
Meeting agendas and written materials supporting agenda items, if produced, can be received by the public for free in advance of the meeting 
by any of the following options: 

 A paper copy viewed at the District office, 9751 Merced Falls Rd., La Grange, CA 95329 during business hours or mailed pursuant 
to a written request and payment of associated mailing fees 

 An electronic copy received by email. Note - a form requesting email delivery of agendas and/or meeting materials must be 
completed a minimum of one week in advance of the meeting 

 Viewed on the Board page of the District’s website 

 A limited number of copies of agenda materials will also be available at the meeting 
Americans with Disabilities Act Compliance: If you require special assistance to participate in Board Meetings, please contact the LDPCSD 
Board Secretary at (209) 852-2251 Ext. 2. Advance notification will enable the District to make reasonable arrangements to insure 
accessibility 

 

  Lake Don Pedro Community Services District         DIRECTORS 
9751 Merced Falls Rd. La Grange, CA 95329                                                Dan Hankemeier, President 
(209) 852-2331 – www.ldpcsd.org                      Emery Ross, Vice President  
                        Dan Johnson 
            Russell Warren 
                Nellie Sperry 

Special Meeting of the Board of Directors 
9751 Merced Falls Road 

La Grange, CA  

January 17, 2023 at 1:00 p.m. 
 

Mission Statement: The Lake Don Pedro CSD is dedicated to providing our customers with ample 
quantities of high quality water meeting all standards, in a fiscally responsible manner. 
 

AMENDED AGENDA 
1. CALL TO ORDER: Presiding Officer: Establish Quorum, Pledge of Allegiance: 

2. PUBLIC COMMENT: 
Any person may address the Board at this time on any matter within the jurisdiction of the Board that is NOT ON THE AGENDA A 
maximum of three minutes is allowed each person and a maximum of 20 minutes per topic. Any person wishing to address the 
Board on an item ON THE AGENDA will be given the opportunity at that time. Speakers are encouraged to consult District 
Management or Directors prior to agenda preparation regarding any District matters, as no action will be taken on non-agenda 
issues. 

 
         3. PRESENTATION ONLY:  
              a. Presiding Officer’s Report  
              b. General Manager’s Report: 
                   Grant / Study Updates  
         Current District Projects 
                   Operations Updates 
                    Administrative Updates 
 
          4. APPROVAL OF CONSENT AGENDA: The following items may all be approved in one motion or considered   
   separately as determined appropriate by the President  
 

 a. Read and file the Treasurer’s Report for the period ending December 31, 2023 including  
     summary of claims paid  
               b. Approval of the Minutes of the Special Meeting December 12, 2022, and Special Meeting  
     December 29, 2022      
 

5. DISCUSSION AND ACTION ITEMS: 
    a. Conduct the Annual Board Reorganization to include the appointment of the Office of       
        President and Vice-President 
    b. Discussion Only - Request from Director Johnson regarding the Status of the Wells, an    
   Update of the Options to Deepen and Upgrade to a More Reliable Water Source 
 
    c. Discussion / Approval - Request from Director Johnson regarding Overtime Logs and the  

1



Meeting agendas and written materials supporting agenda items, if produced, can be received by the public for free in advance of the meeting 
by any of the following options: 

 A paper copy viewed at the District office, 9751 Merced Falls Rd., La Grange, CA 95329 during business hours or mailed pursuant 
to a written request and payment of associated mailing fees 

 An electronic copy received by email. Note - a form requesting email delivery of agendas and/or meeting materials must be 
completed a minimum of one week in advance of the meeting 

 Viewed on the Board page of the District’s website 

 A limited number of copies of agenda materials will also be available at the meeting 
Americans with Disabilities Act Compliance: If you require special assistance to participate in Board Meetings, please contact the LDPCSD 
Board Secretary at (209) 852-2251 Ext. 2. Advance notification will enable the District to make reasonable arrangements to insure 
accessibility 

 

        implementation of a Monthly Record / Report 
    d. Discussion / Approval – Request from Director Johnson regarding the tracking of Standing  
         and Pumping Underground Water Levels at the Well Sites. Implementing a Monthly Record  
         to Monitor Levels. Create a History for the Purposes of Increasing Reliable Water source. 
     e. Discussion / Clarification – Request from Director Johnson regarding Clarification regarding  
         an Email Received by three (3) Directors  
     f. Information Only Presentation of LDPCSD Work Performed 
     g. Discussion / Approval – Office Manager Job Description  
 
6. DISCUSSION AND ACTION ITEMS: 
 
CLOSED SESSION: 
 

     a. CLOSED SESSION 
          CONFERENCE WITH LEGAL COUNSEL—REAL PROPERTY NEGOTIATIONS 
          Pursuant to Government Code § 54956.8 
          Property:    Verizon Wireless/ Land Lease 
          Agency Negotiator:   Patrick McGowan 
          Negotiating Parties:   District and Verizon Wireless 

         Under Negotiation:   Price, Terms and Conditions 
  
     b. CLOSED SESSION: 
         PUBLIC EMPLOYEE PERFORMANCE EVALUATION 
         Government Code 54957(b)(1) 
         Title: General Manager 
 
  c. CLOSED SESSION: 
         PERSONNEL MATTERS (Government Code §54957) 
         Public Employee Performance Evaluation, Office Manager / Board Secretary 
              CLOSED SESSION 
  
     7. ADJOURNMENT: 
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January 17th, 2023 
 
The latest storms to pass through our District have supplied much needed rainfall accumulations. 
Over the New Year’s weekend, our lake rose 40 feet! District staff worked to ensure water 
reliability over the holiday weekend. With the assistance of Twin Lakes Management, District 
staff removed six lengths of pipe. Water demand throughout our system has decreased with the 
temperature, and we are experiencing a much-needed slowdown in system distribution leaks. 
Operations staff are prepared for the change in season. They have performed all servicing, 
cleaning, and re-calibration of treatment instrumentation, and emptied & cleaned the 
sedimentation basin. Water quality continues to meet all State standards.    
 
The environmental planning process of our highly anticipated Barrett Cove raw water intake 
upgrade is complete. We are currently finalizing qualification packages for bid. The District is 
eager to begin construction of this vital system upgrade! 
   
 
In addition to finding me in my office, I can reached at the following: 

 District phone – (209) 852-2331 
 E-mail - Patrick@ldpcsd.org 

	
 
Grant/Study Updates 
 
DWR BARRETT COVE RAW WATER INTAKE PROJECT- We are currently finalizing 
qualification packages for bid. We anticipate this being completed by the end of January. A site, 
contractor job walk will be scheduled once bid packages are sent out to perspective contractors.     
 
USDA LOAN / RAW WATER MAIN REPLACEMENT‐ Robert Neilson, the State Engineer, 
is preparing the Preliminary Engineering Report (PER) for the Raw Water Intake Pump Station. 
This will save the District the expenses associated with writing a PER. The PER would then be 
used to formally apply for funding through the USDA. We anticipate the USDA will provide the 
required funding for the project, but it currently unknown what amount of the funding will be 
grant versus low-interest loan. 
 

Lake Don Pedro Community Services District

GENERAL MANAGER’S REPORT 
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DWSRF- LDPCSD submitted a grant application to the Department of Water Resources for 
\Water Treatment Plant Modernization in 2015. The State asked that we update and re-file our 
Notice of Exemption with the Mariposa County Recorder’s Office.  
 
Current District Projects 
 

 EMERGENCY LEAK CREW – There has been one raw water main leak since our last 
meeting. Staff continues to reduce water loss numbers with quick and immediate repairs. 
 

 PRESSURE REGULATING STATIONS – District operations staff are performing 
preventative maintenance on our twelve P.R.S in our system.  
 

 TREATMENT PLANT INSTRUMENTATION – Operations staff performed all 
servicing, cleaning, and re-calibration of treatment plant instrumentation. Staff took 
advantage of low water demand, emptied, and cleaned our sedimentation basin to assist 
with water quality.  
 

 METER BOX MAINTENANCE- Operations staff have been active in cleaning and 
replacing meter boxes throughout our service area. Staff place steel mesh underneath 
rodent occupied boxes. This simple solution works extremely well in keeping area clean. 
 

 SEDIMENTATION BASIN CLEANING – In order to maintain our high standard of 
water quality, operations staff have increased our scheduled sedimentation basin 
cleanings.   
  

 PORTER WELL – Awaiting legal counsel response.    
 

 
Operations 
 

 SERVICE ORDERS  & USA’S – This past month we have completed 20 service order 
requests & 63 USA Tickets included: 

 
- 11 meter reads, for properties being transferred or sold 
- 2 possible leaks 
- 1 meter replacements 
- 1 meter test 

    
 BARGE – Over the past 8 months staff have made weekly trips to reservoir to add 

additional lengths of pipe to continue to follow the reservoir water levels as it depleted. 
With the current weather trends, and the filling of the reservoir from precipitation we are 
now removing pipe as the reservoir fills.       

 
 MONTHLY METER READS - Staff performed 1526 monthly meter reads for billing.    
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 USA NORTH 811 – Underground Service Alert is a non-profit organization that links the 
excavation community and the owners of the underground lines. LDPCSD receives USA Ticket 
requests daily to locate and mark our existing water lines for a planned excavation. PG&E and 
their subcontractors have been extremely active in our community.  

 
 WATER SAMPLES - Working with our water lab under the guidance of the SWRCB, 

District staff grab water samples on the 1st or 3rd Tuesday of each month.  
 

 WATER STORAGE SITE INSPECTIONS – Field staff are in the process of visiting 
each water storage facility, and hydro-pneumatic station in order to perform preventive 
maintenance on pumps, visually inspect all components and cleanup area.  
 

 WATER QUALITY – Remains consistent at this time.    
 
 
Administrative 
 

 
 MONTHLY STATE REPORTING – The report is a combination of data provided 

throughout the month. Reports submitted are CT (concentration, contact time) referring 
to chlorine within our system, WQP Report which tracks all chemicals used, 
backwashing, water quality, and Bacteriological Testing Report that reports the potential 
indicating presence of E coli or Fecal Coliform bacteria in our water.   

 
 ON-CALL UPDAPTE – PLEASE SEE ATTACHED STAFF REPORT 

 
 SEXUAL HARRASMENT / ETHICS TRAINING 1234 – District management have 

completed these trainings.  
 

 VERIZON WIRELESS LAND LEASE – PLEASE SEE ATTACHED STAFF 
REPORT & RESOLUTION 
 

 FORM 700 STATEMENT OF ECONOMIC INTERESTS – District staff have 
completed this form.  
 

 INTERNAL CONTROLS LETTER AUDIT – PLEASE SEE ATTACHED 
DOCUMENT  
 

 CONTRACT RENEWAL – At this time I have been reviewing various contracts for 
our District. This allows myself the opportunity to access if existing contracts should be 
renewed or an alternative is suitable.  
 

 DWR REIMBURSMENT- Quarterly reports and associated claims all have been 
submitted to Department of Water Resources for reimbursement.  
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 SWRCB DROUGHT TECHNICAL MONITORING ORDER – This monthly report 
tracks the usage of all District water sources.  

 
 DECEMBER DAILY TASK BREAKDOWN – PLEASE SEE ATTACHMENT   

  
 
 
Sincerely, 
 
 
________________________ 
Patrick McGowan, General Manager 
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To: Board of Directors 
From: Patrick McGowan  
Date: January 17th, 2023 
Subject: Reservoir Level Update               
     

Description – Reservoir Level  
 
December 6th, 2022                  January 6th, 2023 
 666.31’ Above Sea Level                                          729.09’ Above Sea Level 
 186,120 Acre Feet Water Storage                             345,428 Acre Feet Water Storage 
     
 
159,308 Acre Feet INCREASE in Storage 
52 Billion Gallons of Water decrease 
63’ Increase in Reservoir Level 
Fiscal Year Rainfall Total = 13.64” 
 
Reservoir level January 6th 2022 = 695.72’ 
Reservoir level January 6th 2023 = 729.09’ 
 

 
 

 
 

Lake Don Pedro Community Services District

STAFF REPORT 
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  Lake Don Pedro Community Services District         DIRECTORS 
9751 Merced Falls Rd. La Grange, CA 95329                                                Dan Hankemeier, President 
(209) 852-2331 – www.ldpcsd.org                      Emery Ross, Vice President  
                        Dan Johnson 
            Russell Warren 
                Nellie Sperry 

Special Meeting Minutes of the Board of Directors 
9751 Merced Falls Road 

La Grange, CA  

 

December 12, 2022 at 1:00 p.m. 
 

1. CALL TO ORDER: Presiding Officer: Establish Quorum, Pledge of Allegiance: 

The Board of Directors of the Lake Don Pedro Community Services District held a special  

meeting at 9751 Merced Falls Rd., La Grange, CA 95329  

President Hankemeier called the meeting to order at 1:02 p.m.  

 Directors present: Hankemeier, Ross, Johnson, and Warren 

 Director Sperry arrived at 1:11 p.m. 

 Also present: GM P. McGowan   

  

2. PUBLIC COMMENT: 
        The Board of Directors received no public comments 
 
         3. PRESENTATION ONLY:  
              a. Presiding Officer’s Report  
     President Hankemeier commented that he had concerns regarding LDPCSD    
  reserves 
 
              b. General Manager’s Report: 
                   Grant / Study Updates  
         Current District Projects 
                   Operations Updates 
                    Administrative Updates 
  Presented by GM P. McGowan 
 
          4. APPROVAL OF CONSENT AGENDA: The following items may all be approved in one motion or considered   
   separately as determined appropriate by the President  

  
  a. Read and file the Treasurer’s Report for the period ending November 30, 2022 including  
      summary of claims paid  
              b. Approval of the Minutes of the Special Meeting November 14, 2022, and Special Meeting   
     November 28, 2022 
 
    Motion: To approve the consent calendar 
                 Votes: Carried 5-0  
                 First: Warren  Second: Ross 
                 Ayes: Warren, Ross, Johnson, Hankemeier, and Sperry 
    Nays: 
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5. DISCUSSION AND ACTION ITEMS: 
     a. Conduct the Annual Board Reorganization to include the appointment of the Office of       
         President and Vice-President 
 

          Motion: To defer this item to a future agenda 
                Votes: Carried 3-2 
                First: Hankemeier   Second: Warren 
                Ayes: Hankemeier, Warren, and Sperry 

         Nays: Ross and Johnson 
 
     b. Information Item regarding Potential Emergency Shortage of Water Treatment Chemicals  
         Information Item Only - No Action Taken 
 
     c. Information Item regarding LDPCSD 2023 Sanitary Survey  
         Information Item Only - No Action Taken 
 
     d. Discussion / Approval regarding Resolution 2022-xxx Verizon Wireless Land Lease   
         Negotiations  
 

          Motion: To approve Resolution 2022-xxx Verizon Wireless Land Lease Negotiations 
                Votes: Carried 5-0  
                First: Warren  Second: Ross 
               Ayes: Warren, Ross, Johnson, Sperry, and Hankemeier 

        Nays: 
 
     e. Information Item regarding Operator Certification Update 
         Information Item Only - No Action Taken  
 
      f. Information Item regarding Customer Service Survey 
         Information Item Only - No Action Taken 

  
        6. ADJOURNMENT:  1:59 p.m. 
 
 
   Respectfully submitted by, 
 
       S. Marchesiello 
             Board Secretary 
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  Lake Don Pedro Community Services District         DIRECTORS 
9751 Merced Falls Rd. La Grange, CA 95329                                                Dan Hankemeier, President 
(209) 852-2331 – www.ldpcsd.org                      Emery Ross, Vice President  
                        Dan Johnson 
            Russell Warren 
                Nellie Sperry 

Special Meeting Minutes of the Board of Directors 
9751 Merced Falls Road 

La Grange, CA  

 

December 29, 2022 at 10:00 a.m. 
 

1. CALL TO ORDER: Presiding Officer: Establish Quorum, Pledge of Allegiance: 

The Board of Directors of the Lake Don Pedro Community Services District held a special  

meeting at 9751 Merced Falls Rd., La Grange, CA 95329  

President Hankemeier called the meeting to order at 1:04 p.m.  

 Directors present: Hankemeier, Ross, Johnson, Warren, and Sperry 

 Directors absent: Warren and Hankemeier 

 Also present: GM P. McGowan   

 Also present: Board Secretary: S. Marchesiello   

 Also Present: Beth De Lima from HRM Consulting, Inc. (left the meeting at 11:00 p.m.) 
 

 
2. DISCUSSION AND ACTION ITEMS: 
 

    Closed Open Meeting: 10:04 a.m. 
         Reconvene to Open Meeting: 12:04 p.m. 

 
          a.  CLOSED SESSION 
           PUBLIC EMPLOYEE DISCIPLINE/DISMISSAL/RELEASE 
           Government Code section 54957(b)(1) 

 Title: General Manager 
 
 REPORT OUT: 
           It is the consensus of the Board of Directors the investigation is completed and 
 determined that the hostile work environment was not violated. However, other 
 policies were violated  and appropriate responses will be determined and future 
 action will be taken 

 
 

          b. CLOSED SESSION 
           CONFERENCE WITH LEGAL COUNSEL—REAL PROPERTY NEGOTIATIONS   
                Pursuant to Government Code § 54956.8  
                 Property:                                            AT&T Tower                                 
                 Agency Negotiator:                            Patrick McGowan 
                Negotiating Parties:                            District and AT&T 

          Under Negotiation:                             Price, Terms and Conditions 
 

          Motion: To approve and accept the negotiated monetary amount of $50,967.70 and    
         have GM P. McGowan attempt to secure a ten (10) year contract with Verizon 

                Votes: Carried 5-0  
                First: Johnson  Second: Hankemeier 
                Ayes: Johnson, Hankemeier, Warren, Ross, and Sperry 

           Nays: 
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        3. ADJOURNMENT: 12:06 
 
   Respectfully submitted by, 
 
      S. Marchesiello 
           Board Secretary 
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AGENDA SUPPORTING DATA 
 

5. Discussion and Action Items 
a. Conduct the annual Board reorganization to include the appointment of the office of President 
and Vice-President 

Recommended Motion 
 

Staff recommends a motion for the following: 
I move to appoint director to the office of Board President, and 
  -to the office of Board Vice President. 

 
Background 
It is customary and the policy of the Board that in December of each year, the board conduct an 
annual organizational meeting in which the appointment of Board President and Vice President is 
made. The District policy describing the role of Board President and its policy on Board meeting, 
including the process and limitations of Board officers, is included with this agenda item. The Board 
is not required to change officers. 

 
The Board is not bound by law to follow its own existing protocol or policy with regard to the 
appointment of officers, and there is also no legal guidance or industry standard on how officer 
appointments are made.  If the Board is to take action which is counter to its policy in this matter, as 
a best practice the member making the motion should also state why the policy should not be 
applicable in consideration of their recommended action, and/or what changes to policy should be 
considered in the future by the Board. 

 
Government Code 61043 simply states: 

 
(a) Within 45 days after the effective date of the formation of a district, the board of directors shall 

meet and elect its officers. Thereafter, within 45 days after each general district or unopposed 
election, the board of directors shall meet and elect the officers of the board of directors. A 
board of directors may elect the officers of the board of directors annually. 

(b) The officers of a board of directors are a president and a vice president. The president shall 
preside over meetings of the board of directors and the vice president shall serve in the 
president's absence or inability to serve. 

(c) A board of directors may create additional offices and elect members to those offices, 
provided that no member of a board of directors shall hold more than one office

Lake Don Pedro Community Services District 

Special Meeting of January 17, 2023 
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This policy supersedes and replaces all previous policies pertaining to Board Meetings of the District as of October 21, 2013 
Approved October 21, 2013 

 

 
POLICY TITLE: Board President 
 
POLICY NUMBER: 4040 
 
 
4040.1 The President of the Board of Directors shall serve as chairperson at all Board meetings.  
He/she shall have the same rights as the other members of the Board in voting, introducing 
motions, resolutions and ordinances, and any discussion of questions that follow said actions. 
 
4040.2 In the absence of the President, the Vice President of the Board of Directors shall serve as 
chairperson over all meetings of the Board.  If the President and Vice President of the Board are 
both absent, the remaining members present shall select one of themselves to act as chairperson 
of the meeting. 
 

 

LAKE DON PEDRO COMMUNITY SERVICES DISTRICT 

Policy and Procedures Manual  
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To: Board of Directors 

From: Patrick McGowan  

Date: January 17th, 2023 

Subject: REQUEST DIRECTOR JOHNSON, WELL UPDATE        

 

Description –  

 

I have been submitting monthly water source information to the State’s Drought Technical Monitoring 

Order for approximately 9 months. Information provided includes: water level, pumping level, hours 

pumped, and amount pumped.  

 

Both our Ranchito well restoration projects have been completed. Both pumps have been downsized to help 

increase efficiency. Each well has been cleaned/jetted. We are currently awaiting lab results ensuring 

wonderful water quality prior to placing back online.  

 

Both Medina wells are operational. Medina II has been in rotation and has proven to be very reliable. The 

optimal pumping rate for this well has been established and production is consistent.    

 
 

 

. 
 
 

Lake Don Pedro Community Services District

STAFF REPORT 
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To: Board of Directors 

From: Patrick McGowan  

Date: January 17th, 2023 

Subject: REQUEST DIRECTOR JOHNSON, ON-CALL / OVERTIME UPDATE         

 

Description – 

To date District staff have worked 49% of anticipated On-Call /Overtime work hours budgeted for 
in LDPCSD’S FY 2022-2023 approved budget.   

Expense 01-1-5010-101 OVERTIME PAY      2022-2023 Budgeted - $27,560  

                                                                              January 2023 actual - $13,856 

Battling the recent storms the past month, and dealing with almost weekly power outages, I believe 
operations staff have done a tremendous job responding to emergency events, maintaining & 
repairing our aging distribution system, and providing tremendous customer services. As we are 
exactly half way through the fiscal year I am pleased to see financially we are precisely on track.    

 

ON-CALL LOG 

All On-Call information is logged on employee weekly timecards. Every two weeks I review and 
approve these time cards. In addition these time cards are also reviewed by District cpa/payroll 
staff. I review all on-call / overtime hours worked. As manager I approve all work completed 
within our District. Motherlode after hour’s answering service provides the on-call, call-outs via 
fax as well as the initial phone call. This allows District management the ability to monitor ALL 
after hour calls. I am in constant communication with on-call staff, and after hour’s answering 
service. On average, annually the on-call staff receive one call out a week from District residents. 
In addition to this one call out, on-call staff must report to District facilities 365 days a year, 
including weekends, and holidays to record daily flow totals.    

 

 

. 
 
 

Lake Don Pedro Community Services District

STAFF REPORT 
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THERE IS NO WRITTEN INFORMATION SUBMITTED FOR THIS ITEM  

 

ITEM: 

5 d. Discussion / Approval – Request from Director Johnson regarding the tracking of Standing             

and Pumping Underground Water Levels at the Well Sites. Implementing a Monthly Record             

to Monitor Levels. Create a History for the Purposes of Increasing Reliable Water source. 
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PRESENTATION 

 

ITEM: 

5   f. Information Only Presentation of LDPCSD Work 

Performed 

 

This Presentation will be given at the Board Meeting 
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To: Board of Directors 

From: Patrick McGowan  

Date: January 17th, 2023 

Subject: OFFICE MANAGER JOB DESRCRIPTION          

 

Description – There is no existing job description for LDPCSD Office Manager. We have reviewed Office 

Supervisor duties, and added additional responsibilities performed to create new Office Manager job 

description.  

 

 

RECOMMENDATION – Approve proposed Office Manager job description.  

 

 

Lake Don Pedro Community Services District

STAFF REPORT 
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PAGE l OF2 

POLICY TITLE: 
POLICY NUMBER: 

2450.10 DESCRIPTION: 

Job Description - Office Manager 
2450 

Under the general direction of the General Manager; this position classification is singularly unique in that 
due to the size of our work force we require multiple duties over a wide spread area of responsibility. This 
position requires a high level of discretion, initiative, independent judgment and confidentiality. 

2450.101 Primary: 
Under the supervision of the General Manager who provides guidance and review as needed. This position 
oversees basic functions of Office Staff, Billing/ Property Specialist, Accounts Clerk I & II, and 
Secretary. It includes clerical duties, light accounting, filing, typing, data input for the computers and 
office procedures to support the administrative functions of the District. 

2450.102 Secondary: 
This position requires a high level of discretion, initiative, independent judgment, and confidentiality. The 
position requires regular contact with management from other government and private organizations, legal 
counsel, employees, and the public. 

2450.103 Reporting to: 
This position reports to the General Manager. 

2450.20 RESPONSIBILITIES: 

2450.201 Supervises and evaluates office staff. 

2450.202 Reviews office staff's work for accuracy. 

2450.203 Organizes work schedules and priorities for office staff. 

2450.204 Reconciles monthly UB billing ledger and provides General Manager/ Treasurer the 
financial results. 

2450.205 Supervises and performs a variety of duties relating to the resolution of customer problems, and 
providing information requested by customers and other members of the public. 

2450.206 Serves as Board Secretary. 

2450.207 Provides CPA timecards for each payroll bi-weekly, distributes payroll checks to personnel and 
properly files paperwork. 

2450.208 Provides CPA with requested financial information in order for him/her to complete monthly 
financial report and monthly treasurer's report. 

Revised September, 2022 Approved September, 2022 
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2450.209 Provides CPA with copies of weekly accounts payables, receive payments, and distribute them 
appropriately. · · · · 

2450.210 May process book transfers from savings account to checking account. 

2450.211 Provides support for com11uter usage and performs the functions associated w·ith the 
maintenance of the District's computer network. 

2450.212 Attempts at all times, to build a consensus among District personnel, through an exchange of 
ideas and facts, to facilitate the successful implementation of operational changes and policy 
administration. 

2450.213 This position and duties may also be combined with additional office classifications. 

2450.30 MUST POSSESS: 

2450.301Education: 
Preferred minimum education requirement is Associate of A1ts degree from an accredited educational 
institution. An individual may be permitted to gain the fonner and/or latter degree while serving in 
the position, on a schedule agreed upon by the General Manager. 

2450.302 Certification: 
Supervisor course / Academy 

2450.302 Licenses: 
Valid California Driver's License appropriate to job and satisfactory driving record. 

2450.303 Experience: 
Any combination of training and experience that would provide the required knowledge and 
abilities are qualifying. A typical way the knowledge and abilities would be: 

Combination of education, training, and experience providing the required knowledge and abilities 
to perform the cited duties. Typical of candidates for this position, previously five years of customer 
service, data entry, and clerical, financial record keeping experience. Minimum of five years of 
working with the functions and responsibilities of a public agency. 

2450.304 Physical Condition: 
The EMPLOYMENT ENTRANCE MEDICAL EXAMINATION (appendix A) outlines the 
minimum physical requirements for hiring consideration and continued employment. BY 
PHYSICIAN (appendix B) completed by Physician indicating medical ability to perform job. 
Successful completion of CONSENT AND RELEASE FORM - DRUG / ALCOHOL TESTING 
(appendix C). 

2450.40 QUALIFIC�TIONS: 

2450.401 Knowledge of policies, procedures and functions of the District. 

2450.402 Customer service or financial record keeping experience. 

2450.403 Demonstrates a professional image of the District. The ability to communicate and evaluate 
information received is paramount importance in the operation of the District's maintenance of good 
public relations. 

Revised September, 2022 Approved September, 2022 
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2450.404 Knowledge of function, responsibilities, and experience in Accounts Clerk I & 11, and 
Billing/Property Specialist and or knowledge of functions and responsibilities of a public agency. 

2450.405 Must be proficient in computer and software skills, as well as, office machines including 
typewriters, calculators, computers, copy machine, and fax. 

2450.406 Ability to input data into computer systems. 

Revised September, 2022 Approved September, 2022 
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