
Newberry Community Services District

POLICY TITLE: Job Description - General Manager
POLICY NUMBER: 2300

2300.1 Description. The General Manager is the Executive Officer of the District and
for the Board of Directors. The General Manager administers the District and has exclusive
management and control of the operations and works of the District, subject to approval by
the Board of Directors, and provides day-to-day leadership for the District. The General
Manager has general charge, responsibility and control over all property of the District.

2300.1.1 The General Manager attends all meetings of the District's Board and
such other meetings as the Board specifies from time to time.
2300.1.2 The General Manager employs volunteers and employees as the
General Manager and the Board of Directors deem necessary for the proper
administration of the District and the proper operation of the works of the
District. Compensation shall be set by the Board of Directors. The General
Manager shall delegate authority at their discretion and has authority over and
directs all employees, including terminating for cause or lack of worthwhile
work. The General Manager’s personnel management goal will be to provide a
motivating work climate for District employees.
2300.1.3 The General Manager maintains cordial relations with all persons
entitled to the services of the District, attempts to resolve all public and
employee complaints, and shall encourage citizen participation in the affairs of
the District.
2300.1.4 The General Manager seeks to carry into effect the expressed
policies of the Board of Directors, including planning the short, medium and
long term work program for the District, facilitating constructive and
harmonious Board relations and shall translate the goals and objectives of the
Board to the community.
2300.1.5 The General Manager shall manage the District budget, conducting
studies, and making oral and written presentations.
2300.1.6 The General Manager shall present a written report at each regular
Board Meeting. The report shall include the following:

a) The current status of all ongoing District projects.
b) Significant information from all off-site meetings that the General
Manager attended during the prior month.
c) List of all non-confidential correspondence sent to and received from
other governmental agencies during the prior month.
d) A summary of the number of hours worked by all District
employment during the prior month.
e) Any other information that the General Manager deems important for
the Board and the public to be made aware of.

This report will be included in the official Minutes of each regular Board meeting.
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2300.2 Required Qualifications. The General Manager 1) shall have a minimum of
five (5) years of experience in an increasingly responsible public agency management
position or similar experience; 2) shall possess a valid California driver’s license; 3) shall
annually complete a minimum of 4 hours (or equivalent) continuing education related to the
duties of the position.
2300.3 Desirable Qualifications: The ability to efficiently prepare annual budgets and
long-term revenue/outlay plans; the ability to effectively communicate, both written and
verbal, with the constituents and other agency personnel; and the ability to meet and serve
the public courteously and efficiently.
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