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MID-PENINSULA
WATER DISTRICT

1075 Old County Road, Suite A
Belmont, CA 94002
(650) 591-8941

REQUEST FOR PROPOSAL (RFP)
FOR EXECUTIVE SEARCH SERVICES TO
ASSIST WITH RECRUITMENT FOR ADMINISTRATIVE SERVICES MANAGER

Mid-Peninsula Water District (MPWD) is embarking upon a recruitment process for a new
Administrative Services Manager, as a result of the planned retirement of its existing Administrative
Services Manager in October 2024. The MPWD is inviting experienced consulting firms to submit
proposals to assist them with this recruitment on behalf of the MPWD. The scope of services, in
general, will consist of:

1. Development of recruitment materials for the position of Administrative Services Manager;

2. Outreach for qualified candidates, with an emphasis on candidates experienced in the public
sector;

3. Background investigation and preliminary screening of applicants based upon criteria to be
developed in consultation with the MPWD staff;

4. Periodic meetings and progress reports to MPWD staff; and

5. Assistance to the MPWD as required during the interview and evaluation process.

MPWD would like the new Administrative Services Manager hire to have a 6-month overlap with our
existing Administrative Services Manager to allow for training and continuity. Therefore, the target hire
date is April 2024.

To assist in the development of responsive proposals, information concerning the MPWD’s operations
can be found here: https://www.midpeninsulawater.org/about

The Administrative Services Manager’s position description is provided attached as Exhibit B.

The MPWD website at www.midpeninsulawater.org has other information related to the organization,
salary schedule, and the Organization/Meet the Staff and Organization/Human Resources tabs.

Unique to MPWD is our 4-day, 36-hour workweek. We believe this will be a key benefit to use in
marketing this recruitment. Details on the 4-day, 36-hour workweek benefit can be found on our
website here: https://www.midpeninsulawater.org/workingatmpwd.

Consultants shall bear all costs associated with the proposal process.
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Proposals should be submitted electronically to kwuelfing@midpeninsulawater.org by 2:00PM (Pacific
Time) on Friday, December 8, 2023, with the subject line “Proposal — Executive Search Services for
ASM”.

All RFP questions should be transmitted in writing on or before 12:00PM on Friday November 17, 2023,
to the MPWD General Manager, Kat Wuelfing, at kwuelfing@midpeninsulawater.org.

RFP SCHEDULE
Request for Proposal ISSUEM. .........cocuieeeieiiiiee et e e On Friday, October 27, 2023
Deadline for Submitting RFP QUESLIONS.........cccceeevveuvrreeenns By 12:00PM on Friday, November 17, 2023
Deadline for MPWD’s Response to RFP Questions............. By 12:00PM on Monday, November 27, 2023
Due Date for Proposals to MPWD..........ccccceeeereincnninecssnssnecnsans By 12:00PM on Friday, December 8, 2023

A. SCOPE OF SERVICES

The scope of services, in general, will consist of:

¢ Development of recruitment and selection materials for the position of Administrative Services
Manager (ASM), including refinement of the candidate profile for the position;

e Qutreach for qualified candidates, with an emphasis on candidates with public sector
experience;

e Background investigation and preliminary screening of applicants based upon criteria to be
developed in consultation with MPWD;

e Periodic meetings and progress reports to MPWD staff; and
e Assistance to MPWD staff as required during the interview, evaluation and selection process.

Proposers may be required to give an oral presentation of their proposal. Additional technical and/or
cost information may be requested for clarification purposes, but in no way will change the original
proposal submitted.

B. INSURANCE REQUIREMENTS

Proposers are directed to Section 12 of the Sample Professional Services Agreement.

C. PROPOSAL CONTENT AND GENERAL REQUIREMENTS

1. Firm Profile and Description

Provide a description of your firm and your qualifications in the area of executive recruitment.
Include firm name, address, telephone, years in business, type of organization (individual,
partnership or corporation), location of firm's main office or main California office and a brief
description of resources and numbers of individuals in the office providing executive
recruitment services.

2. Firm and Key Personnel Experience
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e Briefly describe the firm’s experience with recruiting for ASM (i.e., positions with both
human resources and customer service-related responsibilities) in both the public and
private sectors.

e Provide a list of examples of successful recruitments, including recruitments for public
agencies similar in complexity to MPWD. Examples should focus on the recruitment of
individuals whose leadership duties closely correlate to those being sought by MPWD (refer
to summary of the ASM ’s position description provided as an attachment to this RFP.

¢ Provide the name and brief background of the firms’ designated contact, engagement
manager (if different), and names of other key team members who will be the primary
service providers. Include only those persons who are actually expected to work on the
engagement.

¢ Provide resumes for each participating team member.

3. Approach to Scope of Services

¢ Provide a proposed approach to this recruitment, including a description of the resources
that will be dedicated to these services, recruiting database that will be used, anticipated
job boards for the posting, and a work plan. Provide a proposed timeline for providing a
preliminary list of viable candidates and interview dates for same.

¢ Note that the current ASM anticipates retiring in October 2024, and our goal is to have the
new ASM begin in April 2024 to allow for a 6-month overlap period.

4., References

Provide a list of three client references (including public agencies, if any), preferably individuals
who have worked directly with the proposed primary contact(s). Indicate name and title of the
individual, name of organization, email and phone number.

5. Fees

Propose a fee proposal for this engagement. To the extent hourly fees are proposed, please
include an estimate of the total maximum fee as a not-to-exceed amount for the desired
services.

Also please indicate what expenses your firm would bill in addition to the professional fees that
support the not-to-exceed amount.

Finally, describe procedures and costs, if any, for assisting MPWD in the event the chosen
candidate does not reach a one-year employment anniversary.

6. Additional Information.

Please indicate any other information that you feel would be helpful to MPWD in selecting a
firm.

D. EVALUATION AND AWARD PROCESS

Issuance of this RFP and receipt of proposals does not commit the MPWD to award a contract. The
MPWD reserves the right to:

1. Revise the RFP Key Dates;

2. Accept or reject any or all proposals received in response to this RFP; accept the proposal it
considers most favorable to MPWD's interest, and waive minor irregularities;
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3. Negotiate with any of the firms that submitted a response to this RFP; or
4. Cancel all or part of this RFP, and re-issue a new RFP for the subject services.

E. SELECTION CRITERIA

1. Qualifications and Experience of Firm and Key Personnel.
2. Approach to Scope of Services.
3. Fee for Services.

Proposers shall furnish MPWD such additional information as MPWD may reasonably require.

F. WITHDRAWAL OF PROPOSAL

Submission of a proposal shall constitute a firm offer to MPWD for ninety (90) days from the deadline
for receipt of proposals. A Proposer may withdraw its proposal any time before the date and time when
proposals are due, without prejudice, by submitting a written request for its withdrawal to the MPWD
General Manager, Kat Wuelfing, at kwuelfing@midpeninsulawater.org. A telephone request is not
acceptable.

G. EVALUATION AND AWARD

Contract award, if made, will be made to the Proposer that submits the proposal considered most
advantageous to MPWD based on the criteria set forth above. Proposers shall bear all costs incurred in
the preparation of the Proposal and participation in the Proposal process.

H. AGREEMENT FOR PROFESSIONAL SERVICES

The firm selected by MPWD to provide the services outlined in this RFP will be required to execute an
Agreement for Professional Services with MPWD. A sample of the general form of this Agreement is
attached hereto as Exhibit A so that Proposers will have an opportunity to review the terms and
conditions that will be included in the final contractual agreement. If a Proposer desires any additions,
deletions or modifications to the form of Agreement, they must submit a request for such additions,
deletions or modifications with the proposal. With the exception of any requests for such additions,
deletions, and modifications, the Proposer will, by making a proposal, be deemed to have accepted the
form of Agreement.

. CONFIDENTIALITY OF PROPOSALS

The California Public Records Act (California Government Code Sections 6250 et seq.) mandates public
access to government records. Therefore, unless the information is exempt from disclosure by law, the
content of any request for explanation, exception or substitution, response to these specifications,
protest or any other written communication between MPWD and the Proposer shall be available to the
public.

If the Proposer believes any communication contains trade secrets or other proprietary information that
the Proposer believes would cause substantial injury to the Proposer’s competitive position if disclosed,
the Proposer shall request that MPWD withhold from disclosure the proprietary or other confidential
information by marking each page containing such information as confidential. The Proposer may not
designate its entire proposal or bid as confidential. Additionally, Proposer may not designate its cost
proposal or any required bid forms or certifications as confidential.

MPWD — RFP FOR EXECUTIVE 4 October 2023
SEARCH SERVICES FOR ASM


mailto:kwuelfing@midpeninsulawater.org

If Proposer requests that MPWD withhold from disclosure information identified as confidential, and
MPWD complies with the Proposer’s request, Proposer shall assume all responsibility for any challenges
resulting from the non-disclosure, indemnify and hold harmless MPWD from and against all damages
(including but not limited to attorneys’ fees that may be awarded to the party requesting the Proposer
information), and pay any and all costs and expenses related to the withholding of Proposer
information. Proposer shall not make a claim, sue or maintain any legal action against MPWD or its
directors, officers, employees or agents in connection with the withholding from disclosure of Proposer
information.

If Proposer does not request that MPWD withhold from disclosure information identified as confidential,
MPWD shall have no obligation to withhold the information from disclosure and may release the
information sought without any liability to MPWD.

J.  CONEFLICT OF INTEREST

Proposer represents and warrants that it presently has no interest and agrees that it will not acquire any
interest which would present a conflict of interest under California Government Code §§ 1090 et seq. or
§§ 87100 et seq. during the performance of services under this Agreement. Proposer shall promptly
disclose any actual or potential conflict of interest to MPWD as soon as Proposer becomes aware of such
conflict. Proposer further covenants that it will not knowingly employ any person having such an
interest in the performance of this Agreement. Violation of this provision may result in this Agreement
being deemed void and unenforceable.

Depending on the nature of the work performed, Proposer may be required to publicly disclose financial
interests under MPWD’s Conflict of Interest Code. Proposer agrees to promptly submit a Statement of
Economic Interest on the form provided by MPWD upon receipt. No member, officer or employee of
MPWD or of any of its member jurisdictions during his/her tenure of office, or for one year thereafter,
shall have any interest, direct or indirect, in this contract or the proceeds therefrom.
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EXHIBIT “A”
CONTRACT FOR PROFESSIONAL SERVICES
THIS AGREEMENT is made as of the day of , 2023, by and

between the MID-PENINSULA WATER DISTRICT ("DISTRICT") and
("CONSULTANT").

WHEREAS, the DISTRICT desires to obtain professional executive recruitment
services and has issued a Request for Proposals dated , 2023, a copy of
which is attached and incorporated as Exhibit A; and

WHEREAS, the CONSULTANT desires to furnish such services and has submitted a
Proposal dated , a copy of which is attached and incorporated as Exhibit
B.

NOW, THEREFORE, the parties agree as follows:

1. RENDITION OF SERVICES. The CONSULTANT agrees to provide professional
services to the DISTRICT in accordance with the terms and conditions of this Agreement
("Services"). In the performance of its Services, CONSULTANT represents that it has and will
exercise that degree of professional care, skill, efficiency and judgment ordinarily employed by
consultants providing similar services. CONSULTANT further represents and warrants that it
holds currently in effect all licenses, registrations, and certifications in good standing that may
be required under applicable law or regulations to perform these services and agrees to retain
such licenses, registrations, and certifications in active status throughout the duration of this
engagement.

2. SCOPE OF SERVICES. The scope of the CONSULTANT's Services shall
consist of the services set forth in Exhibit A, as supplemented by Exhibit B except when
inconsistent with Exhibit A.

3. TERM. The term of this Agreement shall commence upon the effective date of
the Agreement and shall terminate on successful completion of the Scope of Service, unless
terminated sooner pursuant to Section 13 of this Agreement.

4, COMPENSATION. The CONSULTANT agrees to perform all of the services
included in Section 2 for a total all inclusive sum not-to-exceed fee of
63 ), in accordance with Exhibits
A and B. The total all inclusive sum shall include all labor, materials, taxes, profit, overhead,
insurance, subcontractor/subconsultant costs and all other costs and expenses incurred by the
CONSULTANT.

5. MANNER OF PAYMENT. CONSULTANT shall submit monthly invoices,
detailing the services performed during the billing period, the personnel performing these
services and their applicable hourly rate of compensation, which shall conform to the rates
specified in the compensation schedule set forth in Exhibit B. DISTRICT shall render payment
within thirty (30) days of receipt of approved invoices.
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All invoices should be sent to: Mid-Peninsula Water District
1075 Old County Road, Suite A
Post Office Box 129
Belmont, CA 94002
Attn: General Manager

6. CONSULTANT’'S KEY PERSONNEL. Itis understood and agreed by the parties
that at all times during the term of this Agreement that shall serve as the primary
staff person of CONSULTANT to undertake, render and oversee all of the services under this
Agreement.

7. DISTRICT REPRESENTATIVE. Except when approval or other action is
required to be given or taken by the Board of Directors of the DISTRICT, the General Manager
of the DISTRICT, or such person or persons as he shall designate in writing from time to time,
shall represent and act for the DISTRICT.

8. CONSULTANT'S STATUS. Neither the CONSULTANT nor any party contracting
with the CONSULTANT shall be deemed to be an agent or employee of the DISTRICT. The
CONSULTANT is and shall be an independent contractor, and the legal relationship of any
person performing services for the CONSULTANT's shall be one solely between said parties.

9. OWNERSHIP OF WORK. All reports, designs, drawings, plans, specifications,
schedules, and other materials prepared, or in the process of being prepared, for the Services
to be performed by CONSULTANT shall be and are the property of the DISTRICT. The
DISTRICT shall be entitled to access to and copies of these materials during the progress of the
work. Any property of the DISTRICT in the hands of the CONSULTANT or in the hands of any
subcontractor upon completion or termination of the work shall be immediately delivered to the
DISTRICT. If any property of the DISTRICT is lost, damaged or destroyed before final delivery
to the DISTRICT, the CONSULTANT shall replace it at its own expense and the CONSULTANT
hereby assumes all risks of loss, damage or destruction of or to such materials. The
CONSULTANT may retain a copy of all material produced under this agreement for its use in its
general business activities.

10. CHANGES. The DISTRICT may, at any time, by written order, make changes
within the scope of work and Services described in this Agreement. If such changes cause an
increase in the budgeted cost of or the time required for performance of the agreed upon work,
an equitable adjustment as mutually agreed shall be made in the limit on compensation as set
forth in Section 4 or in the time of required performance as set forth in Section 3, or both. In the
event that CONSULTANT encounters any unanticipated conditions or contingencies that may
affect the scope of work or Services and result in an adjustment in the amount of compensation
specified herein, CONSULTANT shall so advise the DISTRICT immediately upon notice of such
condition or contingency. The written notice shall explain the circumstances giving rise to the
unforeseen condition or contingency and shall set forth the proposed adjustment in
compensation. Such notice shall be given the DISTRICT prior to the time that CONSULTANT
performs work or services related to the proposed adjustment in compensation. Any and all
pertinent changes shall be expressed in a written supplement to this Agreement prior to
implementation of such changes.
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11. RESPONSIBILITY; INDEMNIFICATION. CONSULTANT shall indemnify, keep
and save harmless the DISTRICT, and the DISTRICT members, officers, agents and
employees against any and all suits, claims or actions arising out of any injury to persons or
property that may occur, or that may be alleged to have occurred, arising from the performance
of this Agreement by the CONSULTANT caused by an act or omission of the CONSULTANT or
its employees, subcontractors or agents. CONSULTANT further agrees to defend any and all
such actions, suits or claims and pay all charges of attorneys and all other incurred costs and
expenses. If any judgment be rendered against the DISTRICT or any of the other individuals
enumerated above in any such action, CONSULTANT shall, at its expense, satisfy and
discharge the same. This indemnification shall survive termination of this Agreement.

12. INSURANCE.

A. Workers' Compensation. If CONSULTANT employs any person to perform work
in connection with this Agreement, CONSULTANT shall procure and maintain at all times during
the performance of such work, Workers' Compensation Insurance in conformance with the laws
of the State of California and Federal laws when applicable. Employers' Liability Insurance shall
not be less than One Million Dollars ($1,000,000) per accident or disease. Prior to
commencement of work under this Agreement by any such employee, CONSULTANT shall
deliver to the DISTRICT a Certificate of Insurance which shall stipulate that thirty (30) days
advance written notice of cancellation, non-renewal or reduction in limits shall be given to the
DISTRICT. Such insurance shall also contain a waiver of subrogation in favor of the Mid
Peninsula Water District and its Directors, officers, agents and employees while acting in such
capacity, and their successors and assignees, as they now, or as they may hereafter be
constituted, singly, jointly or severally.

B. Commercial General and Automobile Liability Insurance. CONSULTANT
shall also procure and maintain at all times during the performance of this Agreement
Commercial General Liability Insurance covering CONSULTANT and the DISTRICT for liability
arising out of the operations and activities of CONSULTANT and any subcontractors.
CONSULTANT shall also procure and maintain during the entire term of this Agreement
Automobile Liability Insurance which shall include coverage for all vehicles, licensed or
unlicensed, on or off the DISTRICT's premises, used by or on behalf of CONSULTANT in the
performance of work under this Agreement. The policies shall be subject to a limit for each
occurrence of One Million Dollars ($1,000,000) naming as an additional insured, in connection
with CONSULTANT's activities, the DISTRICT, and its Directors, officers, employees and
agents. The Insurer(s) shall agree that its policy(ies) is Primary Insurance and that it shall be
liable for the full amount of any loss up to and including the total limit of liability without right of
contribution from any other insurance covering the DISTRICT.

Inclusion of the DISTRICT as an additional insured shall not in any way affect its
rights as respects to any claim, demand, suit or judgment made, brought or recovered against
CONSULTANT. The policy shall protect CONSULTANT and the DISTRICT in the same manner
as though a separate policy had been issued to each, but nothing in said policy shall operate to
increase the Insurer's liability as set forth in the policy beyond the amount or amounts shown or
to which the Insurer would have been liable if only one interest had been named as an insured.
Such insurance shall also contain a waiver of subrogation in favor of the Mid Peninsula Water
District and its Directors, officers, agents and employees while acting in such capacity, and their
successors and assignees, as they now, or as they may hereafter be constituted, singly, jointly
or severally
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Prior to commencement of work hereunder, CONSULTANT shall deliver to the
DISTRICT a Certificate of Insurance which shall indicate compliance with the insurance
requirements of this paragraph and shall stipulate that thirty (30) days' advance written notice of
cancellation, non-renewal or reduction in limits shall be given to the DISTRICT.

C. Professional Liability Insurance. CONSULTANT shall also maintain
Professional Liability Insurance covering CONSULTANT's performance under this Agreement
with a limit of liability of One Million Dollars ($1,000,000) for any one claim. This insurance shall
be applicable to claims arising out of or related to the performance of this Agreement. Prior to
commencing work under this Agreement, CONSULTANT shall furnish to the DISTRICT a
Certificate of Insurance, or certified copy of the Insurance policy if requested, indicating
compliance with requirements of this paragraph. Such certificate or policy shall further stipulate
that 30 days' advance written notice of cancellation, non-renewal or reduction in limits shall be
given to the DISTRICT.

D. Deductibles and Retentions. CONSULTANT shall be responsible for
payment of any deductible or retention on CONSULTANT’s policies without right of contribution
from the DISTRICT. Deductible and retention provisions shall not contain any restrictions as to
how or by whom the deductible or retention is paid. Any deductible or retention provision
limiting payment to the Named Insured is unacceptable.

In the event that the policy of the CONSULTANT or any subcontractor contains a
deductible or self-insured retention, and in the event that the DISTRICT seeks coverage under
such policy as an additional insured, CONSULTANT shall satisfy such deductible or self-insured
retention to the extent of loss covered by such policy for a lawsuit arising from or connected with
any alleged act or omission of CONSULTANT, subcontractor, or any of their officers, directors,
employees, agents, or suppliers, even if CONSULTANT or subcontractor is not a named
defendant in the lawsuit.

13. TERMINATION. The DISTRICT shall have the right to terminate this Agreement
at any time by giving written notice to the CONSULTANT. In the event of termination for any
reason other than the fault of the CONSULTANT, the CONSULTANT shall be compensated in
accordance with the provisions of Sections 4 and 5 for the services performed and expenses
incurred to the date of such termination, plus any reasonable costs and expenses which are
reasonably and necessarily incurred by CONSULTANT to effect such termination. For
termination for default, the DISTRICT shall remit final payment to CONSULTANT in an amount
to cover only those services performed and expenses incurred in accordance with the terms and
conditions of this Agreement up to the effective date of termination.

14. NOTICES. All communications relating to the day to day activities of the project
shall be exchanged between the DISTRICT's General Manager and the CONSULTANT’s

All other notices and communications deemed by either party to be necessary or
desirable to be given to the other party shall be in writing and may be given by personal delivery
to a representative of the parties or by mailing the same postage prepaid, addressed as follows:

If to the DISTRICT: Mid-Peninsula Water District
1075 Old County Road, Suite A
Belmont, California 94002
ATTENTION: General Manager
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If to the CONSULTANT:

ATTENTION:

The address to which mailings may be made may be changed from time to time
by notice mailed as described above. Any notice given by mail shall be deemed given on the
day after that on which it is deposited in the United States Mail as provided above.

15. EQUAL EMPLOYMENT OPPORTUNITY. In connection with the performance of
this Agreement the CONSULTANT shall not discriminate against any employee or applicant for
employment because of race, religion, color, sex, gender identity, disability or national origin.
The CONSULTANT shall take affirmative actions to insure that applicants are employed, and
that employees are treated during their employment, without regard to their race, religion, color,
sex, disability or national origin. Such actions shall include, but not be limited to, the following:
employment, upgrading, demotion, or transfer; recruitment or recruitment advertising; layoff or
termination; rates of pay or other forms of compensation; and selection for training, including
apprenticeship. CONSULTANT further agrees to include a similar provision in all subcontracts,
except subcontracts for standard commercial supplies or raw materials.

16. MISCELLANEOUS

A. Records. During the term of this Agreement, CONSULTANT shall permit
representatives of the DISTRICT to have access to, examine and make copies, at the
DISTRICT's expense, of its books, records and documents relating to this Agreement at all
reasonable times.

B. District Warranties. The DISTRICT makes no warranties, representations
or agreements, either express or implied, beyond such as are explicitly stated in this
Agreement.

C. Release of Information. CONSULTANT shall not release any reports,
information or promotional materials prepared in connection with this Agreement without the
approval of the DISTRICT's General Manager.

D. Use of Subcontractors. CONSULTANT shall not subcontract any
Services to be performed by it under this Agreement without the prior written approval of the
DISTRICT, except for service firms engaged in drawing, reproduction, typing and printing.
CONSULTANT shall be solely responsible for reimbursing any subcontractors and the
DISTRICT shall have no obligation to them.

E. No Assignment. CONSULTANT shall not assign any of the rights nor
transfer any of its obligations under the Agreement without the prior written consent of the
District.

F. Attorney’s Fees. If any legal proceeding should be instituted by either of
the parties to enforce the terms of this Agreement or to determine the rights of the parties under
this Agreement, the prevailing party in said proceeding shall recover, in addition to all court
costs, reasonable legal fees.
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G. Applicable Law. This Agreement, its interpretation and all work
performed thereunder, shall be governed by the laws of the State of California.

H. Binding on Successors. All of the terms, provisions and conditions of this
Agreement shall be binding upon and inure to the benefit of the parties hereto and their
respective successors, assigns and legal representatives.

l. Waiver. Any waiver of any breach or covenant of this Agreement must be
in a writing executed by a duly authorized representative of the party waiving the breach. A
waiver by any of the parties of a breach or covenant of this Agreement shall not be construed to
be a waiver of any succeeding breach or any other covenant unless specifically and explicitly
stated in such waiver.

J. Entire Agreement; Modification. This Agreement, including any
attachments, constitutes the entire Agreement between the parties with respect to the subject
matter hereof, and supersedes any prior understanding or agreement, oral or written, with
respect to such subject matter. It may not be amended or modified, except by a written
amendment executed by authorized representatives by both parties. In no event will the
Agreement be amended or modified by oral understandings reached by the parties or by the
conduct of the parties.

IN WITNESS WHEREOF, the parties hereto have executed this Agreement by their duly
authorized officers as of the day and year first above written.

MID-PENINSULA WATER DISTRICT *

By: By:
General Manager

Title:

By:

Title:

* |f the CONSULTANT is a Corporation, two officers of the corporations consisting of one from each of the following
categories must sign the agreement: 1) the President, Vice President or Board Chair and 2) the Secretary, Assistant
Secretary, Chief Financial Officer or Assistant Treasurer. If only one officer signs or an individual not specified
above, the CONSULTANT will submit satisfactory evidence that the individual is authorized to sign for and bind the
corporation.
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Exhibit B

T

Q' MID-PENINSULA
WATER DISTRICT OCTOBER 2023
FLSA: EXEMPT
ADMINISTRATIVE SERVICES MANAGER
DEFINITION

Under general direction, plans, supervises, coordinates, and reviews the work of staff performing
customer service, accounting functions, payroll and benefits, public outreach and information, and
administrative support functions; administers human resources; acts as the District Secretary; serves as
custodian of records; serves as a liaison and coordinates assigned activities with other District
departments and external agencies to ensure compliance with reporting/procedures; works closely with
District Treasurer who supports staff accounting functions; provides responsible and complex
administrative and operational assistance to the General Manager; and performs related work as
required.

SUPERVISION RECEIVED AND EXERCISED

Receives general direction from the General Manager. Exercises direction and supervision over
professional, technical, and administrative support staff.

CLASS CHARACTERISTICS

This is a management classification responsible for planning, organizing, reviewing, and evaluating the
Administrative Services Department. Responsibilities include developing and implementing policies and
procedures for assigned programs, budget administration and reporting, regulatory compliance, and
program evaluation. Incumbents serve as a professional resource for organizational, managerial, and
administrative analyses and studies. Responsibilities include coordinating the activities of the department
with those of other departments and outside agencies and managing and overseeing the complex and
varied functions of the department. The incumbent is accountable for accomplishing departmental
planning and operational goals and objectives, and for furthering District goals and objectives within
general policy guidelines.

EXAMPLES OF TYPICAL JOB FUNCTIONS (lllustrative Only)

Management 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.

> Assumes managerial responsibility for all projects, programs, and activities of the Administrative
Services Department, including customer service, utility billing, , public outreach and information, and
office management.

> Directs and participates in the development and implementation of goals, objectives, policies, and
priorities for the department; recommends, within District policy, appropriate service and staffing
levels; recommends and administers policies and procedures while ensuring financial, regulatory, and
legal requirements are met.

> Selects, trains, motivates, and directs department personnel; evaluates and reviews work for
acceptability and conformance with District standards, including program and project priorities and
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performance evaluations; provides or coordinates staff training; works with employees to correct
deficiencies; implements discipline and termination procedures; responds to staff questions and
concerns.

Manages and administers the Administrative Services budget; participates in the annual and mid-year
budgeting processes, including forecasting funds needed for staffing, equipment, and supplies.
Contributes to the overall quality of the District’s service by continuously monitoring and evaluating
the efficiency and effectiveness of service delivery methods and procedures; assesses and monitors
the distribution of work, support systems, and internal reporting relationships; identifies
opportunities for improvement; directs the implementation of change.

Oversees the development of consultant requests for proposal for professional and/or construction
services and the advertising and bid processes; evaluates proposals and recommends project award;
administers contracts after award.

Administers the daily human resources functions and activities, including employee benefits
administration, recruitment and selection, classification and compensation, employee relations,
property and liability insurances, and risk management.

Supervises all activities related to the District’s accounting functions, including accounts payable,
accounts receivable, and payroll.

Plans, directs, and coordinates customer service and utility billing activities; oversees payment
processing and electronic bill systems.

In coordination with the General Manager, oversees the implementation of water conservation and
public outreach and information programs, including website content coordination.

Acts as the District Secretary; attends a variety of meetings; prepares meeting agendas and gathers
background information for agenda items; assembles and distributes agenda packets, meeting
records, and all enclosures for mailings; sets up meeting rooms; reviews and approves minutes;
distributes documents resulting from Board action; prepares legal and informational notices on behalf
of the District.

Provides highly complex staff assistance to the General Manager; develops and reviews staff,
financial, and regulatory reports related to assigned activities and services; presents information to
the Board of Directors and other external councils, commissions, committees, and boards; performs
a variety of public relations and outreach work related to assigned activities.

Conducts a variety of organizational studies, investigations, and operational studies; recommends
modifications to administrative services programs, policies, and procedures.

Attends and participates in professional group meetings; stays abreast of new trends and innovations
in the field of administrative services; researches emerging products and enhancements and their
applicability to meet District needs.

Monitors changes in regulations and technology that may affect District operations; implements
policy and procedural changes after approval.

Receives, investigates, and responds to difficult and sensitive problems and complaints in a
professional manner; identifies and reports findings and takes necessary corrective action.

Performs related duties as assigned.

QUALIFICATIONS

Knowledge of:

>

>

Administrative principles and practices, including goal setting, program development,
implementation, evaluation, and project management.

Principles and practices of budget administration; sound financial management policies and
procedures.



Administrative Services Manager

Page 3 of 4

> Principles and practices of customer service and utility billing functions.

> Principals and practices of accounting functions, including accounts payable, accounts receivable, and
payroll.

> Principles and practices of human resources administration.

» Principles and practices of water conservation and public outreach and information program
administration, including website content coordination.

> Principles, practices, and procedures related to public agency recordkeeping and the Board Secretary
function.

» Principles and practices of employee supervision, either directly or through subordinate levels of
supervision, including work planning, assignment review and evaluation, and the training of staff in
work procedures.

» Organization and management practices as applied to the development, analysis, and evaluation of
programs, policies, and operational needs of the assigned functional area.

> Applicable federal, state, and local laws, regulatory codes, ordinances, and procedures relevant to
assigned area of responsibility.

> Practices of researching administrative services issues, evaluating alternatives, making sound
recommendations, and preparing and presenting effective staff reports.

» General principles of risk management related to the functions of the assigned area.

» Technical, legal, financial, and public relations problems associated with the management of
administrative services projects and programs.

» Modern office practices, methods, and computer equipment and applications.

» English usage, grammar, spelling, vocabulary, and punctuation.

» Techniques for effectively representing the District in contacts with government agencies; community
groups; and various business, professional, regulatory, and legislative organizations.

» Techniques for providing a high level of customer service by effectively dealing with the public,
vendors, contractors, and District staff.

Ability to:

» Recommend and implement goals, objectives, and practices for providing effective and efficient
services.

> Administer complex and technical administrative services programs in an independent and
cooperative manner.

> Plan, organize, assign, review, and evaluate the work of staff; train staff in work procedures.

> Evaluate and develop improvements in procedures, policies, or methods.

» Analyze, interpret, summarize, and present administrative and financial information and data in an
effective manner.

» Interpret, apply, explain, and ensure compliance with federal, state, and local policies, procedures,
laws, and regulations.

» Conduct complex research projects, evaluate alternatives, make sound recommendations, and
prepare effective technical staff reports.

> Effectively represent the District in meetings with governmental agencies; community groups; various
businesses, professional, and regulatory organizations; and in meetings with individuals.

» Research, analyze, and evaluate new service delivery methods, procedures, and techniques.

» Prepare clear and concise reports, correspondence, procedures, and other written materials.

» Oversee the development and maintenance of a variety of manual and computerized files,
recordkeeping, and project management systems.

» Make sound, independent decisions within established policy and procedural guidelines.
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> Organize and prioritize a variety of projects and multiple tasks in an effective and timely manner;

organize own work, set priorities, and meet critical time deadlines.

Operate modern office equipment, including computer equipment and software programs.

Use English effectively to communicate in person, over the telephone, and in writing.

Use tact, initiative, prudence, and independent judgment within general policy and procedural

guidelines.

» Understand, and adhere to established District standards, policies, and procedures.

> Establish, maintain, and foster positive and effective working relationships with those contacted in
the course of work.

YV V V

Education and Experience:
Any combination of training and experience that would provide the required knowledge, skills, and abilities
is qualifying. A typical way to obtain the required qualifications would be:

Equivalent to graduation from an accredited four-year college or university with major coursework in business
or public administration, or a related field, and five (5) years of increasingly responsible experience managing
and/or supervising administrative or operational functions. Experience in a governmental or public utility
setting is preferred and experience in human resources and customer service is desirable.

OR

Equivalent to the completion of the twelfth (12) grade, plus ten (10) years of directly related experience in
a preferred governmental or utility setting, including human resources and customer service experience, may
be substituted for the college requirement and five (5) years of management experience.

Licenses and Certifications:

» Possession of, or ability to obtain, a valid California Driver’s License by time of appointment.

PHYSICAL DEMANDS

Must possess mobility to work in a standard office setting and use standard office equipment, including a
computer; to operate a motor vehicle to visit various District and meeting sites; vision to read printed
materials and a computer screen; and hearing and speech to communicate in person and over the
telephone or radio. This is primarily a sedentary office classification, although standing and walking
between work areas may be required. Finger dexterity is needed to access, enter, and retrieve data using
a computer keyboard or calculator and to operate standard office equipment. Positions in this
classification occasionally bend, stoop, kneel, reach, push, and pull drawers open and closed to retrieve
and file information. Employees must possess the ability to lift, carry, push, and pull materials and objects
weighing up to 25 pounds.

ENVIRONMENTAL ELEMENTS

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