Victor Valley Wastewater Effective Date:
Reclamation Authority July 1, 2026

EXECUTIVE ASSISTANT TO THE GM & BOARD

Salary Range: 64
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 administrative direction, provide a variety of administrative and/or management support services,
and perform a wide variety of sometimes complex executive administrative support duties as executive
assistant to the General Manager and Board of Commissioners for the Victor Valley Wastewater
Reclamation Authority (VWWRA). This position is distinguished by its advisory/support role to management
and its requirement to customarily and regularly exercise discretion and independent judgment as opposed
to merely applying acquired skills and following routine procedures. This position serves as a critical liaison
between executive leadership, the Board of Commissioners, member agencies, legal counsel, and the
public while supporting governance transparency and regulatory compliance. Reports to the General
Manager or designee.

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.

¢ Working closely with the General Manager to maintain an in-depth awareness and knowledge of the
Agency’s issues, philosophies, goals, and objectives, and assisting in developing related strategies,
works collaboratively with other staff.

e Performs highly complex executive administrative and organizational support functions for the General
Manager including the organization and maintenance of various administrative, reference, and follow
up files; making appointments and maintaining a calendar, scheduling and arranging for meetings and
making travel and meeting related arrangements; receiving and screening visitors and telephone calls;
routing and handling mail and organizing meetings by notifying participants, making room
arrangements, and preparing agendas and required informational materials, attending meetings and
preparing minutes; following up on projects, transmitting information, and keeping informed of pertinent
activities.

¢ Coordinates the retention, archival, and lawful destruction of official agency records in accordance with
adopted records retention schedules and applicable laws.

e Serve as primary contact for Board members; schedule and arrange meetings, travel, conferences,
and/or hearings; initiate agenda and prepare materials; take, prepare, and distribute minutes.

e Oversee the preparation and ensure the preservation of official records, including minutes, ordinances,
resolutions, and contracts.

e Provide support for Board meetings, Board committee meetings, public hearings, and other functions
held on a variety of issues; supervises, coordinates and participates in the preparation of the agenda
and agenda packets; schedules requests for public input at Board meetings; records roll call votes on
agenda items; ensures compliance with legal requirements governing the conduct of closed sessions;
supervises and participates in maintaining Board records and disseminating all actions including
minutes, ordinances, resolutions, agreements and deeds.

e Coordinates compliance with the Brown Act, Political Reform Act, Public Records Act, and agency
document retention requirements.
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Operate and perform light maintenance on a variety of office machines, including photocopiers,
personal computers, printers, office technology systems, and postage machines.

Compile and type statistical reports.

Research, compile, and organize information for use by the General Manager in the completion of
reports, recommendations, and special projects.

Prepare reports and special projects for the General Manager’s approval.

Contact other agencies or individuals for additional materials and information as needed for any special
projects.

Assists in the budget preparation; monitors department expenditures and purchasing activities;

Order office supplies; organize and maintain office supply room.

Responsible for picking up mail

Provide administrative support to other employees as needed.

Maintain a clean and safe work area and adhere to all safety requirements.

Learn and maintain proficiency in computer hardware and software utilized by VVWRA.

Perform complex administrative functions; make recommendations; write procedures.

Perform special projects and prepare reports as directed by the General Manager.

Compose a substantial amount of correspondence on the General Manager’s behalf.

Handle highly confidential information regarding controversial issues, individuals, and/or projects;
render confidential assistance to the General Manager as necessary.

Monitor agency compliance with The Ralph M. Brown Act (Government Code Sections 54950-54963);
post public meeting notices.

Maintain public records in compliance with the California Public Records Act.

Act as Agency Filing Officer and Filing Officer per the Political Reform Act in compliance with the Fair
Political Practices Commission guidelines and within deadlines established by San Bernardino County
and CSRMA.

Maintain Board-related records and files in compliance with Document Retention Policy.

Prepare monthly board stipend memos for Board meeting attendance reimbursements.

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:

Organization and functions procedures, and rules of an elected Board of Directors and its committees;
the Brown Act and other laws and regula-tions governing the conduct of public meetings.

Principles, practices, methods, and understanding of Agency ordinances, state laws and other legal
requirements applicable to the governmental structure of the Agency and specifically related to the
functions and operations of the Board

Techniques for providing a high level of customer service by effectively dealing with the public,
vendors, contractors, elected officials, and Directors, management, and staff.

Principles and practices of public administration, including planning, budgeting, purchasing, and public
records.

Clerical principles and practices
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Ability to:
e Must adhere to all VVWRA Personnel Rules and Regulations and behave in a manner in
accordance with the VVWRA Core Values.
o Effectively and professionally work with a diverse group of staff and community members.
e Organize, set priorities, and exercise expert independent judgment within areas of responsibility
e Prepare clear, concise, and complete documentation, minutes, and other reports and
correspondence.
¢ Represent the Agency effectively in dealings with internal and external stakeholders.
Maintain highly sensitive and confidential information.
Establish, maintain, and foster positive and effective working relationships with those contacted in
the course of work.
Read and comprehend complex instructions, correspondence, and memos.
Write complex correspondence.
Communicate effectively orally and in writing.
File correspondence and other records according to subject matter or in alphabetical or numerical
order.
e Skill in adding, subtracting, multiplying, and dividing in various units of measure, using whole
numbers, common fractions, and decimals.
e Skill in applying concepts such as fractions, percentages, ratios, and proportions to practical
situations.
e Skill in using modern office technology systems, document management software, and personal
computer applications, including accounting, spreadsheet, and word processing software.
Sit for long periods of time.
Read, compile, compute, and record numerical data.
Frequently use a personal computer for long periods of time.
Use hands and fingers to handle or operate objects, tools, or controls, and reach with hands and
arms.

EDUCATION AND EXPERIENCE

Any combination of education and experience that would likely provide the required knowledge and abilities
is qualifying. A typical way to obtain the knowledge and abilities would be:

e Associate’s degree
e Ten years of responsible administrative-level support experience in a public agency.

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.

Environment:
The work environment may include often working in a moderately noisy environment, an office setting, with
some travel to various locations.

Physical:

Incumbents require sufficient physical ability to work in an office setting; stand or sit for prolonged periods
of time; operate office equipment, including the use of a computer keyboard; push, pull, lift, and/or carry
light amounts of weight.
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Vision:
See in the normal visual range with or without correction; vision sufficient to read a 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 status,
disability status, or any other protected classification.
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