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CARMICHAEL WATER DISTRICT 
 Classification Specification 

 
Job Class:   General Manager 
FLSA Status:  Exempt  
Supervisor:   Board of Directors  
Effective Date:  October 2016  
 
Description and Distinguishing Characteristics 
Under broad policy and general administrative direction from the Board of Directors (“the Board”), the 
General Manager plans, organizes, directs and reviews the overall administrative activities and operations of 
the District; provides advice and assists the Board; and represents the District’s interests at local, regional, 
state and federal levels.  The position is employed under contract as the Executive Officer for the District, 
which is the highest-level position in the organization.    
 
Broad Duties 
The broad duties of the General Manager are set forth in the California Water Code as follows:  
 
Section 30580  
The General Manager shall:  

(a) Have full charge and control of the maintenance, operation, and construction of the water works 
or water-works system of the District.  

(b) Have full power and authority to employ and discharge all employees and assistants at pleasure.   
(c) Prescribe the duties of employees and assistants.  
(d) Fix and alter the compensation of employees and assistants subject to approval by the Board.  

 
Section 30581 
The General Manager shall also:  

(a) Perform other duties imposed by the Board.  
(b) Report to the Board in accordance with the rules and regulations as it adopts.  

 
 
Essential Duties and Responsibilities 
The following duties are typical for this position.  Depending upon the assignment, the position 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.  The Board retains the right 
to add, remove, or change duties at any time. 
 

 Serve as the Chief Executive Officer of the District. 

 Perform as the District Incident Manager when Emergency Response Plan is implemented.    

 Attend District Board and committee meetings; present reports and agenda items regarding 
District programs.   

 Represent the District as an officer of the Board or committee as appointed.   

 Direct the development, implementation and enforcement of District goals, objectives, policies, 
regulations, and procedures; approve new or modified programs, systems and 
administrative/personnel policies and procedures. 

 Coordinate District activities with outside agencies and organizations.   

 Provide consultation, advice and recommendations for the Board’s consideration and adoption; 
provide staff assistance to the Board.  

 Effectively represent the District and its interests with federal, state and local agencies and 
elected officials, other special districts, professional groups and the public.  

 Direct and oversee the development of Board agendas.  

 Direct and oversee the development, presentation and administration of the District budget; make 
recommendations to the Board on final expenditure levels. 
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 Confer with outside legal counsel on legal and regulatory issues affecting the District.  

 Maintain awareness of operation practices and recommend changes which increase the 
efficiency and economy of district operations. 

 Review and authorize District contracts, leases, agreements with other agencies, and other legal 
and financial documents. 

 Direct projects, programs, grants and contracts.  

 Research, prepare, and present technical and administrative reports and studies to the Board and 
a variety of committees and the public; prepare written correspondence. 

 Establish and maintain cooperative working relationships with co-workers, the Board, outside 
agencies, and the public. 

 Comply with District, local, state and federal regulations; work with consultants on regulatory and 
compliance requirements; provide advice/consultation regarding legislation to the District and 
Board. 

 Participate in collective bargaining process.  

 Provide leadership and guidance to all District employees.  

 Approve the appointment of personnel. 

 Mentor, supervise, train, discipline, and evaluate the performance of direct reports.  

 Perform related duties as assigned.   
 
 
Qualifications 
Knowledge of:  

 Public water system operations.  

 Principles, methods, techniques and objectives of public administration. 

 Planning, organizing, directing, and supervising the operations of a special district.   

 Policies, rules and regulations, and procedures development and enforcement.    

 Principles and practices of leadership, motivation, team building, and conflict resolution.  

 Federal, state, county and local regulatory compliance.     

 Organizational and management practices as applied to the analysis and evaluation of programs, 
policies and operational needs.  

 Principles and practices of safety and risk management.   

 Project management. 

 Budget principles and fiscal controls.  

 Cost estimating and contract administration. 

 Public personnel administration, labor relations, and employer-employee relations. 

 Research and evaluation methods. 
 
Ability to: 

 Plan, organize, coordinate, and direct District’s operations to achieve efficient operations and 
meet program goals. 

 Exercise leadership, authority, and supervision tactfully and effectively. 

 Exercise good judgment.  

 Administer a District budget and fiscal control process. 

 Evaluate and make recommendations on improvements to existing District operations, programs, 
and services. 

 Collect, organize, and analyze data on variety of topics. 

 Analyze situations and make sound recommendations in support of District goals. 

 Communicate effectively both orally and in writing with the Board of Directors, District 
management, co-workers, and the public in one-to-one and group settings. 

 Understand, interpret and apply laws, rules, regulations and ordinances relating to District 
activities.  

 Provide advice and consultation to the Board of Directors on the development of ordinances, 
regulations, programs, and policies. 
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 Effectively represent the District with the public, community groups, contractors, and other 
organizations.  

 Establish and maintain cooperative working relationships. 

 Operate a variety of standard office equipment, telephone, personal computer and software 
applications for word processing, graphic presentations, spreadsheets, and other job-related 
software.  

 
Physical Requirements  
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.   

 Travel occasionally by airplane conducting District business. 

 Travel regularly by vehicle for District related duties and activities. 

 Regularly work in an office environment: 
o Work at a desk/table for an extended period of time; sit and stand for an extended period 

of time. 
o Ability to bend (neck and waist), squat, climb, crouch, stoop, kneel, twist, grasp, fine 

manipulation, push, pull, reach (above and below shoulder level), balance, stand, walk.   
o Ability to reach, lift, carry and move objects up to 25 pounds (e.g. storage boxes, large 

binders, books, outreach materials and supplies, tables, chairs, popup shade structures, 
etc.). 

o Repetitive use of hands. 
 

Environmental and Working Conditions 
The environmental and working conditions herein 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.   

 Regularly work in ambient room temperatures, lighting and traditional office equipment as found 
in a typical office environment. 

 Work outside of business hours (i.e. nights, weekends, holidays, etc.) as required to meet the 
needs of the District.  

 The performance of this position may occasionally require exposure to job site, distribution and 
production areas where: 

 Certain areas may require the use of personal protective equipment such as hard hats, 
safety glasses and hearing protection. 

 May be both indoors and outdoors in all weather conditions with exposure to dust, dirt, 
water and significant temperature changes between cold and heat; on various types of 
terrain and footing which may be slippery or uneven; around moving objects or vehicles; in 
small/tight spaces. 

 May be around machinery with moving parts or stationary equipment; near hazardous 
chemicals; exposed to fumes/smoke/gases. 

 
Education, Experience and Certification 
Required:  

 A Bachelor’s Degree from an accredited college or university with major course work in Business, 
Public Administration, Engineering or a closely-related field. 

 Eight years of broad and extensive experience in a management position responsible for the 
formulation and implementation of programs, budgets and administrative operations. 

 Six years of increasingly responsible management or supervisory experience related to business, 
public administration or engineering programs and functions.   

 Three years of managerial experience in a public agency. 
 

Desirable: 
Any equivalent combination of education and experience which provides the knowledge and abilities 
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necessary to perform the work – for example:      

 Master’s Degree (MBA/MPA) from an accredited college or university in Business, Public 
Administration, Engineering or a closely-related field.   

 Nine or more years of broad and extensive experience in a management position responsible for 
the formulation and implementation of programs, budgets and administrative operations. 

 Seven or more years of increasingly responsible management or supervisory experience related 
to business, public administration or engineering programs and functions.   

 Four or more years of managerial experience in a public agency; water agency highly desirable. 
 

Licenses  

 Possess a valid State of California Class C driver’s license.  

 Proof of good driving record as evidenced by freedom from multiple or serious traffic violations or 
accidents for at least two years duration.    
 

License and Certification Maintenance:  Employee is responsible to complete the 
designated number of contact hours (i.e.: continuing education and/or training 
requirements) and licensing requirements to maintain all required licenses and 
certifications as a condition of continued employment.  

 
 
NOTE:  The specific statements shown in each section of this job description are not intended to be all-
inclusive.  They represent typical elements and criteria that are performed by most incumbents, but other 
related duties may be performed.  Not all duties listed are necessarily performed by each individual. 
 
 
 




















