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 RANCHO MURIETA COMMUNITY SERVICES DISTRICT 
 
 GENERAL MANAGER 
______________________________________________________________________ 
DEPARTMENT: ADMINISTRATION 

 

FLSA OVERTIME STATUS: EXEMPT  

BARGAINING UNIT: N/A 

 

APPROVED BY BOARD OF DIRECTORS –08/15/2018 

 
SUMMARY: In charge of the administrative, legal, engineering, operations, and financial 
activities of the District; represent the Board's policies and programs with employees, 
community organizations, and the general public; review budget requests and make 
recommendations to the Board on final expenditure levels; responsible for 
employer-employee relations; responsible for development, maintenance, and 
improvement of District facilities and services; and perform other related duties as required. 
Interact with county/state/federal agencies to achieve District objectives. 
 
SUPERVISION: Under administrative direction of the Board of Directors. Direct supervision 
to department heads. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may 
be assigned. 
 

 Serves as chief executive officer for the District; sets vision and implements long 
range Board established goals for District; 

 
 provides advice and consultation on the development and operation  of District 

services, functions, and policies;  
 

 oversees the preparation of the annual budget, making recommendations to the 
Board on final expenditure levels; reviews and approves purchase order and budget 
requests;  

 
 coordinates the preparation of the agenda for Board of Directors' meetings.  
 
 conducts a variety of special studies and surveys to determine effectiveness of 

District programs and services; maintains continuous awareness of administrative 
practices and recommends changes which increase the efficiency and economy of 
District operations and services;  

 
 represents the Board's policies and programs with employees, community 

representatives, developers, and other government agencies;  
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 oversees the development and administration of capital improvement budgets and 
plans;  
 

 directs personnel matters, including employment procedures, grievances, 
affirmative action, and employer-employee relations; oversees negotiations with 
bargaining groups;  

 
 negotiates leases, agreements, and contracts; oversees and directs legal counsel;  
 

 
 coordinates District engineering functions; confers with developers and contractors 

as necessary; serves as District representative with other public agencies. 
 

 maintains media and public relations;  
 

 Manage day to day operations of the District. 
 
QUALIFICATION REQUIREMENTS: 
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.  
 
Ability to plan, organize, direct, communicate, coordinate, and supervise the functions and 
activities of the organization to achieve efficient operations and meet service goals. 
Exercise leadership, authority, and management tactfully and effectively. Prepare and 
administer District budgeting and fiscal control processes. Collect and analyze data on a 
variety of topics, including compensation and other utility billing rates. Effectively organize 
and carry out public and media relations. Coordinate the preparation of Board agendas. 
Administer personnel and employer-employee relations programs. Oversee the 
development and improvement of District facilities and services. Provide advice and 
consultation to the Board of Directors on the development of ordinances, regulations, 
policies, and programs. Prepare comprehensive technical reports and recommendations. 
Effectively represent and implement District policies, programs, and services with 
employees, contractors, representatives of other agencies, and the public. Establish and 
maintain cooperative working relationships. 
 
EDUCATION AND/OR EXPERIENCE:  
Minimum Education: Undergraduate degree from an accredited four (4) year college or 
university with a major in Business Administration, Public Administration, Engineering or a 
closely related field.  
 
Five (5) years of broad and extensive work experience in a management or administrative 
position in a private or public utility agency. Background should include responsibility for 
formulation and implementation of programs, budgets and administrative operations.  
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LICENSE AND/OR CERTIFICATES: 
Possession of the category of California Driver's license required by the State 
Department of Motor Vehicles to perform the essential duties of the position.  Continued 
maintenance of a valid driver's license, insurability, and compliance with established 
District vehicle operation standards are a condition of continuing employment. 
 
Possession of or obtain within 12 months of hire, National Incident Management System 
(NIMS) IS 100,200 and 700 training.  
 
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.  
 
While performing the duties of this job, the employee is regularly required to sit and talk or 
hear. The employee is occasionally required to stand, walk, stoop, kneel, or crouch. 
 
Specific vision abilities required by this job include close vision, distance vision, peripheral 
vision, depth perception, and the ability to adjust focus. 
 
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.          
 
COMMENTS: 
Appointments to this position are made in accordance with California Government Code 
section 61240. 


