PARADISE IRRIGATION DISTRICT
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DISTRICT MANAGER

Definition
Under policy direction of the Board of Directors, to be in charge of the operations, functions, and administrative
affairs of the District; to represent the Board's policies and programs with employees, community organizations,
and the general public; to prepare budget requests and make recommendations to the Board on final
expenditure levels; to be responsible for employer-employee relations; to be responsible for development,
maintenance, and improvement of District facilities and services; and to perform other job related duties as
required.
Examples of Duties

•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Serves as Chief Administrative officer for the Paradise Irrigation District.
Develops, recommends and establishes plans, procedures and management controls to implement Board
policy.
Coordinates the preparation of the agenda for Board of Directors meetings.
Conducts a variety of special studies and surveys to determine effectiveness of District programs and
services.
Represents the Board's policies and programs with employees, community representatives, and other
government agencies.
Has responsibility for media and public relations.
Reviews budget requests.
Oversees the preparation of the annual budget, making recommendations to the Board on final
expenditure levels.
Oversees the development and administration of capital improvement budgets and plans.
Maintains continuous awareness of administrative practices and recommends changes which increase
the efficiency and economy of District operations and services.
Has responsibility for District personnel matters, including employment procedures, grievances, affirmative
action, and employer-employee relations.
Participates in negotiations with bargaining groups.
Prepares leases and agreements with other agencies.
Has general responsibility for District engineering functions.
Represents District interests and communications with local, state, and federal agencies, consultants,
political bodies, community organizations, committees, boards, commissions, and the public.
Serves as District representative before boards and commissions.
Has responsibility for District disaster preparedness and response.

Typical Physical Activities

•
•
•
•
•

Travels regularly by airplane and automobile in conducting District business.
Communicates orally with District Board members, co-workers, and the public in face-to- face, one-to-one
and group settings.
Regularly uses a telephone for communication.
Uses office equipment such as computer terminals, copiers, and FAX machines.
Sits for extended time periods.

Special Requirements
Valid Driver License issued by the State Department of Motor Vehicles.
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Employment Standards
Knowledge of:
• Principles and practices of public administration, including administrative analysis, fiscal planning
and control, and policy and program development.
• Basic knowledge of engineering and construction principles applicable to the planning, design, and
construction of District facilities.
• Basic water treatment and distribution principles and practices.
• Laws, rules, ordinances and legislative processes controlling irrigation district functions, programs,
and operations.
• Organization, operations, and problems of special districts.
• Research and evaluation methodologies.
• Cost estimating and contract administration.
• Principles of budget development and expenditure control, including capital improvement budgets.
• Public personnel and employer-employee relations practices and legislation.
• Public and press relations.
• Principles of supervision, management, and general administration.
Ability to:
• Plan, organize, direct, coordinate, and supervise the functions and activities of an organization to
achieve efficient operations and meet service goals.
• Exercise leadership, authority, and management tactfully and effectively.
• Prepare and administer a District budgeting and fiscal control process.
• Collect and analyze data on a variety of topics.
• Effectively organize and carry out public and media relations.
• Coordinate the preparation of Board agendas.
• Administer personnel and employer-employee relations programs.
• Oversee the development and improvement of District facilities and services.
• Provide advice and consultation to the Board of Directors on the development of ordinances,
regulations, policies, and programs.
• Communicate well during public presentations.
• Insure prompt and proper response to public concerns and complaints.
• Prepare comprehensive technical reports and recommendations.
• Effectively represent the District policies, programs, and services with employees, contractors,
representatives of other agencies, and the public.
• Establish and maintain cooperative working relationships.
Desirable Qualifications
Any combination of training and experience which would provide the required knowledge and abilities is
qualifying. A typical way to obtain this knowledge and abilities would be:
Broad and extensive work experience in a management or administrative position in a private or public
agency. Background should include responsibility for formulation and implementation of programs, budgets
and administrative operations.
Graduation from an accredited college or university with major work in public, personnel or business
administration, finance, engineering, or appropriate field which will provide a foundation for the required
knowledge and skills.
The specific statements shown in each section of this description are not intended to be all- inclusive.
They represent typical elements and criteria necessary to successfully perform the job.
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