BETHEL ISLAND MUNICIPAL IMPROVEMENT DISTRICT

Assistant Secretary Job Description

Deadline to submit application/resume is Friday, February 3, 2017 at noon.

Bethel Island Municipal Improvement District (BIMID) is a 3500+ acre Delta Island comprised of residential, agricultural, commercial, public and recreational properties, including the 310-acre master planned Delta Coves subdivision as of 2017.  BIMID is responsible for the management of nearly 21.5 miles of perimeter and peninsula levees, including (1) the 11.5 miles of levee system surrounding Bethel Island, and its storm water drainage/seepage collection, pumps and conveyance system, and (2) as of 2017, the 9.95 miles of perimeter and peninsula levees, a sheet-pile breach structure, and a drainage/seepage collection system including four pump stations for the Delta Coves subdivision. 
SUPERVISION RECEIVED AND EXERCISED

Policy direction is given by the Board of Directors.  Direct supervision is received from the Administrative Secretary/District Clerk.  The Assistant Secretary works closely and compatibly with the Administrative Secretary/District Clerk with regard to daily operations.

CLASS CHARACTERISTICS

The Assistant Secretary together with the Administrative Secretary/District Clerk ensures the efficient and effective daily operations of the District Office.  The Assistant Secretary is an at-will position that is appointed and serves at the pleasure of the District Manager.

QUALIFICATIONS
Operates computer applications including the latest version of Microsoft Word, Microsoft Excel, QuickBooks to input and maintain data and information into various software programs.

Operates miscellaneous office machines including facsimiles, copiers, and calculators.

Effectively represents the District in contacts with government agencies, community groups and various business, professional, regulatory and legislative organizations.

Provides a high level of customer service to the public in person, over the telephone and through written correspondence.

EDUCATION AND EXPERIENCE

Any combination of training and experience which would provide the required knowledge, skills and abilities is qualifying.

Essential Duties
· Process and distribute incoming/outgoing mail/email/fax.
· Process Project Applications.
· Receive and greet office visitors and provide routine information.
· Answer and route incoming calls, take and relay messages.
Essential Board Meeting Duties 
· Copies documents for meeting.
· Assembles packets for board members and staff.
· Sets up for board meetings.
· Processes/mails bills/checks from meeting.
Marginal Duties
· Processes levee key applications.
· Receives/processes levee inquiries.
· Processes public information requests.
· Maintains database entries.
· Maintains alphabetical, numerical or subject matter files.
· Files and scans documents.
· Provides backup for Administrative Secretary/District Clerk and Levee Superintendent as needed.
· Orders office supplies.
· Reviews field workers time sheets for completeness and accuracy.
· Assists with levee patrols as needed.
· Coordinates BIMID sponsored community events.
· Assists with production and mailing of quarterly newsletter.
· Participates in training, specifically safety training, Special District Risk Management and California Special District Association training, Incident Command System training, CPR, First Aid and AED Heart Defibrillator.
· Performs other tasks as may be directed or requested by the Administrative Secretary/District Clerk, Levee Superintendent or District Manager.
SKILLS

Ability to work independently, prioritizing work and making decisions regarding correct application and implementation of work procedures.  Ability to work with others and to formulate appropriate instructions to achieve desired goals.

Compose effective correspondence independently.

Maintain a variety of complex and confidential files and records.

Type or input data at an acceptable rate of speed.

Determine appropriate action within clearly defined guidelines.

Plan and organize work.

Meet schedules and time lines.

Work independently with little direction.

Establish and maintain cooperative and effective working relationships with others.

Working cooperatively with the Board of Directors, regulatory and governmental staff, member of the public and other District personnel.

Quickly organizing and communicating thoughts orally and in writing.  Ability to understand communications from others.
LICENSES AND CERTIFICATIONS

Must possess a valid California Class C license and have a satisfactory driving record.

PHYSICAL DEMANDS

Must possess mobility to work in a standard office setting and use standard office equipment, including a computer, vision to read printed materials and a computer screen, and hearing and speech to communicate in person and over the telephone.

Must be able to work efficiently and effectively with constant interruptions.

OTHER REQUIREMENTS

Must be available for (standby and response to) off-hours emergency and/or non-emergency situations.  May be required to work weekend and holiday shifts as needed.  May be required to respond to emergency and public calls after hours including evenings and weekends.
Attendance at off-hour meetings and occasional travel may be required.
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