MEMO
TO:

Board of Directors

FROM:

Cathy Lee, General Manager

RE:

Collaboration Partnership and Potential Ad-Hoc Committee Appointments

DATE:

May 14, 2021

AGENDA ITEM 11

Background:
At its January 2021 regular meeting, the Board tasked staff to continue collaboration efforts with
Sacramento Suburban Water District (SSWD) to look for opportunities to maximize and enhance
water supply reliability and identify other potential benefits or impacts of collaboration for cost
saving opportunities.
Summary:
The general managers of both districts have been exploring other areas of potential benefits
prompted by staffing vacancies, near-term retirements, contiguous service areas, and similar
operating environments. There is a real opportunity for each agency to share staff support
contractually in engineering, operations, and human resource. Additional benefits could be
identified in the event the two agencies choose to continue collaboration discussions with an
emphasis on exploring shared savings opportunities while still maintaining two separate operations
and governance structure.
Aside from enhancing the water supplies of the two agencies, there could be a substantial amount
of savings to the rate payers that would occur in the event the two agencies were to
integrate/consolidate into a single organization. Moreover, at the April 2021 SSWD’s regular
Board meeting, a discussion ensued over the possibility of a 2x2 Ad Hoc Committee with the
District. SSWD’s Board President requested its general manager to bring back recommendations
for a 2021 Committee and Liaison Committee for discussion at its May 17, 2021 regular board
meeting. At the time of this staff report, it is unknown the decision of the SSWD’s Board.
One avenue to explore these discussions is developing a 2X2 committee of the two agencies.
Developing a 2X2 committee is not a foregone conclusion that a consolidation is eminent, it is
typically developed to analyze such an important discussion. If the Board chooses to move forward
in the direction of a 2X2 Ad Hoc Committee with SSWD, staff will initiate communication with
SSWD’s General Manager
Recommendation:
Staff recommends that the Board of Directors discuss the potential to initiate discussion with
Sacramento Suburban Water District to develop a 2X2 Ad Hoc Committee to identify
opportunities to maximize/enhance the reliability of water supplies, benefits or impacts related to
cost saving opportunities, and consolidation into a single organization.
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AGENDA ITEM 12

MEMORANDUM
Date: May 3, 2021
To:

ACWA REGION 4 MEMBER AGENCY PRESIDENTS AND GENERAL MANAGERS
(sent via e-mail)

From: ACWA REGION 4 NOMINATING COMMITTEE
Mike Hardesty, Reclamation District #2068
Jim Peifer, Sacramento Suburban Water District
Michelle Reimers, Turlock Irrigation District
Kerry Schmitz, Sacramento County Water Agency
The Region 4 Nominating Committee is looking for ACWA members who are interested in leading the
direction of ACWA Region 4 for the 2022-2023 term. The Nominating Committee is currently seeking
candidates for the Region 4 Board, which is comprised of Chair, Vice Chair and up to five Board
Member positions.
The leadership of ACWA’s ten geographical regions is integral to the leadership of the Association as a
whole. The Chair and Vice Chair of Region 4 serve on ACWA’s Statewide Board of Directors and
recommend all committee appointments for Region 4. The members of the Region 4 Board
determine the direction and focus of region issues and activities. Additionally, they support the
fulfillment of ACWA’s goals on behalf of members and serve as a key role in ACWA’s grassroots
outreach efforts.
If you, or someone within your agency, are interested in serving in a leadership role within ACWA by
becoming a Region 4 Board Member, please familiarize yourself with the Role of the Regions and
Responsibilities; the Election Timeline; and the Region 4 Rules and Regulations and complete the
following steps:




Complete the attached Region Board Candidate Nomination Form HERE
Obtain a Resolution of Support from your agency’s Board of Directors (Sample Resolution HERE)
Submit the requested information to ACWA as indicated by Wednesday, June 30, 2021

The Region 4 Nominating Committee will announce their recommended slate by July 31, 2021. On August
2, 2021 the election will begin with ballots sent to General Managers and Board Presidents. One ballot
per agency will be counted. The election will be completed on September 30, 2021. On October 4, 2021,
election results will be announced. The newly elected Region 4 Board Members will begin their two-year
term of service on January 1, 2022.
If you have any questions, please contact Region and Member Engagement Specialist Ana Javaid, at
anaj@acwa.com or (916) 441-4545.

THE ROLE OF
THE REGIONS
ACWA Regions provide the
grassroots support to advance
ACWA’s legislative and
regulatory agenda.
Background

As a result of ACWA’s 1993 strategic planning
process, known as Vision 2000, ACWA
modified its governance structure from one
that was based on sections to a regionalbased configuration. Ten regions were
established to provide geographic balance
and to group agencies with similar interests.
Primary Charge of Regions

To provide a structure where agencies
can come together and discuss / resolve
issues of mutual concern and interest
and based on that interaction, provide
representative input to the ACWA board.
To assist the Outreach Task Force in
building local grassroots support for the
ACWA Outreach Program in order to
advance ACWA’s legislative and regulatory
priorities as determined by the ACWA
Board and the State Legislative, Federal
Affairs or other policy committees.
To provide a forum to educate region
members on ACWA’s priorities and issues
of local and statewide concern.
To assist staff with association membership
recruitment at the regional level.
To recommend specific actions to the
ACWA Board on local, regional, state and
federal issues as well as to recommend
endorsement for various government
offices and positions.

Region chairs and vice chairs, with support
from their region boards, provide the
regional leadership to fulfill this charge.
Note: Individual region boards CANNOT take
positions, action or disseminate communication
on issues and endorsements without going
through the ACWA Board structure.

GENERAL DUTIES / RESPONSIBILITIES FOR
REGION OFFICERS
Region Chair

Serves as a member of the ACWA Board of Directors at
bimonthly meetings at such times and places as the Board
may determine. The Chair will also call at least two Region
membership meetings to be held at each of the ACWA
Conferences and periodic Region Board meetings.
Serves as a member of ACWA’s Outreach Program, and
encourages region involvement. Appoints Outreach Captain
to help lead outreach effort within the region.
Presides over all region activities and ensures that such activities
promote and support accomplishment of ACWA’s Goals.
Makes joint recommendations to the ACWA President
regarding regional appointments to all ACWA committees.
Appoints representatives in concurrence of the region board,
to serve on the region’s nominating committee with the
approval of the region board.
Facilitates communication from the region board and the
region membership to the ACWA board and staff.

Region Vice Chair

Serves as a member of the ACWA Board of Directors at
bimonthly meetings at such times and places as the Board
may determine. The Vice Chair will also participate in at least
two Region membership meetings to be held at each of the
ACWA Conferences and periodic Region Board meetings.
Performs duties of the Region Chair in the absence of the chair.
Serves as a member of ACWA’s Outreach Program, and
encourages region involvement.
Makes joint recommendations to the ACWA president
regarding regional appointments to all ACWA committees.

Region Board Member

Participate in at least two Region membership meetings to be
held at each of the ACWA Conferences and periodic Region
Board meetings.
Supports program planning and activities for the region.
Actively participates and encourages region involvement in
ACWA’s Outreach Program.
May serve as alternate for the chair and/or vice chair in their
absence (if appointed) to represent the region to the ACWA
Board.

ACWA Region 4
Rules & Regulations
Each region shall organize and adopt rules and regulations for the conduct of its meetings and
affairs not inconsistent with the Articles of Incorporation or bylaws of the Association (ACWA Bylaw
V, 6.).
Officers
The Region 4 board shall have cooperation and planning responsibility and can make specific
recommendations to the region as a whole.
The chair will appoint a secretary to the board if one is deemed necessary.
Meetings
Region 4 will meet at least quarterly; two of those meeting to be held at the ACWA spring and fall
conferences.
The Region 4 Board will determine when or if the non-members are invited to regional activities or
events.
Attendance
If a region chair or vice chair is no longer allowed to serve on the Board of Directors due to his / her
attendance, the region board shall appoint from the existing region board a new region officer.
(ACWA Policy & Guideline Q, 1.)
If a region chair or vice chair misses three consecutive region board / membership meetings, the
same process shall be used to backfill the region officer position. (ACWA Policy & Guideline Q, 1.)
If a region board member has three consecutive unexcused absences from a region board meeting
or general membership business meeting, the region board will convene to discuss options for
removal of the inactive board member. If the vacancy causes the board to fail to meet the
minimum requirement of five board members, the region must fill the vacancy according to its
rules and regulations. (ACWA Policy & Guideline Q, 3.)
Elections
All nominations received for the region chair, vice chair and board positions must be accompanied
by a resolution of support from each sponsoring member agency, signed by an authorized
representative of the Board of Directors. Only one individual may be nominated from a given
agency to run for election to a region board. Agencies with representatives serving on the
nominating committees should strive not to submit nominations for the region board from their
agency. (ACWA Policy & Guideline P, 2.)

The term for the chair and vice chair shall be limited to one full two-year term.
An elected chair or vice chair shall not be permitted to succeed himself/herself to that office.
Election ballots will be e-mailed to ACWA member agency general managers and presidents.
The nominating committee shall consist of three to five members.
The nominating committee should pursue qualified members within the region to run for the
region board, and should consider geographic diversity, agency size and focus in selecting a slate.
Once the nominating committee has decided on a recommended region slate, they shall work with
ACWA staff to ensure candidates not chosen for the slate are notified prior to the start of the
election.
See current region election timeline for specific dates.
Endorsements
ACWA, as a statewide organization, may endorse potential nominees and nominees for
appointment to local, regional, and statewide commissions and boards. ACWA’s regions may
submit a recommendation for consideration and action to the ACWA Board of Directors to endorse
a potential nominee or nominee for appointment to a local, regional or statewide commission or
board. (ACWA Policy & Guideline P, 3.)
Committee Recommendations & Representation
All regions are given equal opportunity to recommend representatives of the region for
appointment to a standing or regular committee of the Association. If a region fails to provide full
representation on all ACWA committees, those committee slots will be left open for the remainder
of the term or until such time as the region designates a representative to complete the remainder
of the term. (ACWA Policy & Guideline P, 4. A.)
At the first region board / membership meeting of the term, regions shall designate a
representative serving on each of the standing and regular committees to serve as the official
reporter to and from the committee on behalf of the region to facilitate input and communication.
(ACWA Policy & Guideline P, 4. B.)
Tours
ACWA may develop and conduct various tours for the regions. All tour attendees must sign a
“release and waiver” to attend any and all region tours. Attendees agree to follow environmental
guidelines and regulations in accordance with direction from ACWA staff; and will respect the rights
and privacy of other attendees. (ACWA Policy & Guideline P, 6.)
Finances

See “Financial Guidelines for ACWA Region Events” document.
Amending the Region Rules & Regulations
ACWA policies and guidelines can be amended by approval of the ACWA Board of Directors.
The Region 4 Rules & Regulations can be amended by a majority vote of those present at any
Region 4 meeting as long as a quorum is present.

ACWA Region Election Timeline

2021 ACWA Region Election Timeline
2022-2023 Term

February 26:

NOMINATING COMMITTEES APPOINTED
• With concurrence of the region board, the region chairs appoint
at least three region members to serve as the respective
region's Nominating Committee
• Those serving on nominating committees are ineligible to seek
region offices
• Nominating Committee members are posted online at
www.acwa.com

March 1-31:

NOMINATING COMMITTEE TRAINING
• Nominating Committee packets will be e-mailed to each
committee member
• ACWA staff will hold a Zoom training session with the
nominating committees to educate them on their specific roles
and duties
o Regions 1-10 Nominating Committees: via Zoom

May 3:

CALL FOR CANDIDATES
• The Call for Candidate Nominations packet will be e-mailed to
ACWA member agency Board Presidents and General
Managers

June 30:

DEADLINE FOR COMPLETED NOMINATION FORMS
• Deadline to submit all Nomination Forms and Board Resolutions
of Support for Candidacy for region positions
• Nominating Committee members may need to solicit additional
candidates in person to achieve a full complement of nominees
for the slate

July 1:

CANDIDATE INFORMATION TO NOMINATING COMMITTEES
• All information submitted by candidates will be forwarded by
ACWA staff to the respective region Nominating Committee
members with a cover memo explaining their task

Updated January 12, 2021

ACWA Region Election Timeline

July 11 - 31:

RECOMMENDED SLATES SELECTED
• Nominating Committees will meet to determine the
recommended individuals for their region. The slate will be
placed on the election ballot.
• Nominating Committee Chairs will inform their respective ACWA
Regional Affairs Representative of their recommended slate by
July 23
• Candidates will be notified of the recommended slate by July 30
• The Nominating Committee Chair will approve the official region
ballot

August 2:

ELECTIONS BEGIN
• All 10 official electronic ballots identifying the recommended
slate and any additional candidates for consideration for each
region will be produced and e-mailed to ACWA member
agencies only
• Only one ballot per agency will be counted

September 30:

ELECTION BALLOTS DUE
• Deadline for all region elections. All region ballots must be
received by ACWA by September 30, 2021

October 4:

ANNOUNCEMENT OF ELECTION RESULTS
• Newly-elected members of the region boards will be contacted
accordingly
• An ACWA Advisory will be distributed electronically to all
members reporting the statewide region election results
• Results will be posted at acwa.com and will be published in the
October issue of ACWA News

Updated January 12, 2021

REGION BOARD CANDIDATE

NOMINATION FORM
Submit completed form by June 30, 2021 to regionelections@acwa.com
Name of Candidate:

Title:

Agency:

Agency Phone:

Direct Phone:

E-mail:

Address:

ACWA Region:
Region Board Position Preference

SAVE & SUBMIT

County:

Agency Function(s)

If you are interested in more than one position, please
indicate priority – 1st, 2nd and 3rd choice.

Check all that apply

Wholesale

Chair:

Urban Water Supply

Vice Chair:

Ag Water Supply

Board Member:

Sewage Treatment
Retailer

If you are not chosen for the recommended slate,
would you like to be listed in the ballot’s individual
candidate section?

Wastewater Reclamation
Flood Control

If neither is selected, your name will NOT appear on the ballot.

Yes

Groundwater Management / Replenishment

No

Other:

Describe your ACWA-related activities that help qualify you for this office:

Write below or attach a half-page bio summarizing the experience and qualifications that make you a viable
candidate for ACWA Region leadership. Please include the number of years you have served in your current agency
position, the number of years you have been involved in water issues and in what capacity you have been involved in
the water community.

I acknowledge that the role of a region board member is to actively participate on the Region Board during my term, including
attending region board and membership meetings, participating in region conference calls, participating in ACWA’s Outreach
Program, as well as other ACWA functions to set an example of commitment to the region and the association.
I hereby submit my name for consideration by the Nominating Committee.

___________________________________ ___________________________________ _________________________
Signature

Title

Date

Please attach a copy of your agency’s resolution of support / sponsorship for your candidacy.

RESOLUTION 05182021-1
A RESOLUTION OF THE BOARD OF DIRECTORS OF THE
CARMICHAEL WATER DISTRICT
PLACING IN NOMINATION (NOMINEE NAME)
AS A MEMBER OF THE ASSOCIATION OF CALIFORNIA WATER
AGENCIES
REGION 4 (POSITION)
BE IT RESOLVED BY THE BOARD OF DIRECTORS OF CARMICHAEL WATER DISTRICT AS
FOLLOWS:
A. Recitals
U

(i) The Board of Directors (Board) of the Carmichael Water District does encourage and support the
participation of its members in the affairs of the Association of California Water Agencies (ACWA).
(ii) (Nominee Title), (Nominee Name) is currently serving as (Position) for ACWA Region ___
and/or
(iii) (Nominee Name) has indicated a desire to serve as a (Position) of ACWA Region 4.
B. Resolves
U

NOW, THEREFORE, BE IT RESOLVED THAT THE BOARD OF DIRECTORS OF CARMICHAEL
WATER DISTRICT
(i) Does place its full and unreserved support in the nomination of (Nominee Name) for the (Position) of
ACWA Region ____.
(ii) Does hereby determine that the expenses attendant with the service of (Nominee Name) in ACWA
Region ____ shall be borne by the (District Name).
Adopted and approved this ____ day of ____ (month) 2021.

___________________________
(Nominee Name), (Title)
(SEAL) (District Name)
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AGENDA ITEM 13

MEMO
TO:

Board of Directors

FROM:

Matthew Medill, Engineering Manager
Cathy Lee, General Manager

RE:

Reclassification of Human Resources Coordinator Position

DATE:

May 18, 2021

Background:
The District currently has an unfilled Human Resources Coordinator position which was also
vacant due to extended leave of the previous incumbent. Many duties assigned to the position
have been temporarily fulfilled by other District staff and managers.
Summary:
The prolonged absence of the Human Resources Coordinator position necessitated the human
resources and Board functions to be accomplished by the remainder staff. Currently, the General
Manager and the Billing Supervisor have continued to perform the administrative duties of the
Board and the Public Information Officer is covering for human resources duties. Recently, the
new Finance Manager has started at the District and will assume management of the District
Finances and billing and payroll functions. These added tasks are outside the regular duties of the
existing positions and staff are learning as they go. The time the Billing Supervisor and Public
Information Office spend on additional tasks diminish their full capacity to perform essential duties
and responsibilities. Help is needed to fulfill these functions and allow the Billing Supervisor to
resume full time duties to make the Finance Department whole, and the Public Information Officer
to resume full time duties to make the Engineering Department whole. For now both Departments
are under-resourced.
Two of the main concerns of the previous job description of the Human Resources Coordinator
was that it included human resources, payroll, and financial activities which did not provide the
appropriate separation of duties and implementation of internal control oversight. With that
responsibility moving to the Finance Department, the second concern was that the human
resources focused component of the job description did not warrant a full time position. Therefore,
Staff proposes to reclassify the Human Resources Coordinator position and retain some of the
human resource support function duties as well as include Board support functions, program
support functions, and administrative support functions. The General Manager will fulfill the
management level Human Resources decision making with support from District legal counsel or
other professional human resources consultant support as approved by the Board. The new
position will report to the General Manager and also provide administrative support to both the
Engineering Department and Finance Department. This position will be immediately utilized to
alleviate the Billing Supervisor and Public Information Officer of their temporarily assigned
duties, coordinate Board agendas and packets, and support the systematic overhaul of District
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policies and regulations per Board direction. As many of the District policies are in need of an
update, this support will accelerate the establishment and implementation of Board approved
updated policies and District practices. The attached job description details job essential duties
and responsibilities.
Financial Impacts:
The proposed Administrative Specialist I/II is a flexibly staffed position which allows the General
Manager to cast a wide net to find the most qualified and best fit for the District, and an employee
can be placed in either position based on qualifications, education and experience. The position
requires the minimum of a Bachelor’s degree, and the Administrative Analyst II position requires
a minimum of five (5) years’ experience and/or a Master’s Degree. The attached job description
incorporates functions, knowledge, skills, experience, licensing, and education requirements from
water districts and municipalities in the District’s salary comparison policy. The annual salary
ranges from the comparison agencies are listed in the table below.
Agency
San Juan Water District
Sacramento Suburban Water District
Placer County Water Agency
City of Sacramento
Sacramento County
Sacramento County

Job Title
Administrative Assistant - Board Secretary
Executive Assistant to the General Manager
Executive Assistant
Administrative Analyst Confidential
Assoc. Admin. Analyst Lv I
Assoc. Admin. Analyst Lv 2
Median =
Average =

Minimum
$ 77,750.40
$ 57,401.85
$ 60,290.88
$ 72,586.24
$ 65,960.04
$ 79,113.96
$ 69,273.14
$ 68,850.56

Maximum
$ 93,288.00
$ 82,002.65
$ 76,943.36
$ 95,239.43
$ 80,178.96
$ 96,152.04
$ 87,645.33
$ 87,300.74

Staff propose a 5-step salary range for each position, similar to all other exempt positions within
the District. The Administrative Specialist I Step 1 of the salary range will have an annual salary
of $57,589.17 and Step 5 of the salary will have a maximum salary of $70,000.00. The
Administrative Specialist II Step 1 of the salary range will have an annual salary of $68,284.31
and Step 5 of the salary will have a maximum salary of $83,000. The salary ranges are within the
average and median of the comparable job descriptions at local agencies in the area. The top salary
is about 5% lower than the median maximum salary as this is a new position and will be receiving
considerable direction from the three managers. As the position develops, the compensation can
be further evaluated in the upcoming salary survey, and if warranted a salary adjustment can be
considered at that time.
Administrative
Specialist I
Hourly
Annually
Administrative
Specialist II
Hourly
Annually

Step 1

Step 2

Step 3

Step 4

Step 5

$27.69
$57,589.17

$29.07
$60,468.63

$30.53
$63,492.06

$32.05
$66,666.67

$33.65
$70,000.00

Step 1

Step 2

Step 3

Step 4

Step 5

$32.83
$68,284.31

$34.47
$71,698.52

$36.19
$75,283.45

$38.00
$79,047.62

$39.90
$83,000.00
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This salary range represents a reduction in the compensation of the position of $26,533 from the
Human Resources Coordinator salary of $109,533. The specialized administrative position will
help facilitate administrative work at the District by providing support to the managers.
Recommendation:
Staff recommends that the Board approve:
a) the reclassification of the Human Resources Coordinator position,
b) the job description and salary range of the Administrative Specialist I/II position,
c) the position to be funded in FY 2021-2022 and future budgets, and
d) the General Manager to advertise the position for recruitment and to negotiate with and
appoint the most qualified and suitable candidate for the position
Attachment:

Administrative Specialist I/II Job Description
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CARMICHAEL WATER DISTRICT
Classification Specification
Job Class:
FLSA Status:
Supervisor:
Effective Date:

Administrative Specialist Series (AA1 – AA2)
Exempt
General Manager
May 2021

Description

Under occasional general supervision of the General Manager, the Administrative Specialist I/II performs difficult and
responsible administrative work in support of the General Manager, Engineering Manager, and the Finance Manager;
organizes and coordinates the human resources and payroll operations; assists with administrative functions for
specific programs/projects; prepares technical and administrative reports; performs a variety of high-level, complex
and sensitive, confidential administrative support duties of the District, and performs other duties as assigned.

Distinguishing Characteristics

Administrative Specialist 1 (AA1): The Administrative Specialist I classification is a confidential exempt position
which is characterized by its performance of a variety of routine and difficult assignments. With experience and onthe-job training, the work becomes progressively more diversified and complex with increasing independent
judgment. It is distinguished from the Administrative Specialist II in that the latter performs complex administrative
projects and assignments requiring more independent judgment under general supervision. This job classification is
designated "Confidential" as the position many have access to information related to personnel and the administration
of employee-employer relations.
Administrative Specialist 2 (AA2): The Administrative Specialist II classification is a confidential exempt position
which performs specialized and complex administrative work within the framework of District policy and exercises
independent judgment under general supervision. It is distinguished from the Administrative Specialist I classification
in that the latter is characterized by its performance of a variety of routine to difficult assignments initially under close
supervision with the work becoming progressively more diversified and complex with increasing independent
judgment as experience is gained. This job classification is designated "Confidential" and as the position will have
access to information related to personnel and the administration of employee-employer relations.

Supervision Received

Supervision is provided by the General Manager and direction may be provided by the Engineering Manager and/or
the Finance Manager.

Supervision Exercised

Administrative Specialist 1 (AA1): May exercise technical and functional direction over less knowledgeable or
experienced District staff, temporary employees and volunteers.
Administrative Specialist 2 (AA2): Exercises technical and functional direction over less knowledgeable or
experienced District staff, temporary employees and volunteers.

Essential Duties and Responsibilities

The following duties are typical for this classification. Depending upon the assignment, the employee may not perform
all of the listed duties and/or may be required to perform additional or different duties from those set forth below to
address business needs and changing business practices. Management retains the right to add, remove, or change
duties at any time. This position is required to be accessible to handle emergencies including: evenings, weekends
and holidays by assisting with necessary resources.

Board Support

Provides administrative support to Board and Management Staff; attends all regular and special Board meetings
including during non-business hours, attends all Board Ad Hoc and committee meetings as assigned; assembles and
prepares agendas and packets for Board meetings (e.g.: regular, special and committee meetings); maintains various
tickler files and schedules to assist management staff with upcoming agenda and Board related deadlines; takes
meeting minutes and prepares official record of Board meetings; schedules, coordinates and organizes facility usage
(e.g.: board room, etc.); sets up and maintain meeting rooms and equipment, coordinates Board and Management
conference/training registration; processes and maintains Board information (e.g. timesheets, files, and records, etc.);
compiles Board expense reports for payment authorization; and coordinates and oversees the District’s Fair Political
Practices Commission Form 700 filing.
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Human Resources Support Functions

Performs confidential duties related to Human Resources administration including benefits processing, assist payroll
function, data collection, vacancy brochures, advertisement, new hire and resignation/termination employment
coordination; review and assist in preparation of concise written documentation for personnel actions; review
applications for employment; facilitate interviews of prospective employees; support and document District training;
monitor local, state and federal regulations, legislation and laws and attend training as assigned to support District
compliance, and develop/present recommendations regarding areas of potential noncompliance.

Program Support Functions

Provides specialized programmatic support for the District; assists with program coordination, such as the City's
insurance and safety programs, staff training programs, and other programs; verifies documentation requirements
for agreements and service contracts, permits, and vendors; develops, coordinates, and monitors special projects
and/or contracts; conducts community outreach efforts; assists with a variety of administrative issues and prepares
or recommends process, policy, and procedural modifications; and calculates statistical information and prepares
reports in compliance with state and federal laws and regulations.

Administrative Support Functions

Develops and maintains accurate, up-to-date files, statistical data, and records; and other related support functions;
prepares necessary reports, RFPs, bids, and specifications for new equipment, contracts, services, and assigned
projects; monitors and coordinates the updating of policies, such as the City's Administrative Regulations and other
documents; drafts and prepares official District documents, such as resolutions, special awards, and other
documents; may provide assistance to managers and to members of the Board, such as calendaring, travel
arrangements, scheduling meetings, screening visitors/phone calls, and responding to mail, voicemail, and e-mail;
creates and maintains status documents related to assigned projects; monitors projects, consultant services
agreements, and special assignments; assists with monitoring of monthly expenditures; coordinates the flow of
paperwork; processes and distributes mail; schedules meetings and appointments; prepares reports, letters, and
other correspondence; prepares requisitions and warrants for payments; serves as the department representative for
Agenda Manager and drafts related documents; proofreads and corrects documents; compiles statistical data to
create reports and tracks information; analyzes complex and technical procedural questions by researching,
interpreting and explaining policies, procedures and regulations; assists in preliminary data gathering, preparation of
budget, and performance measures; may interface with the Engineering Department, Finance Department,
Distribution Department, and Production Department on budgetary or payroll related matters; assists with special
events; coordinates time keeping functions for the assigned department; reconciles purchase card statements; may
maintain and update content on District web pages and social media posts; interprets and explains City policies and
procedures; designs and modifies work methods, procedures, and forms; composes correspondence and responds
to public requests; evaluates and coordinates response to Public Records Act requests, reviews work for
thoroughness and accuracy; operates modern office equipment; and utilizes computer software programs, including
Microsoft Office spreadsheet, database, word processing, presentation software, Adobe Acrobat, WordPress and
other job specific systems.

Policy and Compliance

Comply with all District policies, procedures, rules and regulations including all safety standards, programs and
procedures (e.g. Policy Manual, Rules and Regulations Manual, Emergency Response Plan, IIPP, etc.); maintain
regular attendance and adhere to prescribed work schedule to conduct job responsibilities;

Qualifications

Demonstrated knowledge of:
General functions and objectives of municipal government and administration; report writing techniques; principles
and practices of project coordination; modern office procedures and methods; proper English usage, spelling,
grammar, punctuation, and business format; basic principles and practices of accounting and budget monitoring;
effective communication techniques; and computer operating systems and software applications.

Demonstrated skills and ability to:

Attain knowledge of the principles, methods, techniques, objectives and practices of human resources and payroll
programs (i.e.: public employment administration, health and welfare benefit administration, etc.); organize and
coordinate the District’s human resources and payroll programs and functions; monitor programs and complete
assignments on schedule and at times, under time sensitive deadlines; prepare summaries and reports; perceive
needed changes and initiate suggestions for improvement; use independent judgment and exercise resourcefulness
in addressing problems; develop solutions using initiative, tact, and good judgment; remain flexible and adapt to
changing conditions; work under the pressure of deadlines; read, comprehend, interpret, and explain policies,
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procedures, laws, ordinances, and regulations; establish and maintain effective working relationships with those
contacted in the course of work; communicate effectively both verbally and in writing; work as a member of a team
to accomplish goals; lead and train volunteer and/or temporary staff; operate a computer utilizing spreadsheet,
database, word processing, and presentation software; respond to internal and external customers in a professional,
creative, and cooperative manner; exemplify an enthusiastic, resourceful, and effective customer service attitude;
and maintain confidentiality. Learn the operation, policy, and procedures of the District; and effectively apply the
required knowledge and skills in the daily performance of assigned duties.

Physical Requirements

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.
• Travel occasionally by airplane conducting District business.
• Travel occasionally by vehicle for District related duties and activities.
• Communicate orally and in writing with District management, co-workers, and the public in one-to-one and
group settings.
• Vision and hearing within normal ranges with or without correction.
• Operate a variety of automated office machines (i.e.: personal computer, copier, fax, etc.).
• Regularly use electronic devices and telephone.
• Regularly work in an office environment:
o Work at a desk/table for an extended period of time; sit and stand for an extended period of time.
o Ability to bend (neck and waist), squat, climb, crouch, stoop, kneel, twist, grasp, fine manipulation,
push, pull, reach (above and below shoulder level), balance, stand, walk.
o Ability to reach, lift, carry and move objects up to 25 pounds (e.g. storage boxes, large binders,
books, outreach materials and supplies, tables, chairs, popup shade structures, etc.).
o Repetitive use of hands.
• Occasionally work in a field environment doing the following physical activities:
o Sit, fine manipulation, and ride in a vehicle.
o Walk, stand, squat, climb, bend, stoop, twist, repetitive use of hands, grasp, push, pull, reach above
and below shoulder level, lift and carry up to 60 lbs., operate equipment and hand tools, and operate
vehicle.
o Stand and walk for extended time periods and on uneven terrain.

Environmental and Working Conditions

The environmental and working conditions herein 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.
• Regularly work in ambient room temperatures, lighting and traditional office equipment as found in a typical
office environment.
• Work outside of business hours (i.e. nights, weekends, holidays, etc.) as required to meet the needs of the
District.
• The performance of this position may occasionally require exposure to job site, distribution and production
areas where:
o Certain areas may require the use of personal protective equipment such as hard hats, safety
glasses and hearing protection.
o May be both indoors and outdoors in all weather conditions with exposure to dust, dirt, water and
significant temperature changes between cold and heat; on various types of terrain and footing which
may be slippery or uneven; around moving objects or vehicles; in small/tight spaces.
o May be around machinery with moving parts or stationary equipment; near hazardous chemicals;
exposed to fumes/smoke/gases.

Education, Experience and Training

Required:
• A bachelor’s degree from an accredited college or university with major course work in Human Resources,
Business Administration, Pubic Administration, Finance, Accounting or a closely-related field. An associate’s
degree with a minimum of five (5) years of professional experience equivalent to the essential duties and
responsibilities may be considered in lieu of the Bachelor’s degree education requirement.
Administrative Specialist 1 (AA1): No experience through five (5) full-time years of increasingly responsible
professional experience performing administrative and related work similar to the Essential Duties and
Responsibilities listed in the job description preferably in a public agency.
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Administrative Specialist 2 (AA1): Minimum of five (5) full-time years of broad and extensive professional experience
performing high-level administrative and related work similar to the Essential Duties and Responsibilities listed in the
job description preferably in a public agency, and/or a Master’s degree as described below.
Desirable:
Any equivalent combination of education and experience which provides the knowledge and abilities necessary to
perform the work – for example:
• Master’s Degree (MBA/MPA) from an accredited college or university in Human Resources Management,
Business, Public Administration, Finance, Accounting or a closely-related field.
• Ten (10) or more full-time years of broad and extensive professional experience performing high-level
administrative and related work preferably in a public agency.
• Society for Human Resource Management (SHRM), California Public Employers Labor Relations Association
(CalPELRA), or related certifications

Licenses
•
•

Possess a valid State of California Class C driver’s license.
Proof of good driving record as evidenced by freedom from multiple or serious traffic violations or accidents
for at least two years duration.

License Maintenance: Employee is responsible to maintain licenses as a condition of
continued employment.
NOTE: The specific statements shown in each section of this job description are not intended to be allinclusive. They represent typical elements and criteria that are performed by most incumbents, but other related
duties may be performed. Not all duties listed are necessarily performed by each individual.
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MEMO
TO:

Board of Directors

FROM:

Mark McClintock, Water Treatment Manager

RE:

Bajamont Water Treatment Plant (BWTP) Switchgear Follow-up Testing

DATE:

May 5, 2021

AGENDA ITEM 14

Background:
As part of the BWTP switchgear replacement project, staff conducted additional maintenance and testing
of nine critical breakers on April 7 and 8, 2021 contracted with Nor Cal Power. The servicing was
conducted as a follow-up to the comprehensive testing that was performed on February 23, 2021. This
additional testing was to help determine and evaluate the electrical deficiencies integral with the operation
of the BWTP switchgear. Furthermore, testing and maintenance was completed in order to determine if
the operational life of the switchgear could be extended and to assist in better managing the
inconsistencies of the system. Over the two-day period, Norcal Power removed (racked) nine breakers for
testing and maintenance.
Results:
On completion of the service, the primary problem found with the breakers was an excess resistance
across the contacts of the safety interlocks. Meaning, the resistance caused by grease and debris build-up
on the safety interlocks, caused inconsistency in the operation of the breakers, which consequently caused
performance issues. After Norcal Power performed cleaning and maintenance on these interlocks,
Production staff was able to switch the breakers successfully utilizing “auto-mode” several times during
the two-day exercise. Although the reliability of the system has improved as demonstrated by the
successful utilization of “auto-mode”, further evaluation through live testing under normal operating
conditions is warranted to provide further assurance the system service life can be extended.
Recommendation:
As of the date of this memo, the switchgear and generator are 21 years old. Staff recommends an
additional comprehensive outage test in November 2021 when water demand is low. The planned test
will include an actual utility power outage performed by Sacramento Municipal Utility District (SMUD)
personnel, with an additional electrician on-site to assist. The results of the upcoming test will provide
additional information on extending the life of the switchgear. The District’s electrical consultant,
Municipal Automation Services, has recommended replacing the generator and switchgear together as a
pair, single project, to reduce downtime. The combined project will also provide the upgrade necessary
to size the generator under the current power requirements of both the District and Golden State Water
Company (GSWC) during a utility power outage. This can be accomplished as a single capital
improvement project in three or four years. The reason for this recommendation is the ability to size a
new generator correctly under the additional load requirements of GSWC. The addition of the American
River Pipeline Conveyance Project, which conveys treated water to GSWC, was completed in January
2017.
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