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Salary Range: CONTRACT 
FLSA: Exempt 
 
Class specifications are intended to present a descriptive list of the range of duties performed by employees 
in the class. Specifications are not intended to reflect all duties performed within the job. 
 

 
SUMMARY DESCRIPTION 

  
Under policy direction, serves as agent of the Board of Commissioners in planning, directing, managing, 
and overseeing the services, activities, and operations of the Agency including Communications, 
Administrative Services, Engineering, Finance, Information Technology, Human Resources, Operations 
and Maintenance and Technical Services; serves as chief executive officer of the Agency ensuring that 
services and operations are delivered in an efficient and effective manner; implements policy decisions 
made by the Board of Commissioners; facilitates the development and implementation of Agency goals and 
objectives; and provides highly complex administrative support to the Board of Commissioners. Reports to 
the Board of Commissioners. 
 

 
REPRESENTATIVE DUTIES  
 
The following duties are typical for this classification. Incumbents 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. 
 

• Assume full management responsibility for all Agency operations, services, and activities; plan, 
direct, manage, and oversee the activities and operations of the Agency including Communications, 
Administrative Services, Engineering, Finance, Information Technology, Human Resources, 
Operations and Maintenance, and Technical Services.  

• Facilitate the development, implementation, and administration of Agency goals and objectives; 
interpret and implement policies and goals set by the Board of Commissioners. 

• Direct and participate, with senior management cooperation, in the development and administration 
of the Agency’s budget; prepare long-term plans of capital improvements including financing plans; 
approve the forecast of funds needed for staffing, equipment, materials, and supplies; approve 
expenditures and implement budgetary adjustments as appropriate and necessary.  

• Establish organizational standards and objectives; establish, within Agency policy, appropriate 
service and staffing levels; monitor and evaluate the efficiency and effectiveness of service delivery 
methods and procedures; allocate resources accordingly.  

• Plan, direct, and coordinate, through senior management, the work plan for the Agency; assign 
projects and programmatic areas of responsibility; review and evaluate work methods and 
procedures; ensure that the Agency is being operated in compliance with applicable regulations 
and laws, that the Agency’s needs are being assessed, and that improvements are being 
developed and implemented as necessary; meet with management staff to identify and resolve 
issues.  

• Provide staff assistance to the Board of Commissioners; prepare, submit, and present staff reports 
and other necessary correspondence and recommendations to the Board of Commissioners on 
issues for its consideration and action; oversee the preparation and administration of Board 
agendas; keep Board of Commissioners advised of financial conditions, program progress, and 
present and future needs of the Agency; prepare recommendations and advise the Board of 
Commissioners on matters requiring legislative action; carry out direction of the Board by assigning 
tasks and evaluating results 
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• Responsible for establishing and maintaining favorable contacts with state and national 
government leaders to develop sound water related legislation and programs.  

• Interact with Legal Counsel.  

• Confer with and represent the Agency to all departments, regulatory agencies, customers, 
businesses, and other individuals, groups, and outside agencies having an interest or potential 
interest in affairs of the Agency’s concern; coordinate Agency activities with those of other districts, 
cities, counties, outside agencies, and organizations in accordance with the Board of 
Commissioners’ policies.  

• Prepares reports and correspondence and makes presentations to legislative bodies, other 
agencies, the Board of Commissioners, the general public and Agency personnel on issues 
regarding Agency administrative activities and functions.  

• Respond to and resolve difficult, complex, and sensitive inquiries and complaints; contact 
departments involved; provide direction and delegate authority as necessary to correct issues; 
interpret, analyze, defend, and explain Agency policies, procedures, programs, and activities; 
negotiate and resolve sensitive and controversial issues; handle public relations dealing with the 
news media.  

• Attend and participate in professional group meetings; stay abreast of new trends and innovations 
in the fields of business and public administration and issues related to the ongoing operation of a 
wastewater agency.  

• Serve the civic needs of the community. 

• Communicate effectively and establish and maintain effective working relationships with others. 

• May be required to work outside of normal business hours, including evenings or weekends, as 
operational needs require 

• Employees are considered disaster service workers as defined by the California Government Code 
and may be required to respond to emergencies that impact public health, safety, or the Authority’s 
operations. This includes call-back, extended work hours, and assignment to emergency duties as 
needed. 

 
 
QUALIFICATIONS 
 
The following generally describes the knowledge and ability required to enter the job and/or be learned 
within a short period of time in order to successfully perform the assigned duties. 
 

 
Knowledge of: 

• Governmental accounting, budget preparation, and execution.  

• Obtaining right-of-way for appurtenant facilities related to wastewater, sewer construction and 
federal and state environmental regulations.  

• Advanced principles and practices of public administration including the organization, functions, 
and problems of a wastewater agency.  

• Operations, services, and activities of a wastewater agency.  

• Government, governing body, and legislative processes.  

• Principles and practices of budget preparation and administration.  

• Current social, political, and economic trends and operating problems of wastewater agencies.  

• Advanced principles and practices of organization, management and supervision.  

• Principles and practices of strategic planning.  

• Methods of analyzing, evaluating, and modifying administrative procedures.  

• Decision making techniques.  

• Pertinent federal, state, and local laws, codes and regulations.  
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• Principles of effective public relations and interrelationships with community groups and agencies, 
private businesses and firms, and other levels of government.  

• Advanced interpersonal relations skills.  

• Principles and practices of program development and administration.  

• Methods and techniques of research, statistical analysis, and report preparation and presentation.  

• Principles of business letter writing.  

• Modern office procedures, methods, and equipment including computers. 
 
 
Ability to: 
 

• Must adhere to all VVWRA Personnel Rules and Regulations and behave in a manner in 
accordance with the VVWRA Core Values.  

• Provide effective leadership to and coordinate the activities of Victor Valley Wastewater 
Reclamation Authority.  

• Analyze a variety of administrative and organizational problems and make sound policy and 
procedural recommendations.  

• Analyze and define problems, identify alternative solutions, project consequences of proposed 
actions and implement recommendations in support of goals.  

• Identify and respond to community and Board of Commissioners’ issues, concerns, and needs.  

• Serve effectively as the administrative agent of the Board of Commissioners.  

• Develop and administer Agency-wide goals, objectives and procedures.  

• Research, analyze and evaluate new service delivery methods and techniques.  

• Prepare clear and concise administrative and financial reports.  

• Prepare and administer large and complex budgets.  

• Interpret and apply federal, state and local policies, laws and regulations.  

• Plan, organize, and direct the work of staff. Select, supervise, train and evaluate staff. Delegate 
authority and responsibility.  

• Negotiate and resolve complex issues.  

• Make effective oral and written presentations to groups within and outside the Agency including 
legislative bodies.  

• Develop and maintain effective working relationships with employees, officials, and the public. Work 
long hours including evenings, weekends and holidays. 

 
EDUCATION AND EXPERIENCE 
 

• Bachelors in Engineering, Public Administration, Business Administration or related field 

• Five years’ experience in municipal or government administration 

• Experience in finance, budget preparation and submission 

• Experience in construction of various stages of pipeline, sewer line and wastewater treatment 
plants 

• Years of experience may be substituted for each year of college required.  

• A Master’s degree is desirable. 

 
PHYSICAL DEMANDS AND WORKING ENVIRONMENT 

 
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. 
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Environment:  
Standard office setting; may be required to travel to attend meetings. 
 
Physical:  
Incumbents require sufficient mobility to work in an office setting; to stand or sit for prolonged periods of 
time; to operate office equipment including use of a computer keyboard; ability to operate a vehicle to travel 
to various locations and meetings. 
 
Vision:  
See in the normal visual range with or without correction; vision sufficient to read computer screens and 
printed documents and to operate assigned equipment. 
 
Hearing:  
Hear in the normal audio range with or without correction. 
 
 
 
 
VVWRA is an equal opportunity employer. All applicants will be considered for employment without 
attention to race, color, religion, sex, sexual orientation, gender identity, national origin, veteran, disability 
status, or any other protected classification. 
 

 


