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AMADOR WATER AGENCY 

Job Title:   EXECUTIVE / HR ASSISTANT 
Department: Executive 
Approved By: Board of Directors 
Approved Date:  July 9, 2020 
FLSA Status: Non-Exempt – Confidential Status 

Classification specifications (job descriptions) are intended to present a descriptive summary of 
the range of duties and responsibilities performed by an incumbent in the classification. 
Specifications are intended to outline the minimum qualification for entry into the classification and 
not intended to reflect all duties and responsibilities of an incumbent in the classification. 

SUMMARY 
Under direction of the General Manager and/or HR/Risk Management Manager this confidential 
position shall perform a variety of highly responsible, confidential, and complex administrative 
support duties for the General Manager and HR / Risk Management Manager with a high degree 
of tact, discretion, trust, judgment and confidentiality; serve as the Deputy Clerk to the Board; 
provide administrative support to department managers, as needed; serve as the District’s 
Custodian of Records; and provide general information and assistance to the public. 

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be 
assigned. 

1. Provides assistance to the General Manager in conveying and reviewing the Agency’s work
plan, projects and programs of the Agency.

2. Maintains permanent records of the official activities of the Agency.
3. Administers the Records Retention policy and program.
4. Administers legal files including for easements, agreements, CEQA and other legal documents.

Acts as the Custodian of Records for the Agency.
5. Coordinates revisions of Water and Wastewater Codes, miscellaneous fees, and other policy

updates.
6. Acts as the Deputy Clerk of the Board of Directors and performs Clerk duties as needed.
7. Develops an effective working relationship with the Board of Directors.
8. Acts as the Agency's Notary Public and maintains active status as such.
9. Processes and maintains liens and legal files, utilizing Laserfiche software.
10. Assists with grants and loans; and works with all departments for their assistance in grant/loan

applications, processing, reimbursements, progress reporting, post construction performance
reports, and associated audits.

11. Works as a team member with other managers. Monitors and reports on critical Agency
deadlines, implementation of administrative policies, enforcement and government codes to
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the Agency Managers and General Manager. 
12. Assists with activities, including coordination with other departments on responding to public 

information requests, website design and maintenance, social media, public outreach, notices, 
emergencies, ground breaking and ribbon cutting events, newsletters, parade and fair exhibits 
and press releases. 

13. Assists the General Manager with contracts and other legal and financial documents.   
 
Human Resources 
Under general direction of the HR/Risk Management Manager: 
 
1. Maintains all personnel, benefit, risk management and safety program records. Maintains  
 Agency legal filing system, including scanning and managing the electronic filing for Human 

Resources, Board and Legal documents. 
2. Prepares job announcement and postings; assisting with managing recruitment. 
3. Receives and processes information of a confidential nature ensuring such information is 

handled with discretion. 
4. Assists the HR/Risk Management Manager in scheduling safety and training meetings. 

Prepare and assemble safety and education materials for all Agency departments. Provides 
support for departmental safety meetings. 

5. Types and proofreads a wide variety of complex and confidential reports, letters, memoranda 
and statistical charts; types from rough draft or verbal instructions; independently composes 
correspondence relating to assigned responsibilities. 

6. Assists in employee development and training programs, including but not limited to sexual or 
other workplace harassment and diversity training. 

7. In the absence of the HR/Risk Management Manager, assists with any work place injuries, 
ensuring employee care and reporting. 

8. Assists with classification and compensation studies. 
 
QUALIFICATIONS   
To perform this job successfully, an individual must be able to perform each essential duty 

satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or 
ability required. Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions. 

 
Knowledge of: 
1. District operations, procedures, policies, precedents, rules and regulations, record retention 

procedures.  
2. Pertinent Federal, State, and local laws, codes and regulations for Special Districts, including 

the Brown Act, California Public Records Act, and Political Reform Act, etc. 
3. Agenda preparation and distribution requirements.  
4. The functions and operating procedures of local governance bodies and committees.  
5. Modern office practices, procedures, and computer equipment/software.  
6. Adobe Acrobat for professional document finishing, indexing and compilation.  
7. Principles and practices of effective customer service.  
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8. Microsoft Office Suite programs for word processing and spreadsheets.  
9. Standard business practices such as letter writing, report writing, preparing informational 

materials in visual formats.  
10. English language usage, spelling, grammar, and punctuation. 
 
Ability to:  
1. Perform a variety of complex administrative and analytical support work involving the use of 

sound independent judgment and personal initiative with exceptional organization skills for the 
General Manager, Board of Directors, and Agency department managers/executive 
management.  

2. Interpret and apply administrative and Agency policies, procedures, laws and regulations.  
3. Understand the organization and operation of the Agency and of outside agencies as necessary 

to assume assigned responsibilities.  
4. Analyze situations carefully and adopt effective courses of action.  
5. Compile and maintain complex and extensive reports and prepare routine reports.  
6. Maintain confidential data and information for appropriate personnel.  
7. Independently prepare correspondence and memorandums.  
8. Successfully adapt to changing workload and task assignments.  
9. Adapt to changing technologies and learn functionality of new equipment and systems.  
10. Plan, coordinate, and organize work to meet deadlines with accuracy, thoroughness, and 

attention to detail.  
11. Work independently and prioritize multiple tasks often under time constraints and with limited 

or no supervision.  
12. Read, understand and carry out written and oral directions in a clear, concise, and consistent 

manner. 
13. Operate a variety of automated office machines typical of a work environment such as a multi-

function printer/copier/scanner machine, and fax machine.  
14. Operate a computer for the effective operation of the Department including word processing, 

database, spreadsheet, presentations, email, Internet and an integrated accounting software 
package.  

15. Communicate clearly and concisely both orally and in writing with District staff, coworkers, 
consultants and the public in one-to-one and group settings. 

 
PHYSICAL DEMANDS   
The physical demands described here 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 functions. 
 
While performing the duties of this job, the employee is regularly required to sit. The employee 
frequently is required to use hands to finger, handle, or feel objects, tools, or controls and talk or 
hear.  Specific vision abilities required by this job include close vision and the ability to adjust 
focus. 
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WORK ENVIRONMENT 
The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job. Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions.  
 
The noise level in the work environment is usually moderate.  On a continuous basis sit at a desk 
and in meetings for long periods of time; intermittently twist to reach equipment surrounding desk; 
perform simple grasping and fine manipulation; use telephone, write or use a keyboard and 
mouse to communicate through written means. 
 
This job specification should not be construed to imply that these requirements are the exclusive 
standards of the position. Incumbents will follow any other instructions, and perform any other 
related duties, as may be required. 
 
OTHER REQUIREMENTS 
Education/Certifications 
Any combination of education, experience and training that has led to the acquisition of the 
knowledge, skills and abilities indicated above is qualifying.  A typical way to obtain the required 
knowledge and abilities would be: 
 
Associate’s degree with coursework in business administration, communication or a related field 
is preferred, or equivalent.  
 
A bachelor’s degree from an accredited four (4) year college or university with major coursework 
in public or business administration, communication or a related field is desired. 
 
CERTIFICATES, LICENSES, REGISTRATIONS  
Possession of a valid California driver's license and a continuing acceptable driving record; active 
California Notary license, or ability to obtain within 12 months of appointment.   
 
Experience: Minimum of four (4) years of increasingly responsible, administrative support 
experience that includes providing direct support to management and executive level staff and 
Board of Directors, preferably within a public agency.  
 
 
 


