditures; prepares monthly reports for management. 
 

13. Establishes policies, procedures, and timelines associated with the production and distribution 
of financial documents and publications; reviews and analyzes production data. 
 

14. Prepares written reports and correspondence on a variety of administrative, fiscal and budget 
items, including agenda items. 
 

15. Assists with the coordination of year end audits; meets with outside auditors to provide 
information and resolve problems; explains procedures to auditors and serves as a reference 
for inquiries. 

 

16. Plans, prioritizes, assigns, and reviews the work of staff responsible for establishing new 
accounts, closing accounts, connecting new services or meters, terminating services, 
reading meters and resolving issues with water usage and billings and of staff 
responsible for assisting the Finance and Administration Departments. 
 

17. Establishes schedules and methods for providing quality customer services; identify 
resource needs; review needs with appropriate management staff; allocate resources 
accordingly. 
 

18. Audits daily cash reports; billing reports. 



 

 

 

19. Assign, coordinate or perform re-reads; check for leaks on bills questioned by 
customers; re-read accounts with unusually high consumptions prior to submittal of bills. 
 

20. Edits and adjusts customer account records; generate billing statements for mailing. 
 

21. Makes/reviews adjustments or changes to accounts regarding miscellaneous fees or 
charges applied. 
 

22. Reviews/closes daily transactions. 
 

23. Prepare delinquent reminders and set dates for service shut-off for non-payment. 
 

24. Identifies opportunities for improving service delivery methods and procedures; 
implements improvements.  
 

25. Responds to and resolves difficult and sensitive citizen inquiries and complaints 
regarding water service.  

 

 
26. Processes delinquent reports; identifies/processes collection accounts. 

 
27. Supervises staff in the Finance and Customer Service Departments. 

 

28. Participates in the selection of department staff; provides or coordinates staff training; 
works with employees to correct deficiencies; implements discipline procedures; 
evaluation of staff. 

 
Additional Duties: 
 

1. Processes payroll and prepare monthly, quarterly & annual tax deposits and compliance 
reporting. 

 
2. Processes lockbox/night drop payments, submits remote deposits and prepares manual 

deposits. 
 

3. Researches payment discrepancies. 
 

4. Provides general assistance and information to the public via telephone or in person. 
 

5. Turn off water to customers with unpaid balances; verify that service remains off after 
disconnecting water for past due accounts.  

6. Establish new accounts; coordinate turn-on; assign new customer account numbers and 
locations; terminate closing accounts; resolve service complaints. 
 

7. Operates a cash register and credit card terminal; computes change and issues receipts. 
 

8. Prepares and enters information into computer for new utility accounts, new meter 
installations and locations; maintains accuracy of all customer service billing records and 
makes changes as necessary. 



 

 

 

 
9. Generates service orders for Public Works Operators and makes a record of fieldwork 

completed. 
 

10. Serves as receptionist and operates the District switchboard as necessary. 
 

11. Distributes District-wide mail.   
 

12. Provides vacation or temporary relief as required. 
 

13. Performs other duties as assigned. 
 
Qualifications:  
 
To perform this job successfully, an individual must be able to perform each essential duty 
satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or 
ability required. Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions. 
 
Knowledge of: 
 
Generally accepted accounting principles and procedures and their application to a variety of 
accounting transactions and problems; government accounting principles and practices; 
principles and practices of payroll, accounts payable, work order management, cost accounting, 
and accounts receivable; grant writing and monitoring; principles and practices of budgeting; 
principles and practices of auditing; automated financial management systems; financial 
research and report preparation methods and techniques; cash handling procedures; laws 
regulating public finance and fiscal operations; computer equipment and various software 
systems; modern office methods, practices, procedures, and equipment; staff motivation and 
recognition techniques.   
 
Operations, services and activities of a water meter reading and customer service program; 
principles of supervision, training and performance evaluation; meters and meter reading 
techniques; district boundaries and jurisdictions; modern and complex principles and practices 
of customer billing; modern office procedures, methods and equipment including computers; 
principles of business letter writing and basic report preparation; pertinent Federal, State and 
local laws, codes and regulations.   
 
Ability to: 
 
Supervise, coordinate, and prepare accounting activities; assist in the development and 
implementation of accounting system modifications; analyze and interpret financial and 
accounting records; analyze and interpret complex utility billing records and coordinate with 
Customer Service billing staff; interpret and explain District financial policies and practices; work 
independently in the absence of close supervision; select, supervise, train and evaluate staff; 
possess time management skills; prepare a variety of complex financial statements, reports and 
analyses; apply Federal, State and local laws and regulations pertaining to accounting and 
auditing work; examine and verify a wide variety of financial documents and reports; conduct 
sound audits of financial records; operate computers and word processing systems and related 



 

 

 

software programs; communicate clearly and concisely, both orally and in writing; establish and 
maintain cooperative working relationships with those contacted in the course of work; maintain 
physical condition appropriate to the performance of assigned duties and responsibilities; 
maintain mental capacity which allows the capability of making sound decisions and 
demonstrating intellectual capabilities; maintain effective audio-visual discrimination and 
perception needed for making observations. 
 
Understand billing procedures; supervise, organize and review the work of lower level staff; 
possess time management skills; interpret and explain District policies and procedures; 
determine when to terminate water service on delinquent accounts; resolve sensitive customer 
service complaints tactfully and effectively; prepare clear and concise reports; communicate 
clearly and concisely, both orally and in writing; establish and maintain effective working 
relationships with those contacted in the course of work including District officials and the 
general public;  maintain physical condition appropriate to the performance of assigned duties 
and responsibilities; maintain mental capacity which allows the capability of making sound 
decisions and demonstrating intellectual capabilities; maintain effective audio-visual 
discrimination and perception needed for making observations, communicating with others, 
reading, writing and operating assigned equipment.  
 
Experience and Training Guidelines: 
 
Any combination of experience and training that would likely provide the required knowledge 
and abilities is qualifying. A typical way to obtain the knowledge and abilities would be: 
 
Education and Experience 
 
Bachelor's degree (B.A.) from four-year college or university with major course work in 
accounting, finance or public administration; seven-years’ work experience in accounting, 
finance or public administration; a valid Certified Public Accountant License (CPA) or Master’s 
degree (M.A) in accounting, finance, public administration is desired.   
 
Language Skills: 
 
Must be able to read, write and speak fluent English. Ability to read, analyze, and interpret 
general business periodicals, professional journals, technical procedures, or governmental 
regulations.  Ability to write reports, business correspondence, and procedure manuals.  Ability 
to effectively present information and respond to questions from groups of managers, clients, 
customers, and the general public. 
 
 
Mathematical Skills:   
 
Ability to work with mathematical concepts such as probability and statistical inference, and 
fundamentals of plane and solid geometry and trigonometry.  Ability to apply concepts such as 
fractions, percentages, ratios, and proportions to practical situations. 
 
 
 
 



 

 

 

Reasoning Ability: 
 
Ability to solve practical problems and deal with a variety of concrete variables in situations 
where only limited standardization exists. Ability to interpret a variety of instructions furnished 
in written, oral, diagram, or schedule form. 
 
Computer Skills: 
 
To perform this job successfully, an individual should have knowledge and training on use of 
Microsoft Word, Excel, Power Point programs.  
 
Certificates, Licenses, Registrations:  
 
A valid California Certified Public Accountant License is considered desirable, but not required.   
 
Other Qualifications: 
 
Valid Class C California driver’s license and a satisfactory driving record. 
 
Physical Demands: 
 
The physical demands described here 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 
functions. 
 
While performing the duties of this Job, the employee is regularly required to sit for long 
periods of time; use hands to finger, handle, or feel; reach with hands and arms and talk or 
hear. The employee is frequently required to stand; walk; climb or balance and stoop, kneel, 
crouch, or crawl. 
 
The employee must regularly lift and /or move up to 10 pounds, frequently lift and/or move up 
to 20 pounds and occasionally lift and/or move up to 40 pounds. 
 
Work Environment: 
 
The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job. Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions.  
The noise level in the work environment is usually quiet. 
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