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Board of Directors 
Special Meeting Agenda1 

Monday, March 22, 2021 
Hybrid Meeting 

5:30 p.m. 
 

 
 

Noelle Mattock, President 
Sean Hansen, Vice President Benjamin L. Paulsen, Director 

Allan Priest, Director Michael Martinelli, Director 
 
 
 

Mission Statement 
 

“Enhance the quality of life for El Dorado Hills Residents through innovative, responsible leadership, and by providing superior services and 
facilities.” 

 

All public meeting participants wishing to provide Public Comment in the 
Special Board of Directors Meeting must notify the Clerk of the Board no later than 

Monday, March 22, 2021 at 12:00 p.m. 
Please email your RSVP to bditonno@edhcsd.org 

 
 

CALL TO ORDER2 

 Roll Call 

 Pledge of Allegiance 

 Moment of Silence to honor those Americans serving in the Military 

 Adoption of Agenda3 

                                            
Zoom Webinar: All participants will be entered into the meeting with disabled video/audio and will remain this way through the duration of the meeting to allow for 
viewing/listening purposes only. In an effort to keep order to the meeting and due to limitations of a virtual meeting, your public comment must be submitted to the Clerk 
of the Board by the deadline outlined above in order to be called to speak during the Public Comment Forum portions of the meeting. If your request was received, your 
name will be called and you will be provided the opportunity to address the Board of Directors in accordance with current District Policy guidelines as outlined in footnote 
4: Community/Public Comments. 
 
1Public Records Available: Any writing that is a public record and is distributed to all or a majority of the Board of Directors is available for immediate public inspection 
by contacting the District Office. Public records distributed during the meeting shall be made available to review at the meeting. For purposes of the Brown Act 
§54954.2(a), the numbered items on this Agenda give a brief description of each item of business to be transacted or discussed. Recommendations of the staff, as 
shown, do not prevent the Board from taking other action. 
 
2Speaker’s Card/Request to Speak: If you would like to address the Board of Directors on a scheduled agenda item, please notify the District Secretary (see NOTE 
above). Your name will be called at the time the matter is heard by the Board. Please note: This is a voluntary form. 
 
3Adoption of Agenda: This agenda may be amended up to 72 hours (6:30 p.m. Monday) prior to the meeting being held. An AGENDA in FINAL FORM is located in 
the kiosk in front of the District Office. Additionally, a copy of the FINAL AGENDA is available on the District's website at www.edhcsd.org. Sessions of the Board of 
Directors may be recorded and members of the audience are asked to step to the microphone and give their name and address before addressing the Board. For 
anyone having difficulty hearing, listening assistance headphones are available from the Board clerk. 
 

 

ZOOM WEBINAR 
 

Attend Meeting Online: 
https://us02web.zoom.us/j/84580696343 

 
Call-in Option: 

1 (669) 900-6833 
 

Meeting ID: 
845 8069 6343 
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GENERAL PUBLIC COMMENT4 
 
 
GENERAL BUSINESS 
1. Review and Approve New and Updated Job Descriptions, Position Allocations, and 

Unrepresented Wage Scale (K. Loewen & C. Fairchild) 

 
 
ADJOURNMENT 
 
The next regularly scheduled meeting of the El Dorado Hills Community Services District Board 
of Directors is Thursday, April 08, 2021, 5:30 p.m., in the Norm Rowett Pavilion located at 1021 

Harvard Way, El Dorado Hills, California. 
 

This agenda and packet items are available online at the EDHCSD website: 
https://www.eldoradohillscsd.org/about/csd_board/board_of_directors_meeting_packets.php 

 

ADA COMPLIANCE STATEMENT 
In compliance with the Americans with Disabilities Act, if you need special assistance or materials 

to participate in this meeting, please contact the District Office at (916) 933-6624 or 
mail@edhcsd.org. Notification 48 hours prior to the meeting will enable the District to make 

reasonable arrangements to ensure accessibility to this meeting and agenda materials. 
 

 

                                            
4Community/Public Comments: At this time, members of the public may address the Board of Directors regarding any items within the subject matter jurisdiction of 
the Board, provided that NO action may be taken on items not on the agenda unless authorized by law. Comments shall be limited to three (3) minutes per person and 
an overall time limit of 20 minutes per topic. 
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 EL DORADO HILLS  
 COMMUNITY SERVICES DISTRICT 
 
 
To: Board of Directors 
 
From: Kevin A. Loewen, General Manager / Cheri Fairchild, Human  
 Resources Manager 
 
Meeting Date: March 22, 2021 
 
Report Date: February 22, 2021 
 
Subject: New and Updated Job Descriptions, Position Allocations, and 

Wage Scale 
 
 
Recommended Action: 
 

Review and approve 1) new and updated job descriptions; 2) positon allocation requests; and, 3) 
updates to Wage Scale – Unrepresented.  
 
 
Background: 
 

The District’s staffing needs and job descriptions are regularly reviewed to ensure job duties, 
responsibilities, and minimum requirements are up-to-date and clearly identify any changes in job 
functions and reporting relationships. Wages for District classifications and wages are reviewed to 
ensure the District is competitive against comparable agencies to attract and retain high 
performing employees. 
 
Recently a review of the District’s organizational structure, classifications, functions, and 
reorganization efforts were evaluated. The outcome of the evaluation resulted in the need to bring 
forward several new classifications, updates to existing classification’s job descriptions, unfunding 
of five allocations in FY 20/21, and changes to the unrepresented wage scale.  
 
A full compensation study is scheduled for late 2021, early 2022 where all wages will be further 
reviewed in light of market, cost of benefits, and placement amongst other unrepresented 
classifications on the wage scale. 
 
 
Discussion: 
 

Assistant General Manager job description was approved in October 2018 and recently reviewed 
in light of newly proposed organizational structure under review. The intent of this positon is to 
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El Dorado Hills Community Services District 
RE: New and Updated Job Descriptions, Position Allocations, and Wage Scale 
Date: March 22, 2021 
Page 2 of 5 
 

relieve the General Manager of much of the day-to-day administrative oversight of operations 
allowing the General Manager to operate at an increased strategic level ensuring the District’s 
goals are being met and increase to community engagement and related agency presence. The 
job description for the Assistant General Manager now includes a requirement for a valid class C 
California driver’s license that was not previously stated. Recommended wage is set 20% above 
proposed Director of Parks and Recreation and Director of Administration and Finance and 37% 
below current General Manager wage. This classification is subject to an employment contract 
agreement. The request to add one Assistant General Manager position allocation to 
Administration’s budget was not supported at the Committee level. As such, Staff bring forward 
only the recommendation to edit/update the job description, with any future request for the 
allocation to be reviewed by the Board at a later date. 
 
The proposed Director of Parks and Recreation is a senior management level classification with 
a direct reporting relationship to the Assistant General Manager/General Manager. The position 
allocations for Director of Parks and Planning and Director of Recreation will be unfunded. A single 
allocation of Director of Parks and Recreation will oversee Parks and Recreation functional areas. 
Reporting to the proposed Director of Parks and Recreation will be a Parks Superintendent and 
proposed Recreation Superintendent. The proposed Director of Parks and Recreation position 
accepts management responsibility for coordinating and directing the activities, operations and 
services of the Parks and Recreation Departments; plans, supervises, coordinates, prioritizes 
and monitors the work of teams responsible for District recreation, parks and facilities 
maintenance and development. Monitors performance of department staff; coordinates the work 
of the Parks and Recreation Departments with other District departments and divisions, outside 
agencies, community groups, and the public. Requested wage is aligned with that of the Director 
of Administration & Finance Director’s proposed wage adjustment. This classification is subject to 
an employment contract agreement. Request to add one position allocation to the Parks 
Department with associated costs shared between the departments the position is overseeing. 
 
The Director of Administration and Finance is a senior management level classification and the 
job description was last updated in May 2018. A recent review of the proposed scope of work the 
position will be responsible for is now completed. The proposed changes warrant a 
recommendation of updating the classification’s job description to reflect a direct reporting 
relationship to the Assistant General Manager/General Manager, adding responsibility for 
Residential Services including Compliance and Design services, CC&R compliance, and 
Franchise Agreement activities. In addition, the job description now includes a requirement for a 
valid class C California driver’s license that was not previously stated. Recommended wage 
increase acknowledges increased responsibilities of the position. The proposed wage for Director 
of Administration and Finance is set to align with proposed Director of Parks and Recreation 
resulting in an 8.4% increase from the current approved wage scale. This classification is subject 
to an employment contract agreement. Request to add one Director of Administration and Finance 
position allocation to Administration’s budget. The current allocation of Controller will remain 
unfunded.  
 
Allowing the District’s Planning functions to operate independently from the Parks Department will 
create efficiencies permitting staff to focus on significant planning efforts underway and project 
work identified for years to come. The proposed Principal Planner is a new classification with a 
direct reporting relationship to the Assistant General Manager/General Manager. The proposed 
Principal Planner is an unrepresented management classification overseeing the planning 
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operations and planning functions of a major division or department within the organization. The 
proposed Principal Planner specializes in all planning functions performing the full-range of 
advanced and complex professional planning duties including project management. The proposed 
Principal Planner will directly supervise other professional, technical, and clerical staff as assigned. 
Requested wage scale is based on market survey and set at 5% below proposed Director of Parks 
and Recreation and 20% above proposed Park Superintendent. Request to add one Principal 
Planner allocation to the current Parks and Planning Department’s budget. 
 
The Parks Superintendent job description was last updated in August 2016. Updates to this 
classification’s job description include new reporting relationship to the proposed Director of Parks 
and Recreation, increased participation with contracts, contract monitoring, Requests for Proposal 
development and monitoring, and external agency and community interactions. The Education 
and Experience section now includes graduation from a four-year college and clarifies the need 
for supervisory experience. A desirable certification of Certified Parks and Recreation 
Professional/Executive is included. Requested wage adjustment of 14.5% is based off market 
study, increased responsibilities, and acknowledgement of new education and experience 
required for job. The proposed wages are approximately 26.5% below that of the proposed Director 
of Parks and Recreation to which the positon reports.  
 
Newly proposed classification of Recreation Superintendent is to support the proposed new 
structure with a direct report to the proposed Director of Parks and Recreation. The proposed 
Recreation Superintendent is responsible for managing and overseeing all Recreation functions 
and operations within the District; providing complex administrative support to the proposed 
Director of Parks and Recreation; and provides recommendations in the implementation of 
Recreation programs as a technical resource. This classification aligns with the existing Park 
Superintendent with same minimum qualifications (based on functional area of assignment), level 
of responsibility, and reporting relationship to the proposed Director of Parks and Recreation. With 
that alignment, it is recommended the wage be set similarly to that of the Parks Superintendent 
which is approximately 26.5% below that of the proposed Director of Parks and Recreation to 
which the position reports to. Request to add one Recreation Superintendent allocation to the 
Recreation Department. 
 
Bass Lake Regional Park is open and the District is experiencing a tremendous amount of interest 
by the community resulting in more activities and visitors. To have an on-site presence and 
caretaker for the park, a new Park Manager classification is proposed. The proposed Park 
Manager will have a reporting relationship to the Park Superintendent. The proposed Park 
Manager classification is unusual in that the incumbent will be required to live in, and maintain, 
full-time resident status on the park’s premises. This arrangement will also require a rental 
agreement separate from the employment contract agreement required with the incumbent. The 
working title of Caretaker speaks to the position’s responsibilities to provide onsite care to the park, 
enforce rules and regulations regarding the use of the facilities, and supervise assigned staff 
including volunteers working at an assigned park. The proposed Park Manager’s job functions 
include, but are not limited to, grounds maintenance as needed, coordination of landscape 
modifications, minor repairs needed for equipment and tools, opens and closes park gates, 
responds to after hour call outs as needed. Position will respond to the more difficult questions 
from the public, contractors and outside agencies, participate in budget preparation, prepare 
project cost estimates, and provide technical assistance to field crews. Requested wage scale for 
the proposed Park Manager is aligned with the current Park Supervisor wage scale given similar 
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responsibilities and minimum qualification requirements. This classification is subject to an 
employment contract agreement. Request to add one Park manager allocation to the Parks 
Department.  
 
The proposed Communications Officer classification is a management classification responsible 
for managing and overseeing all Communications and Volunteer programs and activities within 
the District. Reporting to the General Manager, the proposed Communications Officer will provide 
professional level support to skillfully promote professional communications proactively throughout 
the District and region. Duties include planning, researching and developing content for digital 
platforms; create written and visual content for social media channels, and proactively work with 
departments ensuring timely communication of appropriate messaging to the community; develop, 
design, and produce marketing strategies and communications. The proposed Communications 
Officer will be responsible for marketing and overseeing the Volunteer program and maintain an 
active role in the program’s activities. The proposed wage scale is more reflective of similar roles 
and responsibilities within other classifications in the region. This classification is subject to an 
employment contract agreement. The current allocation of Communications Specialist is expected 
to remain unfilled. Request to add one Communications Officer to the Administration Department.  
 
The existing Parks Supervisor job description was last updated in January 2020 and Project and 
Planning Coordinator was last updated in June 2017. Both job descriptions have been updated 
to reflect new classification title of Director of Parks and Recreation in the reporting relationships. 
Further, the Project and Planning Coordinator job description is now reflective of a direct 
supervision by a proposed Principal Planner and highlighted desirable certifications. There is no 
wage adjustment requested for either classification.  
 
 
Master Plan Strategic Recommendations: 
 

F.2 Regularly evaluate the employment needs of the District. 
 
 
Fiscal Impact: 
 

Fiscal impact shown for the remaining months this current fiscal year of 2020/2021 in Attachment 
L reflect an overall decrease of $54,210.00 for the current fiscal year realizing salary savings from 
current vacant positions. The amount is based off an assumption of three (3) months’ salary for 
five (5) new positions at Step 3, salary adjustments to two (2) current classifications, and unfunding 
of five (5) classifications. The anticipated decrease will be reflected in the final budget reporting at 
the conclusion of the 2020/2021 budget cycle. It is likely that there will not be a full three-month 
salary expended on many of the new positons due to the time to recruit and onboard resulting in 
additional savings.  
 
Fiscal impacts shown for fiscal year 2021/2022 in Attachment L reflect an overall annual increase 
of $679,286.00 with an offset of $377,578.00 savings realized by unfunding four (4) positions with 
a net impact of $301,708.00. The increase in salaries will be brought forward as part of the annual 
budget process for fiscal year 2021/2022.  
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Attachments: 
 

A. Assistant General Manager – New Job Description 
B. Director of Parks and Recreation – New Job Description 
C. Director of Administration and Finance – Updated Job Description 
D. Principal Planner – New Job Description 
E. Parks Superintendent – Updated Job Description 
F. Recreation Superintendent – New Job Description 
G. Park Manager – New Job Description 
H. Communications Officer – New Job Description 
I. Parks Supervisor – Updated Job Description 
J. Project and Planning Coordinator – Updated Job Description 
K. Current Wage Scale – Unrepresented 
L. Proposed Wage Scale Updates – Unrepresented 
M. Fiscal Impact Summary 
N. Draft - Proposed Organizational Chart 
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Revisions 

March 2021 - License 

       OCTOBER 2018 

MARCH 2021 

FLSA: EXEMPT 

   

 

 

 

ASSISTANT GENERAL MANAGER 

 
DEFINITION 
Under administrative direction, plans, organizes and supervises all day -to-day operations and activities 
of the District; assists with implementing Board of Director policies and programs; supports the 
development of the annual budget and oversees ongoing conformity and compliance; develops, 
implements and maintains District-wide goals, objectives, policies and procedures, and internal controls; 
participates as a member of the District’s Management Team,  assumes the duties and responsibilities of 
the General Manager in his/her absence; and performs related duties as required.  
 

SUPERVISION RECEIVED AND EXERCISED 
Receives administrative direction from the General Manager. Exercises direct and indirect supervision 
over professional, technical and clerical staff. 
 

CLASS CHARACTERISTICS 
This is a single-incumbent Senior Management level position that reports directly to the General 
Manager.  Scope of work is highly complex in nature with management responsibility over all 
departments. Incumbent works from general directions or broadly defined missions of the District. The 
position requires a demonstrated ability for working successfully with staff, management, citizens, 
planning groups, neighborhood associations, development corporations, Board level committees and 
other organizations and individuals. The position requires considerable contact and the ability to have a 
successful working relationship with appointed committees and elected boards. This classification is 
distinguished from the next higher classification of General Manager in that the latter has overall 
responsibility for administering the District’s operations. 
 
EXAMPLES OF TYPICAL JOB FUNCTIONS (Illustrative Only) 

Management reserves the right to add, modify, change, or rescind the work assignments of different 

positions and to make reasonable accommodations so that qualified employees can perform the essential 

functions of the job. 

 Accepts management responsibility for planning, coordinating and directing the activities, operations 

and services of the District; plans, supervises, coordinates, prioritizes and monitors the work of 

teams responsible for supporting the District’s activities;  
 Develops implements and maintains District-wide goals, objectives, policies and procedures, work 

standards and internal controls; reviews and evaluates work methods and procedures for improving 

organizational performance, enhancing services and meeting goals; ensures that goals are achieved. 
 Participates as a contributory member of the District Management team, coordinating efforts with the 

General Manager and all other departments; attends meetings with the General Manager, Board of 

Directors and Management Team; prepares and presents reports to the General Manager, Board of 

Directors and other public agencies or groups; analyzes complex District challenges, evaluates 

alternative solutions and adopts effective courses of action. 
 Participates in the development of District-wide policies and procedures; recommends programs, 

projects and work assignments to the General Manager and Board of Directors; monitors work 

activities to ensure safe work practices, work quality and accuracy; ensures compliance with 
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Assistant General Manager  

Page 2 of 4 

 

 

applicable rules, policies and procedures. 

 Provides leadership and supervision; establishes performance goals for employees; coordinates and 

participates in the recruitment, selection, and training, assignment of work, management, discipline 

and termination of personnel; assumes responsibility for motivating District personnel; identifies 

necessary training; initiates disciplinary procedures as is appropriate, up to and including termination. 

 Develops, monitors and administers the annual District budget, including manpower needs, salary 

expenses, operating services supplies and equipment needs;  monitors monthly budget reports for all 

program areas. 

 Develops and administers internal controls for District programs, ensuring continuous monitoring, 

evaluation and reporting on effectiveness of controls in meeting organizational goals. 

 Prepares and submits a variety of administrative, technical and fiscal reports for District’s program 

areas; prepares and conducts presentations on program areas to internal and external stakeholders 

including the Board of Directors, department heads and community groups. 

 Oversees the management and coordination of all functions related to the District’s finances including 

investment portfolio, cash management, treasury, procurement, payroll, accounts payables, asset 

management, vendor agreements, annual budget, audit and internal control systems, records 

management, financial reporting and analysis, and related program areas.  

 Oversees the management and coordination of all functions and operations related to the District’s 

information technology systems including software, hardware, internet, security, landlines, firewall, 

advanced technology systems, and website. 

 Responds to difficult questions and concerns from the general public and outside agencies; provides 

information as is appropriate and resolves public service or operational complaints; establishes and 

maintains customer service orientation within the department. 

 Monitors and keeps informed of current trends in District programs; stays current on state and county 

issues, evaluates their impact and recommends and develops policy and procedural modifications 

accordingly. 

 Establishes positive working relationships with representatives of community organizations, state/local 

agencies and associations, District management, District staff and the public. 

 Performs related duties as required. 

 

QUALIFICATIONS 

 

Knowledge of: 

 Organization and operations of special districts. 

 Contract development, cost estimation and administration. 

 Administrative principles and practices, including goal setting, and program development, 

implementation and evaluation.  

 Organizational and management practices as applied to the analysis and evaluation of projects, 

programs, policies, procedures and operational needs. 

 Principles and practices of budget development, monitoring, administration and control. 

 Rules, regulations and laws governing public sector finance and accounting. 

 Principles and practices of strategic plan development. 

 Principles and practices of supervision, training, discipline and performance evaluation. 
 Understanding of the interrelationships between governmental agencies and various 

citizen/neighborhood groups and associations. 
 Principles and practices of records management. 

 Complex mathematical principles. 

 Methods and techniques of report preparation and business correspondence. 

 Professional English grammar, vocabulary, spelling and punctuation. 
 Modern office procedures including the use of computers and software applications relevant to the 
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work performed. 
 Occupational hazards and standard safety practices. 
 Applicable federal, state and local laws, codes, regulations and policies related to assigned 

responsibilities. 
 

Ability to: 

 

 Establish productive working relationships with the Board of Directors and General Manager. 

 Plan, direct, manage and coordinate the work of the District. 
 Lead the establishment and measurement of District and/or department goals and objectives. 
 Provide leadership and direction in the development and implementation of the District’s strategic 

plan, and management of assigned department. 

 Interpret, apply and ensure compliance with federal, state and local policies, procedures, laws, rules 

and regulations governing department operations. 
 Oversee the District’s annual budget. 
 Evaluate District program operations; recommend and implement new service delivery methods, 

procedures and techniques. 
 Analyze situation, project consequences of proposed actions and implement recommendations in 

support of goals. 
 Prepare clear and concise reports. 
 Collect, organize and analyze data on a variety of topics. 
 Conduct presentations for internal and external stakeholders. 
 Demonstrate strong customer service skills. 
 Coordinate, manage and respond to after-hours calls. 
 Work flexible hours, including evenings and weekends and business requires. 
 Lead District personnel. 
 Work independently and as part of a team. 
 Observe and enforce safety principles and work in a safe manner. 
 Develop the proper attitudes toward safety and health in self and subordinates and ensure that all 

operations are performed with the utmost regard for the safety and health of all personnel, individuals, 
constituents and groups involved.    

 Operate modern office equipment including computers and specialized software applications relevant 

to work performed. 
 Follow written and oral directions. 
 Effectively communicate verbally and in writing. 
 Establish and maintain effective working relationships with those contacted in the course of work. 
 

Education and Experience: 
Any combination of training and experience that would provide the required knowledge, skills, and abilities 

is qualifying.  A typical way to obtain the required qualifications would be: 

 

Equivalent to graduation from a four (4) year college or university with major course work in business, 

public administration, finance, or a closely related field and eight (8) years of increasingly responsible 

professional experience in public agency administration of which five (5)  should be in a management 

capacity. 
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Licenses and Certifications: 

 Master’s degree in business, public administration, finance, or a closely related field is highly 

desired, but not required. 

 Possession of, or ability to obtain, a valid class C California Driver’s license. 

 

 

PHYSICAL DEMANDS 
 
Must possess mobility to work in a standard office setting and use standard office equipment, including a 

computer; vision to read printed materials and a computer screen; and hearing and speech to communicate 

in person and over the telephone.  This is primarily a sedentary office classification although standing in 

work areas and walking between work areas may be required.  Finger dexterity is needed to access, enter, 

and retrieve data using a computer keyboard or calculator and to operate standard office equipment.  

Positions in this classification occasionally bend, stoop, kneel, reach, push, and pull drawers open and 

closed to retrieve and file information.  Employees must possess the ability to lift, carry, push, and pull 

materials and objects up to 25 pounds 

 
Some of these requirements may be accommodated for otherwise qualified individuals requiring and 
requesting such accommodations. 

 

ENVIRONMENTAL ELEMENTS 

 

Employees work in an office environment with moderate noise levels, controlled temperature conditions, 

and no direct exposure to hazardous physical substances.  Employees may interact with upset staff and/or 

public and private representatives in interpreting and enforcing departmental policies and procedures.    
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DIRECTOR OF PARKS AND RECREATION 
 

DEFINITION 
Classification is subject to employment contract agreement. Under administrative direction, plans, 
manages, oversees and directs the operations and services of the Parks and Recreation Departments; 
functional areas of responsibility include, facilities, neighborhood parks, athletic fields, parks 
administration, youth and adults sports, youth development, senior center, aquatics, special interests 
classes, and related program areas; and Lighting and Landscape Districts, (LLAD’s); coordinates with 
Planning and Finance staff on Capital Improvement Plan and Capital Deficiency Fund activities; develops 
implements and maintains departmental goals, objectives, policies and procedures, work standards 
and internal controls; participates as a contributory member of the District Management team, 
coordinating efforts with the General Manager, Assistant General Manager, and all other departments; 
and performs related duties as required. 
 
SUPERVISION RECEIVED AND EXERCISED 
Receives administrative direction from the General Manager and/or Assistant General Manager. 
Exercises direct supervision over supervisory, professional, technical and clerical staff. 
 
CLASS CHARACTERISTICS 
The Director of Parks and Recreation is the Senior Management level class responsible for the 
development, maintenance and safe operation of functions related to all Parks and Recreation;  
originating, carrying out, reviewing, interpreting and coordinating functions and policies related to parks 
and facilities maintenance, operation and renovation, and the design, development; oversight of new 
parks, facilities, and recreational programs.  Represent the District on matters before public and private 
groups and individuals. Serve as liaison to other governmental agencies. Grant administration, 
compliance, and application. Oversee consultant services. This classification is distinguished from the 
next higher classification of Assistant General Manager in that the latter has management responsibility 
over all departments and General Manager as this position has overall responsibility for administering 
the District’s operations.  
 
Departmental planning and operations are coordinated with the activities of other District departments 
and are developed within the framework of District policies and the District’s Strategic Plan. The Director 
of Parks and Recreation has primary responsibility for dealing with difficult matters involving assigned 
departmental programs, including interpretation of related codes, ordinances and regulations and for 
ensuring compliance with local, state and federal law. The position requires a demonstrated ability for 
working successfully with citizens, planning groups, neighborhood associations, board level committees 
and other organizations and individuals. The position requires considerable contact and the ability to have 
a successful working relationship with appointed committees and elected boards. 

  

 

- 12 -



Director of Parks and Recreation 
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EXAMPLES OF TYPICAL JOB FUNCTIONS (Illustrative Only) 
Management reserves the right to add, modify, change, or rescind the work assignments of different 
positions and to make reasonable accommodations so that qualified employees can perform the essential 
functions of the job. 
 
 Accepts management responsibility for planning, coordinating and directing the activities, operations 

and services of the Parks and Recreation Departments; plans, supervises, coordinates, prioritizes 
and monitors the work of teams responsible for District parks and facilities maintenance and 
development; conducts staff meetings; monitors performance of department staff; coordinates the 
work of the Parks and Recreation Departments with other District departments and divisions, outside 
agencies, community groups and the public. 

 Develops implements and maintains departmental goals, objectives, policies and procedures, work 
standards and internal controls; reviews and evaluates work methods and procedures for improving 
organizational performance, enhancing services and meeting goals; ensures that goals are achieved. 

 Participates as a contributory member of the District Management team, coordinating efforts with the 
Assistant General Manager, General Manager, and all other departments; attends meetings with the 
Assistant General Manager, General Manager and Management Team; attends Board of Directors 
meetings as required; prepares and presents reports to the Assistant General Manager, General 
Manager, Board of Directors and other public agencies or groups; analyzes complex technical 
and administrative challenges, evaluates alternative solutions and adopts effective courses of action. 

 Participates in the development of policies and procedures; recommends programs, projects and work 
assignments to the Assistant General Manager, General Manager and Board of Directors; monitors 
work activities to ensure safe work practices, work quality and accuracy; coordinates and provides 
ongoing safety training programs; ensures compliance with applicable rules, policies and 
procedures. 

 Develops memorandums of understanding with community, school and governmental organizations 
to facilitate use of facilities for recreation programs for approval. 

 May assist with long range planning for recreational facilities based on participant needs and desires, 
and community input. 

 Provides leadership and supervision; establishes performance goals for crews, teams and individual 
employees; coordinates and participates in the recruitment, selection, and training, assignment of 
work, management, discipline and termination of full-time and part-time personnel; assumes 
responsibility for motivating and evaluating assigned personnel; provides necessary training; initiates 
disciplinary procedures as is appropriate, up to and including termination. 

 Develops, monitors and administers the annual Parks and Recreation Departments’ budget, 
including manpower needs, salary expenses, operating services and supplies, equipment needs and 
recommended capital improvement projects; monitors monthly budget reports for all program areas. 

 Researches and secures alternative funding sources including sponsorships and grants to support 
programs; researches, writes and administers grants. 

 Coordinates with Communication staff to assist in communications regarding District events and 
programs, promotional materials, and social media releases, Recreation Guide, e-Newsletter, and 
website post content.  

 Directs the procurement of equipment, materials and services, ensuring that all purchasing is 
conducted in compliance with mandated and District policies, procedures, rules and regulations; 
prepares, reviews and authorizes related supplies and equipment purchases. 

 Prepares work programs and estimates; develops and maintains short and long range maintenance 
schedules for assigned areas; develops cost estimates for implementation of maintenance programs; 
maintains tracking systems for all work. 

 Prepares and administers contractual agreements for the maintenance and repair of District facilities 
and evaluates contract renewal and changes. 
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 Collects information and provides research and analysis on park resources, local demographics, and 

public preferences; collaborates with others to plan for the District’s parks, trails, open space and other 
recreation areas; communicates opportunities to the Assistant General Manager and General 
Manager. 

  Develops, implements, monitors and directs staff in the evaluation of the District’s Best Practices 
Standards for design and maintenance; evaluates impact on District operations and recommends and 
implements procedural improvements. 

 May Assist with long range planning, including negotiation for District land acquisition and relevant 
land use development, oversees final contract documents, construction plans and specifications for 
capital improvement projects; advertises for public bids; prepares recommendation for Board 
approval. 

 Responds to the more difficult questions and concerns from the general public, contractors, vendors 
and outside agencies; provides information as is appropriate and resolves public service or operational 
complaints; establishes and maintains customer service orientation within the unit.  

 Establishes positive working relationships with representatives of community organizations, state and 
local agencies, District management, District staff and the public. 

 Performs related duties as required. 
 
QUALIFICATIONS 
Knowledge of: 

 
 Administrative principles and practices, including goal setting, and program development, 

implementation and evaluation, and fiscal planning and control. 
 Organizational and management practices as applied to the analysis and evaluation of projects, 

programs, policies, procedures and operational needs. 
 Principles and practices of park development, CEQA/NEPA, park maintenance, recreation program 

development and administration, and the land development and entitlement process. Principles and 
practices of budget development, monitoring, administration and control. 

 Principles and practices of strategic plan development. 
 Principles and practices of supervision, training, discipline and performance evaluation. 
 Principles and practices of public sector procurement. 
 Principles and practices of contract management. 
 Modern principles, practices, techniques and philosophies for park development and management.  
 Understanding of the interrelationships between governmental agencies and various 

citizen/neighborhood groups and associations. 
 Practices, techniques and materials used in maintenance, construction, repair or operation of the 

District’s grounds, parks, and facilities. 
 Occupational hazards and standard safety practice. 
 Principles and practices of project management. 
 Mathematic principles. 
 Methods and techniques for report preparation and business correspondence. 
 Professional English grammar, vocabulary, spelling and punctuation. 
 Modern office procedures including the use of computers and software applications relevant to the 

work performed. 
 Applicable federal, state and local laws, codes, regulations and policies related to assigned 

responsibilities. 
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Ability to: 
 Plan, coordinate, supervise, and manage the work of multiple departments or functional areas to ensure 

integrated and efficient operations.  
 Assist in the development of policy for Board consideration and approval regarding District services, 

operations, and facilities and in providing procedures, rules, regulations, and practices for the 
implementation of Board approved policies.  

 Supervise and lead the establishment of District and/or department goals and objectives. 
 Provide leadership and direction in the development and implementation of the District’s strategic 

plan, and management of assigned department. 
 Make oral and written presentations to the Board.  
 Assist in the preparation and administration of the budget and exercise budgetary controls and 

supervision to ensure proper expenditure of funds.  
 Assist with personnel management. Evaluate present and future needs for facilities, services, programs, 

and amenities.  
 Work effectively work with outside agencies and contractors to provide additional educational and 

recreational opportunities.  
 Gather and interpret statistical and fiscal data, conduct research, and analyze trends, demographics and 

community conditions in the preparation of a variety of recreational programs.  
 Evaluate a wide range of recreational programs, facilities, and events and determine effectiveness in 

meeting community’s needs and requests. 
 Assist with the acquisition, planning, design, construction of improvements, maintenance, and 

operations of all parks, landscape and other areas and facilities within the District.  
 Assist in developing, updating, implementing, and managing Park and Landscape Standards, Nexus 

Studies, Developer Fees, Community Facilities Districts, and Assessment Districts.  
 Participate in the land development and entitlement process, including negotiating new park 

development with developers and ensuring park standards are met.  
 Oversee park development including budgeting, planning, design, construction, and inspection.  
 Staff oversight committees, commissions, advisory bodies, and other community groups.  
 Cultivate sound community relations and coordinate the District's overall public relations program.  
 Represent the District on matters before public and private groups and individuals.  
 Serve as liaison to other governmental agencies.  
 Perform grant administration, compliance, and application.  
 Oversee consultant services. 
 Interpret, apply and ensure compliance with federal, state and local policies, procedures, laws, rules 

and regulations governing department operations. 
 Supervise, train, discipline and evaluate subordinates. 
 Prepare, administer and control the Department’s annual budget. 
 Evaluate program operations; recommend and implement new service delivery methods, procedures 

and techniques. 
 Analyze situations, project consequences of proposed actions and implement recommendations 

in support of goals. 
 Prepare clear and concise administrative and technical reports. 
 Conduct presentations for internal and external stakeholders. 
 Estimate time, materials and equipment needed to complete projects. 
 Read and understand complex construction and building plans and specifications. 
 Work flexible hours, including evenings and weekends as business needs require. 
 Coordinate, manage and respond to after-hours calls. 
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 Demonstrate strong customer service skills. 
 Work independently and as part of a team. 
 Observe and enforce safety principles and work in a safe manner. 
 Develop proper attitudes toward safety and health in self and subordinates and ensure that all 

operations are performed with the utmost regard for the safety and health of all personnel, individuals, 
constituents and groups involved. 

 Operate modern office equipment including computers and specialized software applications relevant 
to work performed. 

 Follow written and oral directions. 
 Effectively communicate verbally and in writing. 
 Establish and maintain effective working relationships with those contacted in the course of work. 
 
Education and Experience: 
Any combination of training and experience that would provide the required knowledge, skills, and abilities 
is qualifying. A typical way to obtain the required qualifications would be: 
 
Equivalent to graduation from a four (4) year college or university with major course work in parks and 
recreation, business or public administration, recreation administration, sports management or a closely 
related field, and five (5) years of increasing responsibility and experience in the area(s) of parks; 
landscaping; assessment districts; construction and capital projects; recreation administration, two (2) 
years of which should include a management capacity.  
 
Licenses and Certifications: 
 
 Possession of, or ability to obtain, a valid class C California driver's license. 

 
Desirable: 

 Certified Parks and Recreation Professional/Executive is highly preferred. 
 
PHYSICAL DEMANDS 
Must possess mobility to work in a standard office setting and use standard office equipment, including a 
computer; to operate a motor vehicle and to visit various meeting sites; vision to read printed materials and 
a computer screen; and hearing and speech to communicate in person and over the telephone. This is 
primarily a sedentary office classification although standing in work areas and walking between work areas 
may be required. Finger dexterity is needed to access, enter, and retrieve data using a computer keyboard 
or calculator and to operate standard office equipment. Positions in this classification occasionally bend, 
stoop, kneel, reach, push, and pull drawers open and closed to retrieve and file information. Employees 
must possess the ability to lift, carry, push, and pull materials and objects up to 25 pounds. 
 
Some of these requirements may be accommodated for otherwise qualified individuals requiring and 
requesting such accommodations. 
 

ENVIRONMENTAL ELEMENTS 
 
Employees work in an office environment with moderate noise levels, controlled temperature conditions, 
and no direct exposure to hazardous physical substances. Employees may interact with upset staff and/or 
public and private representatives in interpreting and enforcing departmental policies and procedures.   
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DIRECTOR OF ADMINISTRATION AND FINANCE 

 
DEFINITION 
Classification is subject to employment contract agreement. Under administrative direction, plans, 
manages, oversees and directs the operations and services of the Administration and Finance Department; 
major areas of responsibility include finance, budget, information technology, risk management, 
Residential Services, and the District’s Foundation program, Compliance and Design Review, Franchise 
activities, and related program areas; contributes to human resources functions; develops, implements 
and maintains departmental goals, objectives, policies and procedures, work standards, and internal 
controls; participates as a contributory member of the District’s Management Team, coordinating efforts 
with the General Manager, Assistant General Manager and all other departments; and performs related 
duties as required. 
 
SUPERVISION RECEIVED AND EXERCISED 
Receives administrative direction from the Assistant General Manager and/or General Manager. 
Exercises direct and indirect supervision over professional, technical and clerical staff. 
 
CLASS CHARACTERISTICS 
The Director of Administration and Finance is the Senior Management level class responsible for all 
functions and operations related to finance,  information technology, risk management, the District’s 
FoundationResidential Services, Franchise agreements, and related program areas. The Director of 
Administration and Finance is responsible for originating, carrying out, reviewing, interpreting and 
coordinating policies. The incumbent plans, supervises and evaluates the work of teams responsible for 
supporting the District’s administrative, fiscal and technology operations.  This classification is 
distinguished from the next higher classification of Assistant General Manager in that the latter has 
overall  management responsibility over all departments and General Manager as this position has overall 
responsibility for administering the District’s operations. 
 
Departmental operations are coordinated with the activities of other District departments and are 
developed within the framework of District policies, finances and the District’s Strategic Plan. The 
Director of Administration and Finance has primary responsibility for dealing with difficult matters 
involving departmental programs, including interpretation of related laws, codes, ordinances, and 
regulations, and for ensuring compliance with local, state, and federal law. The position requires a 
demonstrated ability for working successfully with staff, management, citizens, planning groups, 
neighborhood associations, development corporations, Board level committees and other organizations 
and individuals. The position requires considerable contact and the ability to have a successful working 
relationship with appointed committees and elected boards. 
  
EXAMPLES OF TYPICAL JOB FUNCTIONS (Illustrative Only) 
Management reserves the right to add, modify, change, or rescind the work assignments of different 
positions and to make reasonable accommodations so that qualified employees can perform the essential 
functions of the job. 
 Accepts management responsibility for planning, coordinating and directing the activities, operations 
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and services of the Administration and Finance Department; plans, supervises, coordinates, 
prioritizes and monitors the work of teams responsible for supporting the District’s administrative, 
fiscal and technology operations; conducts staff meetings; monitors performance of department staff; 
coordinates the work of the Administration and Finance Department with other District departments 
and divisions, outside agencies, community groups and the public. 

 Develops implements and maintains departmental goals, objectives, policies and procedures, work 
standards and internal controls; reviews and evaluates work methods and procedures for improving 
organizational performance, enhancing services and meeting goals; ensures that goals are achieved. 

 Participates as a contributory member of the District Management team, coordinating efforts with the 
General Manager and all other departments; attends meetings with the General Manager and 
Management Team; attends Board of Directors meetings as required; prepares and presents reports to 
the General Manager, Board of Directors and other public agencies or groups; analyzes complex 
technical and administrative challenges, evaluates alternative solutions and adopts effective courses 
of action. 

 Develop, monitor, terms of agreement for Franchise activities. 
 Review and verify financial documents related to Franchise Agreements.   
 Participates in the development of policies and procedures; recommends programs, projects and work 

assignments to the General Manager and Board of Directors; monitors work activities to ensure safe 
work practices, work quality and accuracy; ensures compliance with applicable rules, policies and 
procedures. 

 Provides leadership and supervision; establishes performance goals for assigned employees; 
coordinates and participates in the recruitment, selection, and training, assignment of work, 
management, discipline and termination of full-time and part-time personnel; assumes responsibility 
for motivating and evaluating assigned personnel; provides necessary training; initiates disciplinary 
procedures as is appropriate, up to and including termination. 

 Develops, monitors and administers the annual Administration and Finance Department budget, 
including manpower needs, salary expenses, operating services supplies and equipment needs;  
monitors monthly budget reports for all program areas. 

 Develops and administers internal controls for assigned program areas, ensuring continuous 
monitoring, evaluation and reporting on effectiveness of controls in meeting organizational goals. 

 Prepares and submits a variety of administrative, technical and fiscal reports for assigned program 
areas; prepares and conducts presentations on program areas to internal and external stakeholders 
including the Board of Directors, department heads and community groups. 

 Manages and coordinates all functions related to the District’s finances including investment portfolio, 
cash management, treasury, procurement, payroll, accounts payables, asset management, vendor 
agreements, annual budget, audit and internal control systems, records management, financial reporting 
and analysis, and related program areas.  

 Manages the operations of the District’s CC&Rs and Design Review Committee by working with 
staff, the Board and Board-appointed volunteer committee members.  

 Manages and coordinates functions related to the El Dorado Hills Community Services District 
Foundation;  

 Rresearches, writes and administers grants. 
 Contributes to human resources activities including recruitment, classification, compensation, benefits 

administration, retirement, employee and labor relations, human resources policies, employee training, 
volunteers, and related program areas. 

 Manages and coordinates all functions and operations related to the District’s information technology 
systems including software, hardware, internet, security, landlines, firewall, advanced technology 
systems, and website. 

 Responds to the more difficult questions and concerns from the general public and outside agencies; 
provides information as is appropriate and resolves public service or operational complaints; 
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establishes and maintains customer service orientation within the department. 
 Monitors and keeps informed of current trends in the field of finance, administration  and information 

technology, including legislation, court rulings and professional practices and techniques; stays current 
on state and county issues, evaluates their impact and recommends policy and procedural 
modifications accordingly 

 Establishes positive working relationships with representatives of community organizations, state/local 
agencies and associations, District management, District staff and the public. 

 Performs related duties as required. 
 
QUALIFICATIONS 
 
Knowledge of: 
 Administrative principles and practices, including goal setting, and program development, 

implementation and evaluation.  
 Organizational and management practices as applied to the analysis and evaluation of projects, 

programs, policies, procedures and operational needs. 
 Principles and practices of budget development, monitoring, administration and control. 
 Rules, regulations and laws governing public sector finance and accounting. 
 Principles and practices of human resources program management. 
 Principles and practices of special assessments, liens, franchise agreements, and fee collection.  
 Principles and practices of risk management. 
 Principles and practices of information technology. 
 Principles and practices of strategic plan development. 
 Principles and practices of supervision, training, discipline and performance evaluation. 
 Understanding of the interrelationships between governmental agencies and various 

citizen/neighborhood groups and associations. 
 Principles and practices of records management. 
 Complex mathematical principles. 
 Methods and techniques of report preparation and business correspondence. 
 Professional English grammar, vocabulary, spelling and punctuation. 
 Modern office procedures including the use of computers and software applications relevant to the 

work performed. 
 Occupational hazards and standard safety practices. 
 Applicable federal, state and local laws, codes, regulations and policies related to assigned 

responsibilities. 
 

Ability to: 
 
 Plan, direct, manage and coordinate the work of the Administration and Finance Department. 
 Supervise and lead the establishment and measurement of District and/or department goals and 

objectives. 
 Provide leadership and direction in the development and implementation of the District’s strategic 

plan, and management of assigned department. 
 Interpret, apply and ensure compliance with federal, state and local policies, procedures, laws, rules 

and regulations governing department operations. 
 Prepare, administer and control the department’s annual budget. 
 Prepare, administer, and control District Franchise Agreements. 
 Evaluate program operations; recommend and implement new service delivery methods, procedures 

and techniques. 
 Analyze situation, project consequences of proposed actions and implement recommendations in 
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support of goals. 
 Prepare clear and concise administrative, fiscal and technical reports. 
 Conduct presentations for internal and external stakeholders. 
 Demonstrate strong customer service skills. 
 Coordinate, manage and respond to after-hours calls. 
 Work flexible hours, including evenings and weekends and business requires. 
 Work independently and as part of a team. 
 Observe and enforce safety principles and work in a safe manner. 
 Develop the proper attitudes toward safety and health in self and subordinates and ensure that all 

operations are performed with the utmost regard for the safety and health of all personnel, individuals, 
constituents and groups involved.    

 Operate modern office equipment including computers and specialized software applications relevant 
to work performed. 

 Follow written and oral directions. 
 Effectively communicate verbally and in writing. 
 Establish and maintain effective working relationships with those contacted in the course of work. 
 
Education and Experience: 
Any combination of training and experience that would provide the required knowledge, skills, and abilities 
is qualifying.  A typical way to obtain the required qualifications would be: 
 
Equivalent to graduation from a four (4) year college or university with major course work in public 
administration, finance, human resources or a closely related field and five (5) years of increasingly 
responsible professional experience in supporting finance, human resources and information technology 
programs, two (2) of which should be in a management capacity. 
 
Licenses and Certifications: 
 Certified Public Accountant is highly desired, but not required. 
 Possession of, or ability to obtain, a valid class C California driver’s license. 

 
PHYSICAL DEMANDS 
 
Must possess mobility to work in a standard office setting and use standard office equipment, including a 
computer; vision to read printed materials and a computer screen; and hearing and speech to communicate 
in person and over the telephone.  This is primarily a sedentary office classification although standing in 
work areas and walking between work areas may be required.  Finger dexterity is needed to access, enter, 
and retrieve data using a computer keyboard or calculator and to operate standard office equipment.  
Positions in this classification occasionally bend, stoop, kneel, reach, push, and pull drawers open and 
closed to retrieve and file information.  Employees must possess the ability to lift, carry, push, and pull 
materials and objects up to 25 pounds 
 
Some of these requirements may be accommodated for otherwise qualified individuals requiring and 
requesting such accommodations. 
 

ENVIRONMENTAL ELEMENTS 
 
Employees work in an office environment with moderate noise levels, controlled temperature conditions, 
and no direct exposure to hazardous physical substances.  Employees may interact with upset staff and/or 
public and private representatives in interpreting and enforcing departmental policies and procedures.    
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PRINCIPAL PLANNER 
 

DEFINITION 
Under general direction, provides leadership and direction in the management of planning functions; 
performs highly complex staff assistance to the Assistant General Manager and/or General Manager, and 
related management staff for assigned functional area of responsibility; to manage, plan, and supervise the 
activities of a major division or a major project element of the assigned functional area of responsibility; to 
perform highly responsible and complex professional planning duties in the preparation and review of plans 
and other documents relating to land use,  environmental compliance, and related topics; to administer 
applicable local ordinances and State and Federal statutes; to create, analyze, and administer the capital 
improvement programs and related functions, including project management; to administer planning related 
grant projects and contracts; and to assist the public in understanding and complying with adopted plans 
and regulations, and performs related duties as required. 
 
SUPERVISION RECEIVED AND EXERCISED 
As assigned, receives direction from the Assistant General Manager and/or General Manager or related 
management staff for the assigned functional area of responsibility. 
  
May exercise direct supervision over professional, technical and clerical personnel. 
 

CLASS CHARACTERISTICS 
The Principal Planner classification recognizes positions that exercise a higher level of independence and 
autonomy in the performance of the full-range of advanced and complex professional planning duties when 
overseeing the varied activities of a division or a major element of the assigned functional area of 
responsibility. This classification is distinguished from the next higher classification of Assistant General 
Manager in that the latter has management responsibility over all departments and General Manager as this 
positon has overall responsibility for administering the District’s operations. 
 
EXAMPLES OF TYPICAL JOB FUNCTIONS (Illustrative Only) 
Management reserves the right to add, modify, change, or rescind the work assignments of different 
positions and to make reasonable accommodations so that qualified employees can perform the essential 
functions of the job. 
 
 Manage, direct, supervise and train subordinate staff involved with current and long range planning 

duties. 
 When assigned, manage land development activities.  
 Recommend goals and objectives regarding advanced planning studies for the District Master Plan 

including element preparation, preparation of plans, including the community plan, policy formulation, 
program implementation and public presentation of findings and recommendations.  

 Manage production of major planning documents such as environmental documents and specialized 
plans such as community plans, ecosystem restoration plans, air and water quality plans, planning 
documents related to  environmental compliance plans and related topics.  

 Conduct current planning reviews of land development projects.   
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 Review the plans of other public agencies for compatibility with District plans.  
 Perform analysis for current and advanced planning projects, especially those of a highly complex, 

visible and sensitive nature; review environmental impact reports.  
 Monitors and keeps informed of current trends in the field of urban planning and community 

development, including legislation, court rulings and professional practices and techniques; stays 
current on state and county issues, evaluates their impact and recommends policy and procedural 
modifications accordingly. 

 Performs the more difficult and complex planning and construction project management work; 
reviews construction plans and specifications; provides technical assistance to field crews; 
coordinates with contractors providing services to the District; conducts periodic construction 
management inspections to ensure compliance with specifications and standards. 

 Creates, analyzes, and administers the capital improvement programs. 
 Monitor and closely manage all capital improvement projects and related assets including budget. 
 Assist in the development, preparation and administration of the approved Department, division and 

project annual budgets.  
 Assist the public by providing information and explaining particularly complex land use, environmental 

compliance, development and related regulations and procedures. 
 Meet with applicants, developers, and stakeholders as necessary and correspond with 

contractor/consultants and their representatives regarding project status. 
 Write staff reports; and make presentations of findings and recommendations at public hearings and 

meetings and to public agencies; conduct and participate in public hearings and meetings.  
 Coordinate with other departments and public agencies as needed; coordinate, direct and participate in 

interdepartmental and interagency land use development committees, Boards and Commissions.    
 Prepare, manage and monitor grant programs. 
 Administer contracts with independent contractors or consultants who provide planning or 

environmental planning services to the District.  
 Provide or coordinate staff training; provide standards and operating guidelines, provide timely input 

to performance evaluations; recommend disciplinary measures, when necessary; implement discipline 
procedures as directed; maintain discipline and high standards necessary for the efficient and 
professional operation of the assigned functional area of responsibility.  

 Oversee the plan review of District parks, and related facilities; determine appropriate use of in-house 
staff versus outside consultants/contractors; perform difficult project management responsibilities. 

 Oversee grant administration, monitor submittals, expenditures, and audits related to park renovation, 
construction and facility development. 

 Oversee the preparation and update of standards for landscape architectural design, parks and 
construction, ensuring consistency with Federal, State and local requirements. 

 Coordinate, plan and forecast short and long range improvement and rehabilitation projects and prepare 
and identify resource needs related to the development of major recreation facilities such as interpretive 
and education centers, aquatic centers and community centers. 

 Review and issue approval of design and development/construction plans that affect the District; review 
and issue approval of design and construction plans developed by in-house professional and technical 
staff. 

 Establishes positive working relationships with representatives of community organizations, 
state/local agencies and associations, District management and staff and the public. 

 Performs related duties as required. 
 

QUALIFICATIONS 
Knowledge of: 
 
 Principles and practices of land use planning and development. 
 Principles and practices of environmental planning and administration of environmental policies. 
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 Principles and practices of grant project management and contract administration. 
 All applicable local ordinances and State and Federal statutes. 
 Operation, policies and procedures of the assigned functional area of responsibility. 
 Principles of supervision, training and performance evaluations. 
 Arithmetic, basic statistics and mathematical calculations.  
 Planning related applications software. 
 Occupational hazards and standard safety practices. 
 Principles and practices of customer service. 
 Professional English grammar, spelling, vocabulary and punctuation. 
 Modern office procedures including the use of computers and software applications relevant to the work 

performed. 
 Applicable federal, state and local laws, codes, regulations and policies related to assigned 

responsibilities. 
 

Ability to: 
 
 On a continuous basis sit at desk for long periods of time; intermittently stand at counter for long 

periods of time; twist and reach office equipment; write and/or use keyboard to communicate through 
written means; and occasionally lift moderate weight. 

 Perform work outdoors as required to monitor and assess project activities, conduct site surveys, and 
inspect construction sites. 

 On a continuous basis, know and understand all aspects of the job.  Intermittently analyze work 
papers, reports and special projects; identify and interpret technical and numerical information; 
observe planning activities and problem solve when appropriate; understand, interpret and explain 
applicable ordinances and statutes and assigned functional area of responsibility policies and 
procedures; visually differentiate between colors on land use maps. 

 Manage complex, lengthy, highly public and visible element(s) of the assigned functional area of 
responsibility's work program. 

 Manage, direct, supervise, train, assign, review and evaluate the work of assigned subordinate staff. 
 Manage grant programs. 
 Compile, analyze and evaluate technical, statistical and economic information of a difficult and 

complex nature; read and interpret maps and legal property descriptions; read and interpret applicable 
laws and regulations. 

 Organize, prioritize and follow- up on work assignments 
 Use initiative and sound judgment within established procedural guidelines. 
 Demonstrate strong customer service skills. 
 Develop the proper attitudes toward safety and health in self and subordinates and ensure that all 

operations are performed with the utmost regard for the safety and health of all personnel, individuals, 
constituents and groups. 

 Operate modern office equipment including computers and specialized software applications relevant 
to work performed. 

 Follow written and oral directions. 
 Effectively communicate verbally and in writing. 
 Establish and maintain effective working relationships with those contacted in the course of work. 
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Education and Experience: 
Any combination of training and experience that would provide the required knowledge, skills, and abilities 
is qualifying.  A typical way to obtain the required qualifications would be: 
 
Equivalent to a Bachelor’s degree from an accredited college or university with major course work in urban, 
regional or environmental. planning, or a related field 
 
Five (5) years of increasingly responsible experience in land use planning and development.  
 
Licenses and Certifications: 
 Possession of, or the ability to obtain, a valid class C California driver’s license.  

 
Desirable: 
 Possession of, or ability to obtain, Project Management Program Certification within one (1) year 

of date of hire. 
 
PHYSICAL DEMANDS 
Must possess mobility to work in a standard office setting and use standard office equipment, including 
a computer; vision to read printed materials and a computer screen; and hearing and speech to 
communicate in person and over the telephone. This is primarily a sedentary office classification 
although standing in work areas and walking between work areas may be required. Finger dexterity is 
needed to access, enter, and retrieve data using a computer keyboard or calculator and to operate 
standard office equipment. Positions in this classification occasionally bend, stoop, kneel, reach, push, 
and pull drawers open and closed to retrieve and file information. Employees must possess the ability 
to lift, carry, push, and pull materials and objects up to 25 pounds. 

 
When working on external sites for inspection related responsibilities, must have mobility to sit, stand, 
and walk on level and slippery surfaces; reach, twist, turn, kneel, bend, stoop, to climb and descend 
ladders, and to operate a motor vehicle and visit various District sites. 

 
Some of these requirements may be accommodated for otherwise qualified individuals requiring and 
requesting such accommodations. 

 
ENVIRONMENTAL ELEMENTS 

 
Employees work in an office environment with moderate noise levels, controlled temperature conditions, 
and no direct exposure to hazardous physical substances. When working in the field, may be exposed to 
loud noise levels, cold and hot temperatures, inclement weather conditions, road hazards, vibration, 
confining workspace, chemicals, mechanical and/or electrical hazards, hazardous physical substances and 
fumes, dust and air contaminants. Employees may interact with upset staff and/or public and private 
representatives in interpreting and enforcing departmental policies and procedures. 
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PARKS SUPERINTENDENT 

 

DEFINITION 
Under general direction, plans, organizes, coordinates the operations and services of the Parks Division; 
functional areas of responsibility include the preservation and maintenance of District parks, grounds, 
facilities and Lighting and Landscaping Districts (LLAD’s); provides recommendations in the 
implementation of parks maintenance programs; serves as a technical resource for District management 
and staff; and performs related duties as required. 

 

SUPERVISION RECEIVED AND EXERCISED 

Receives general direction from the Director of Parks and Planning Recreation. Exercises direct 
supervision over supervisory, technical and maintenance staff. 

 

CLASS CHARACTERISTICS 

The Parks Superintendent is responsible for managing and overseeing all parks, grounds and facilities 

maintenance and operations within the District. The classification is distinguished from the next higher 

classification of Director of Parks and Planning Recreation in that the latter has overall senior 

management responsibility for the District’s Parks and P l a n n i n g  R e c r e a t i o n  Departments. This 

classification is distinguished from the lower level classification of Parks Supervisor in that the latter 

is a first line supervisor over maintenance and operations staff. 

 

The position also provides complex administrative support to the Director of Parks and Recreation and 

assists in planning and executing the District’s mission and objectives. Provides recommendations in the 

implementation of Recreation programs; serves as a technical resource for the District management and 

staff. 
 

EXAMPLES OF TYPICAL JOB FUNCTIONS (Illustrative Only) 

Management reserves the right to add, modify, change, or rescind the work assignments of 

different positions and to make reasonable accommodations so that qualified employees can 

perform the essential functions of the job. 
 

 Accepts responsibility for overseeing all functions and operations related to the District’s parks and 

facilities maintenance programs; functional areas of responsibility include the preservation and 

maintenance of District parks, grounds, facilities and Lighting and Landscaping Districts 

(LLAD’s). 
 Assists in evaluating, developing and implementing department goals, objectives, policies and 

procedures. 

 Directs the maintenance and repair of District facilities, parks, grounds and LLAD’s; works with 

supervisors to prioritize maintenance related operations; coordinates the work of the unit with other 

District departments and divisions, outside agencies, community groups and the public. 

 Evaluates maintenance related operations and activities; recommends improvements and 

modifications; prepares various reports on operations and activities; considers resource availability; 
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negotiates timelines as needed. 

 Provides assistance to the Director of Parks and Planning Recreation on parks development and 

construction projects; assures contractor compliance with all specifications; meets with contractors 

and bidders; verifies contractors' request for additional work and associated costs; assists in 

development or revision of contract specifications and preparation of budgets based on area needs. 

 Prepares contracts and Requests for Qualification/Proposals/Bids; administers and oversees contracts. 

 Participates in the selection, training and evaluation of staff; assumes responsibility for motivating 

and evaluating assigned staff; provides necessary training; initiates disciplinary procedures as 

is appropriate. 

 Serves as the liaison with other departments and outside agencies; attends and participates in 

organizational and community meetings as necessary; responds to and resolves difficult and sensitive 

citizen inquiries and complaints. 

 Assumes management responsibility for contracted parks and facilities development, maintenance 

and construction projects; reads and interprets construction plans and specifications; coordinates with 

contractors providing services to the District; performs inspections of construction and maintenance 

work; assists with inspections on private and public improvement projects for adherence to District 

standards; responds to after-hours call-outs as assigned. 

 Ensures a safe working environment for staff and the public; inspects public and private improvement 

sites for adherence to District standards; evaluates all District sites to maintain a clean and safe 

environment for the public; directs the implementation of staff training meetings. 

 Develops and maintains short and long-range maintenance schedules for the parks, landscapes, 

buildings, and related facilities; works with Director of Parks and Planning Recreation and Parks 

Supervisors to develop work schedules and provide direction to staff consistent with departmental 

maintenance goals and objectives. 

 Prepares division budget; monitors staff and operational compliance with budget; identifies budget 

variances with recommendations on budget realignment to meet departmental fiscal goals. 

 Establishes positive working relationships with representatives of community organizations, 

state/local agencies, District management and staff, and the public. 

 Incorporates feasible sustainability measures into facility designs, construction projects, maintenance, 

and long-term District operations. 

 Performs related duties as required. 
 

QUALIFICATIONS 
 

Knowledge of: 
 

 Practices,   techniques,   equipment   and   materials   used   in   parks   and   facilities   
maintenance, construction, and repair. 

 Principles and practices of employee supervision, including work planning, assignment, review 

and evaluation, and the training of staff. 

 Principles and practices of construction management. 

 Principles and practices of contract management. 

 Parks and facilities construction methods and materials. 

 Principles and practices of budget development and management. 

 Operational  characteristics  of  a  diverse  range  of  equipment  and  systems  used  in  
maintenance programs. 

 Operational characteristics and safety requirements for operation of vehicles and other light 
and heavy equipment. 

 Methods and techniques of developing and implementing safe working practices. 
 Principles and practices of customer service. 
 Methods and techniques of report preparation and business correspondence. 
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 Professional English grammar, spelling, vocabulary and punctuation. 
 Modern office procedures including the use of computers and software applications relevant to 

the work performed. 
 Policies and goals for sustainable operations and measures. 
 Applicable federal, state and local laws, codes and regulations. 

 

Ability to: 
 

 Plan, organize, train, evaluate and direct work of assigned staff. 
 Recommend, develop and implement parks and facilities maintenance programs to meet District 

and departmental goals. 

 Estimate time, materials and equipment needed to complete projects. 
 Read and understand complex construction and development plans and specifications. 

 Manage and direct the work of contracted services. 
 Analyze a complex issue, and develop and implement an appropriate response. 
 Prepare clear and concise reports, correspondence, policies, procedures, and other written materials. 
 Interpret, apply, and ensure compliance with Federal, State, and local policies, procedures, laws, 

and regulations. 
 Demonstrate strong customer service skills. 

 Use initiative and sound judgment, and make sound decisions within established guidelines. 

 Work flexible hours, including evenings and weekends as business needsrequire. 

 Coordinate, manage and respond to after-hours calls. 

 Develop the proper attitudes toward safety and health in self and subordinates and ensure that 
all operations are performed with the utmost regard for the safety and health of all personnel, 
individuals, constituents and groups. 

 Operate  modern  office  equipment  including  computers  and  specialized  software  
applications relevant to work performed. 

 Follow written and oral directions. 
 Effectively communicate verbally and in writing. 
 Establish and maintain effective working relationships with those contacted in the course of work. 

 

Education and Experience: 
Any combination of training and experience that would provide the required knowledge, skills, and 

abilities is qualifying. A typical way to obtain the required qualifications would be: 

 

Equivalent to gradutation from a four (4) year college or university with major coursework completion of 

the twelfth (12th) grade supplemented by college level course work in construction management, land 

use, or a related field, and five (5) years of increasingly responsible parks and facilities maintenance 

experience, two (2) years of which must be in a program management capacity including supervision 

responsibility. 

 

Certified Parks and Recreation Professional/Executive is highly preferred. 

 
Licenses and Certifications: 

 Possession of, or ability to obtain, a valid class C California driver's license. 
 Possession of, or ability to obtain, Landscape Irrigation Auditor Certification; Playground 

Safety Inspector Certification; Pool Operator/Manager Certification 

 

Desirable: 

 Certified Parks and Recreation Professional/Executive is highly preferred. 
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PHYSICAL DEMANDS 

 

Must possess mobility to work in a standard office setting and use standard office equipment, including 

a computer; vision to read printed materials and a computer screen; and hearing and speech to 

communicate in person and over the telephone. This is primarily a sedentary office classification 

although standing in work areas and walking between work areas may be required. Finger dexterity is 

needed to access, enter, and retrieve data using a computer keyboard or calculator and to operate 

standard office equipment. Positions in this classification occasionally bend, stoop, kneel, reach, push, 

and pull drawers open and closed to retrieve and file information. Employees must possess the ability 

to lift, carry, push, and pull materials and objects up to 25 pounds. 

 

When working on external sites for inspection related responsibilities, must have mobility to sit, stand, 

and walk on level and slippery surfaces; reach, twist, turn, kneel, bend, stoop,  and to operate a motor 

vehicle and visit various District sites. 

 

Some of these requirements may be accommodated for otherwise qualified individuals requiring and 

requesting such accommodations. 
 

ENVIRONMENTAL ELEMENTS 
Employees work in an office environment with moderate noise levels, controlled temperature conditions, 

and no direct exposure to hazardous physical substances. When working in the field, may be exposed to 

loud noise levels, cold and hot temperatures, inclement weather conditions, road hazards, vibration, 

confining workspace, chemicals, mechanical and/or electrical hazards, hazardous physical substances and 

fumes, dust and air contaminants. Employees may interact with upset staff and/or public and private 

representatives in interpreting and enforcing departmental policies and procedures. 
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RECREATION SUPERINTENDENT 

 

DEFINITION 

Under general direction, provides leadership and direction in the management of the Recreation 

Department. This includes policy development and implementation, budget and program management. 

The Recreation Superintendent has primary responsibility for planning, promoting, and directing a wide 

range of recreation programs and services that foster human development, health and wellness, cultural 

unity, and community building.  

 

The position also provides complex administrative support to the Director of Parks and Recreation and 

assists in planning and executing the District's mission and objectives. Provides recommendations in 

the implementation of Recreation programs; serves as a technical resource for District management and 

staff. 
 

SUPERVISION RECEIVED AND EXERCISED 
Receives general direction from the Director of Parks and Recreation. Exercises direct supervision 
over supervisory, technical, maintenance, and program staff. 

 

CLASS CHARACTERISTICS 
The Recreation Superintendent is responsible for managing and overseeing all Recreation functions 
and operations within the District. The classification is distinguished from the next higher classification 
of Director of Parks and Recreation in that the latter has overall senior management responsibility 
for the District’s Parks Recreation programs. This classification is distinguished from the lower 
level classification of Recreation Supervisor in that the latter is a first line supervisor over Recreation 
staff. 

 

EXAMPLES OF TYPICAL JOB FUNCTIONS (Illustrative Only) 

Management reserves the right to add, modify, change, or rescind the work assignments of 

different positions and to make reasonable accommodations so that qualified employees can perform 

the essential functions of the job. 

 

 Accepts administrative and management responsibility for overseeing all functions and operations 

related to the District’s Recreation programs; responsibility for the delivery of a comprehensive 

recreation program.  

 Recommends and administers policies and procedures;. 

 Monitors and evaluates the efficiency and effectiveness of service delivery methods and procedures. 

 Manages and participates in evaluating, developing and implementing department goals, objectives, 

policies and procedures. 

 Coordinates the work of the unit with other District departments and divisions, outside agencies, 

community groups and the public. 

 Provides recommendations and participates in the planning and coordination of maintenance related 

to operations and activities; recommends improvements and modifications, and may assist with 

facility development and renovation activities. 

 Gathers and interprets statistical and fiscal data, conducts research, and analyzes trends, 
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demographics, and community conditions in the preparation of a variety of reports and memoranda 

on various parks and recreation related subjects; attends and participates in professional group 

meetings; maintains awareness of new trends and developments in the field of recreation and leisure 

services; incorporates new developments as appropriate. 

 Prepares contracts and Requests for Qualification/Proposals/Bids; administers and oversees 

concession and other contracts; actively seeks and applies for grants, sponsorships, gifts, and 

donations. 

 Evaluates recreation related operations and activities; recommends improvements and modifications; 

prepares various reports on operations and activities; considers resource availability; negotiates 

timelines as needed. 

 Provides assistance to the Director of Parks and Recreation program  development and construction 

projects; assures contractor compliance with all specifications; meets with contractors and bidders; 

verifies contractors' request for additional work and associated costs; assists in development or 

revision of contract specifications and preparation of budgets based on area needs. 

 Participates in the selection, training and evaluation of staff; assumes responsibility for motivating 

and evaluating assigned staff; provides necessary training; initiates disciplinary procedures as is 

appropriate. 

 Serves as the liaison with other departments and outside agencies; attends and participates in 

organizational and community meetings as necessary; responds to and resolves difficult and sensitive 

citizen inquiries and complaints. 

 Responds to inquiries or requests for service from interested community groups and citizens. 

 Interprets District policy for community groups, commissions, advisory boards, and citizens. 

 Negotiates and resolves sensitive and controversial issues; responds to citizen inquiries in timely 

manner; establishes positive working relationships with representatives of community organizations, 

state/local agencies,  and the public 

 Responds to after-hours call-outs as assigned. 

 Ensures a safe working environment for staff and the public; inspects public and private improvement 

sites for adherence to District standards; evaluates all District sites to maintain a clean and safe 

environment for the public; directs the implementation of staff training meetings. 

 Establishes and administers joint use agreements; establishes affiliation agreements with other 

organizations and collaborates with local and state organization. 

 Develops and maintains short and long-range maintenance schedules for the Recreation buildings, and 

related facilities; works with Director of Parks and Recreation and Recreation Supervisors to develop 

work schedules and provide direction to staff consistent with departmental maintenance goals and 

objectives. 

 Serves as staff on a variety of boards, commissions, and committees; prepares and presents staff 

reports and other necessary correspondence. 

 Prepares division budget; monitors staff and operational compliance with budget; identifies budget 

variances with recommendations on budget realignment to meet departmental fiscal goals. 

 Establishes positive working relationships with representatives of community organizations, 

state/local agencies, District management and staff, and the public. 

 Incorporates feasible sustainability measures into facility designs, construction projects, maintenance, 

and long-term District operations. 

 Performs related duties as required. 
 

QUALIFICATIONS 
 

Knowledge of: 
 

 Practices, techniques, equipment and materials used in Recreation programming. 
 Principles and practices of employee supervision, including work planning, assignment, review and 
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evaluation, and the training of staff. 

 Philosophy, principles, and practices of public recreation. 

 Management and supervisory principles and practices. 
 Comprehensive recreation program development, promotion and management. 

 Project management methods and risk management programs.  
 Athletic events including tournaments and leagues for a variety of sports.  

 Special event planning; program marketing and brochure/activity guide development.  

 Public relations, marketing and customer service techniques. 
 Park and facility development and renovation schedules and construction costs.  

 Principles and practices of contract management. 

 Parks and facilities construction methods and materials. 

 Principles and practices of budget development and management. 
 Operational  characteristics  of  a  diverse  range  of  equipment  and  systems  used  in  maintenance 

programs. 
 Methods and techniques of developing and implementing safe working practices. 
 Principles and practices of customer service. 
 Methods and techniques of report preparation and business correspondence. 
 Professional English grammar, spelling, vocabulary and punctuation. 
 Modern office procedures including the use of computers and software applications relevant to 

the work performed. 
 Policies and goals for sustainable operations and measures. 
 Applicable federal, state and local laws, codes and regulations. 

 

Ability to: 
 

 Develop and deliver comprehensive year-round, high-quality recreational programs.  

 Plan, organize, train, evaluate and direct work of assigned staff. 

 Recommend, develop and implement parks and facilities maintenance programs to meet District and 

departmental goals. 

 Assist in the development of effective marketing strategies.  

 Plan, manage, and schedule recreational programs that meet the needs of the community.  

 Elicit community and organizational support for programs.  

 Develop accurate budgets of program revenues and expenditures; prepare clear and concise 

administrative and financial reports; identify, apply for, and administer grants. 

 Estimate time, materials and equipment needed to complete projects. 

 Read and understand complex construction and development plans and specifications. 

 Manage and direct the work of contracted services. 

 Analyze a complex issue, and develop and implement an appropriate response. 

 Prepare clear and concise reports, correspondence, policies, procedures, and other written materials. 

 Interpret, apply, and ensure compliance with Federal, State, and local policies, procedures, laws, and 

regulations. 

 Demonstrate strong customer service skills. 

 Use initiative and sound judgment, and make sound decisions within established guidelines. 

 Work flexible hours, including evenings and weekends as business needs require. 

 Coordinate, manage and respond to after-hours calls. 

 Develop the proper attitudes toward safety and health in self and subordinates and ensure that all 

operations are performed with the utmost regard for the safety and health of all personnel, individuals, 

constituents and groups. 

 Operate modern office equipment including computers and specialized software applications relevant 

to work performed. 

 Follow written and oral directions. 
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 Effectively communicate verbally and in writing. 

 Establish and maintain effective working relationships with those contacted in the course of work. 
 

Education and Experience: 
Any combination of training and experience that would provide the required knowledge, skills, and 

abilities is qualifying.  A typical way to obtain the required qualifications would be: 

 

Equivalent to graduation from a four (4) year college or university with major course work in Recreation 

Management, Leisure Services, or Public/Business Administration or a closely related field. 

 

Five (5) years of increasingly responsible recreation experience, two (2) years of which must be in a 

program management capacity including supervision responsibility.  

 

Licenses and Certifications: 

 Possession of, or ability to obtain, a valid class C California driver's license. 

 

Desirable: 

 Certified Parks and Recreation Professional/Executive is highly preferred. 

 

PHYSICAL DEMANDS 
 

Must possess mobility to work in a standard office setting and use standard office equipment, including 

a computer; vision to read printed materials and a computer screen; and hearing and speech to 

communicate in person and over the telephone. This is primarily a sedentary office classification 

although standing in work areas and walking between work areas may be required. Finger dexterity is 

needed to access, enter, and retrieve data using a computer keyboard or calculator and to operate 

standard office equipment. Positions in this classification occasionally bend, stoop, kneel, reach, push, 

and pull drawers open and closed to retrieve and file information. Employees must possess the ability 

to lift, carry, push, and pull materials and objects up to 25 pounds. 

 

When working on external sites for inspection related responsibilities, must have mobility to sit, stand, 

and walk on level and slippery surfaces; reach, twist, turn, kneel, bend, stoop,  and to operate a motor 

vehicle and visit various District sites. 

 

Some of these requirements may be accommodated for otherwise qualified individuals requiring and 

requesting such accommodations. 

 
 

ENVIRONMENTAL ELEMENTS 
Employees work in an office environment with moderate noise levels, controlled temperature conditions, 

and no direct exposure to hazardous physical substances. When working in the field, may be exposed to 

loud noise levels, cold and hot temperatures, inclement weather conditions, road hazards, vibration, 

confining workspace, chemicals, mechanical and/or electrical hazards, hazardous physical substances and 

fumes, dust and air contaminants. Employees may interact with upset staff and/or public and private 

representatives in interpreting and enforcing departmental policies and procedures. 
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PARK MANAGER 

 
DEFINITION 

Classification is subject to employment contract agreement. Under general supervision, to maintain one or 

more assigned District parks; to live in and maintain full-time resident status on the premises of an assigned 

District park as Caretaker; to enforce rules and regulations regarding public use of park facilities ensures 

safe work practices; to maintain appropriate work records; to instruct and supervise employees when 

assigned and volunteer workers; and to perform related duties as required. 

 

SUPERVISION RECEIVED AND EXERCISED 

Receives direction from the Parks Superintendent.  Exercises Direct supervision over assigned staff and 

volunteer workers. 
 
CLASS CHARACTERISTICS 

The Park Manager classification is utilized in the Parks and Recreation Department to maintain a large 

park, assist the public in park use, and enforce park rules. Incumbents are required on a full-time basis to 

live in and properly maintain a District-owned residence on park premises. Incumbents report to the Parks 

Superintendent. May supervise  assigned staff and volunteer workers. This classification is distinguished 

from the next higher classification of the Parks Superintendent in that the latter is responsible for managing 

and overseeing all parks, grounds and facilities maintenance and operations within the District.  
 
EXAMPLES OF TYPICAL JOB FUNCTIONS (Illustrative Only) 

Management reserves the right to add, modify, change, or rescind the work assignments of different 

positions and to make reasonable accommodations so that qualified employees can perform the essential 

functions of the job. 

 

 Accepts responsibility for overseeing and participating in maintenance and repair of E Dorado Hills 

Community Services District’s grounds, parks and related facilities; functional areas of responsibility 

include parks, athletic fields landscapes, lighting, open space areas, facilities, ponds and lakes, and 

related recreational areas. 

 At assigned park(s): mows, trims and edges turf; prunes shrubs and trees. 

 Coordinates and implements landscape modifications. 

 Inspects, cleans, lubricates, makes minor repairs to and maintains equipment and tools. 

 Installs, repairs, relocates and programs park irrigation systems to water efficiently with minimum 

user interference. 

 Services and makes minor repairs to domestic and irrigation pumps. 

 Opens and closes park gates. 

 Responds to after-hours call-outs as assigned. 

 Assists with coordinating events for special purposes or groups. 

 Answers questions, enforces park rules and regulations. 

 Resolves complaints and assists park users in a professional manner. 
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 Posts and prepares park areas for reserved parties. 

 Repairs park amenities including barbecue pits and park fences as necessary. 

 May assist in maintenance of on-site water waterways. 

 Cleans, maintains and performs minor repairs to park restrooms. 

 Mixes and applies pesticides and/or herbicides in compliance with state and local regulations; 

performs routine maintenance including collection of debris and emptying of garbage cans. 

 Performs general basic building maintenance duties including carpentry, plumbing, electrical and 

painting as necessary. 

 May supervises assigned employees or volunteer workers including assignments, oversight, training, 

and instruction in safe, efficient operation of tools and equipment. 

 May supervise and train parks maintenance staff in performance of duties at parks. 

 Maintains various logs and reports. 

 Assists with analyses of present and/or future functional needs of parks, facilities and equipment. 

 Maintains completes injury/incident reports as necessary. 

 May respond to security alarm by surveying area, making appropriate emergency notification, and 

resetting alarm.  

 May work closely with contractors for compliance with all specifications; meets with contractors and 

bidders; verifies and contractors' request for additional work and associated costs.  

 May assist in development or revision of contract specifications and preparation of budgets based on 

area needs. 

 Performs the more difficult and complex maintenance and construction duties of the work unit,  

including reading and interpreting construction plans and specifications. 

 Provides technical assistance to field crews; marks out USA sites; coordinates with contractors 

providing services to the District. 

 Performs inspections of construction and maintenance work in assigned areas of responsibility. 

 Assists with inspections on private and public improvement projects for adherence to District standards.  

 May participate in the budget preparation and monitors approved budgets; prepares project cost 

estimates; orders supplies, tools and materials; participates in the equipment procurement process; 

monitors and controls assigned supplies and equipment. 

 Responds to the more difficult questions and concerns from the general public, contractors and outside 

agencies. 

 Provides information as is appropriate and resolves public service or operational complaints; establishes 

and maintains a customer service orientation. 

 Establishes positive working relationships with representatives of community organizations, state/local 

agencies, District management and staff, and the public. 

 Performs related duties as required. 

 

QUALIFICATIONS 

Knowledge of: 

 

 Principles and practices of safety equipment and procedures, including first aid and CPR. 

 Principles and practices of proper, safe operation of tools and park equipment. 

 Pesticide application regulations and procedures. 

 Effective supervision and training techniques.  

 Basic horticulture; pruning techniques and equipment. 

 Basic electrical wiring and connections.  

 Elementary mechanical repair 

 Soil condition/percolation, water tables and environmental conditions and their effects on 

landscaping.  
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 Welding techniques and equipment. 

 Learn park hours, rules, regulations, usage, facilities and equipment 

 Basic building codes. 

 Irrigation systems including timers and related equipment utilized in a commercial or public park 

environment. 

 Occupational hazards and standard safety practices. 
 Principles and practices of customer service. 
 Professional English grammar, spelling, vocabulary and punctuation. 

 Modern office procedures including the use of computers and software applications relevant to the 
work performed. 

 Applicable federal, state and local laws, codes, regulations and policies related to assigned 
responsibilities. 

 

Ability to: 

 

 Read, comprehend and properly apply instruction manuals, safety regulations and department 

policies. 

 Properly set, operate, maintain and repair irrigation systems and timers utilized in a commercial or 

public park environment. 

 Tolerate outdoor working conditions including occasional extreme temperature changes. 

 Work independently. 

 Exhibit tact, diplomacy, courtesy and, when necessary, assertiveness with the public. 

 Troubleshoot problems on equipment, disassemble and reassemble equipment. 

 Maintain organized, accurate records. 

 Read and interpret blueprints. 

 Exercise sound practical judgment. 

 Distinguish among varieties of plants and turf.  

 Follow safe work practices as directed and trained 

 Safely operate moving vehicles. 

 Organize, prioritize and follow-up on work assignments 

 Use initiative and sound judgment within established procedural guidelines. 

 Demonstrate strong customer service skills. 

 Develop the proper attitudes toward safety and health in self and subordinates and ensure that all 

operations are performed with the utmost regard for the safety and health of all personnel, individuals, 

constituents and groups. 

 Operate modern office equipment including computers and specialized software applications relevant 

to work performed. 

 Follow written and oral directions. 

 Effectively communicate verbally and in writing. 

 Establish and maintain effective working relationships with those contacted in the course of work. 

 

Education and Experience: 
Any combination of training and experience that would provide the required knowledge, skills, and abilities 

is qualifying.  A typical way to obtain the required qualifications would be: 

 

Equivalent to completion of the twelfth (12th) grade and three (3) years of increasingly responsible parks 

and recreation grounds and facilities skilled maintenance experience, one (1) year of which must be in a 

lead or supervisory capacity. 
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Desirable: 

 Previous experience working as a Park Manager or Caretaker is highly preferred. 

 

Licenses and Certifications: 

 Possession of, or ability to obtain, a valid class C California driver's license. 

 Qualified Applicator Certificate issued by the California Department of Pesticide Regulation is 

required for positions responsible for maintaining plants, trees and shrubs.  

 

Desirable: 

 Registration as NPSI - Certified Playground Safety Inspector is required for positions with 

responsibility for inspecting and maintaining playground equipment to ensure proper and safe 

operating conditions is highly preferred. 

 

PHYSICAL DEMANDS 

 

Must possess mobility to work in the field; strength, stamina, and mobility to perform medium to heavy 

physical work; to sit, stand, and walk on level and slippery surfaces; to reach, twist, turn, kneel, bend, stoop, 

squat, crouch, grasp and make repetitive hand movement in the performance of daily duties; to work in 

confined spaces and around machines, to climb and descend ladders, to operate varied hand and power tools 

and construction equipment, and to operate a motor vehicle and visit various District sites; vision to inspect 

and operate equipment, and to read printed materials and computer screens; and hearing and speech to 

communicate in person and over the telephone or radio.  The job involves fieldwork requiring frequent 

walking in operational areas to identify problems or hazards.  Finger dexterity is needed to operate and 

repair tools and equipment, and to access, enter, and retrieve data using a computer keyboard.  Employees 

must possess the ability to lift, carry, push, and pull materials and objects weighing an average of 50 pounds, 

or heavier weights up to 80 pounds, in all cases with the use of proper equipment. 

 

Some of these requirements may be accommodated for otherwise qualified individuals requiring and 

requesting such accommodations. 

 

ENVIRONMENTAL ELEMENTS 

 

Employees work in the field and are exposed to loud noise levels, cold and hot temperatures, inclement 

weather conditions, road hazards, vibration, confining workspace, chemicals, mechanical and/or electrical 

hazards, hazardous physical substances and fumes, dust and air contaminants.  Employees may interact 

with upset staff and/or public and private representatives in interpreting and enforcing departmental policies 

and procedures.    

 

Employees may work in an office environment with moderate noise levels, controlled temperature 

conditions, and no direct exposure to hazardous physical substances.   

 

WORKING CONDITIONS 

 

Required to maintain full-time resident status on the premises of an assigned District park as Caretaker.  

May be required to be on-call and to work various shifts or emergencies on evenings, weekends, and 

holidays. 
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COMMUNICATIONS OFFICER 

 

DEFINITION 

Classification is subject to employment contract agreement. Under general direction, provides professional 

support and promotes professional communications throughout the District, performs a wide variety of 

communication and marketing projects to promote the District brand, department programs, District 

projects, and events; creates video content for informational and promotional purposes; develops public 

service announcements and marketing presentations in a variety of media; serves as a community 

representative and may serve as media spokesperson; and performs community outreach assignments to 

assist with the District’s communications needs. The position also oversees District’s Volunteer program 

and serves as a technical resource for District management and staff; and performs related duties required 

to forward the mission and the vision of the District. 
 

SUPERVISION RECEIVED AND EXERCISED 
Receives general direction from the General Manager. Exercises direct supervision over professional, 
technical, and clerical staff. 
 

CLASS CHARACTERISTICS 
The Communications Officer is responsible for managing and overseeing all Communications and 
Volunteer programs and activities within the District. Communications include a range of key 
constituencies, such as residents, Board of Directors, leadership team, staff, local media, community 
leaders, business leaders, and the general public. 
 
Positions at this level are expected to perform the full scope of assigned duties; incumbents receive only 
occasional instruction as new or unusual situations arise and are fully aware of the operating procedures 
and policies of the work unit.  This classification is distinguished from the next higher classification of 
General Manager in that the latter has overall responsibility for administering the District’s operations 
and is designated Public Information Officer. 

 

EXAMPLES OF TYPICAL JOB FUNCTIONS (Illustrative Only) 

Management reserves the right to add, modify, change, or rescind the work assignments of different 

positions and to make reasonable accommodations so that qualified employees can perform the 

essential functions of the job. 

 

 Plan, research and develop content for digital newsletters, District website, responses and related 

materials. Maintain editorial calendar and track District-wide events. 

 Strategize and create written and visual content for social media channels, including video content; 

create and maintain social medial editorial calendar; manage all aspects of social media channels 

including responding where appropriate and measuring effectiveness. 

 Coordinate media relations opportunities, including research, plan, draft and finalize media advisories, 

news releases, key messages, Q&A, talking points, video news content and photography; conduct 

media trainings as necessary; serve as spokesperson when needed. 

 Research, plan, draft, design, edit and distribute a variety of materials, including fact sheets, brochures, 

news articles, annual reports and presentations. 

- 37 -



Communications Officer 

Page 2 of 4 

 

 
 Assist in the evaluation of marketing and public relations activities based on metrics; analyze data for 

insights; recommend improvements and modifications; prepare various reports on operations and 

activities. 

 Lead or assist in the planning and coordination logistics of community events, grand openings, and 

ribbon cuttings; research and book vendors and venues; attend District events, program meetings and 

activities as assigned. 

 Support senior management with emergency communication efforts and media management during a 

crisis. 

 Serve on a variety of District and regional committees or teams; attend meetings and make 

presentations to District Board, senior management, and staff or other organizations. 

 Participate in the selection, training and evaluation of staff; assumes responsibility for motivating and 

evaluating assigned staff; provides necessary training; initiates disciplinary procedures as appropriate. 

 Serve as the liaison with other departments and outside agencies; attends and participates in 

organizational and community meetings as necessary; responds to and resolves difficult and sensitive 

citizen inquiries and complaints. 

 Respond to inquiries or requests for service from interested community groups and citizens. 

 May interpret District policy for community groups, commissions, advisory boards, and citizens. 

 Develop and maintains short and long-range District communications.  

 May serve as staff on a variety of boards, commissions, and committees; prepares and presents staff 

reports and other necessary correspondence. 

 Assist in active campaigns to enhance community partnerships and volunteer recruitment 

 Prepare division budget; monitors staff and operational compliance with budget; identifies budget 

variances with recommendations on budget realignment to meet departmental fiscal goals. 

 Establish positive working relationships with representatives of community organizations, state/local 

agencies, District management and staff, and the public. 

 Perform related duties as required. 
 

QUALIFICATIONS 
 

Knowledge of: 
 Advanced principles and techniques of communications, public relations, promotions, 

advertising, media relations, marketing and event management. 

 Advanced principles and techniques of photography, video and video editing. 

 Social media channels and trends (i.e., Facebook, Twitter, Instagram, Nextdoor, etc.). 

 Advanced methods and techniques of research writing and editing. 

 Principles and practices of project management. 

 Principles of budget monitoring. 

 Modern office technology and computer applications including Word, Excel, Outlook, Publisher, 

Adobe Suite, Canva, Constant Contact, iMovie and the Internet. 

 Effective use of a diverse range of media for disseminating the District’s communications. 

 Methods and techniques of developing standards and protocols for consistent communications. 

 Methods and techniques for the use of social media formats in contribution to the District 

communications plan.  

 Demographics of the District’s local community for effective communication techniques. 

 Methods and techniques of developing specifications for goods and services. 

 Local and regional media, journals and publications. 

 Methods and techniques of producing graphics for publications. 

 Principles and practices of employee supervision, including work planning, assignment, review 

and evaluation, and the training of staff. 

 Management and supervisory principles and practices. 
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 Public relations, marketing and customer service techniques. 

 Principles and practices of record keeping. 

 Occupational hazards and standard safety practices. 

 Methods and techniques of developing and implementing safe working practices. 

 Methods and techniques of report preparation and business correspondence. 

 Professional English grammar, spelling, vocabulary and punctuation. 

 Modern office procedures including the use of computers and software applications relevant to 

the work performed. 

 Policies and goals for sustainable operations and measures. 

 Applicable federal, state and local laws, codes and regulations. 
 

Ability to: 
 

 Provide professional support to the District’s public information and communications programs. 

 Work flexible hours, including evenings and weekends as business requires to ensure timely 

communications. 

 Independently prepare a wide variety of public information and marketing collateral. 

 Understand and interpret the key messages and missions of various departments through 

programs. 

 Develop, design and produce public relations and marketing materials as needed. 

 Direct and create video programming that effectively shares the appropriate message to the 

community. 

 Identify appropriate media for communicating the District’s messages. 

 Develop effective communications and marketing strategies. 

 Plan, organize, train, evaluate and direct work of assigned staff. 

 Develop effective marketing strategies.  

 Manage and direct the work of contracted services. 

 Analyze a complex issue, and develop and implement an appropriate response. 

 Prepare clear and concise reports, correspondence, policies, procedures, and other written 

materials. 

 Interpret, apply, and ensure compliance with Federal, State, and local policies, procedures, laws, 

and regulations. 

 Demonstrate strong customer service skills. 

 Use initiative and sound judgment, and make sound decisions within established guidelines. 

 Coordinate, manage and respond to after-hours calls. 

 Operate modern office equipment including computers and specialized software applications 

relevant to work performed. 

 Follow written and oral directions. 

 Effectively communicate verbally and in writing. 

 Establish and maintain effective working relationships with those contacted in the course of work. 
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Education and Experience: 
Any combination of training and experience that would provide the required knowledge, skills, and 

abilities is qualifying.  A typical way to obtain the required qualifications would be: 

 

Equivalent to graduation from a four (4) year college or university with major course work in 

Communications, public relations, journalism, or a closely related field and five (5) years of experience 

providing professional level support to a marketing or communications program, including supervision 

responsibility.  

 

Licenses and Certifications: 

 Possession of, or ability to obtain, a valid class C California driver's license. 

 

PHYSICAL DEMANDS 
 

Must possess mobility to work in a standard office setting and use standard office equipment, including a 

computer; vision to read printed materials and a computer screen; and hearing and speech to communicate 

in person and over the telephone.  This is primarily a sedentary office classification although standing in 

work areas and walking between work areas may be required.  Finger dexterity is needed to access, enter, 

and retrieve data using a computer keyboard or calculator and to operate standard office equipment.  

Positions in this classification occasionally bend, stoop, kneel, reach, push, and pull drawers open and 

closed to retrieve and file information.  Employees must possess the ability to lift, carry, push, and pull 

materials and objects up to 25 pounds. 

 

Some of these requirements may be accommodated for otherwise qualified individuals requiring and 

requesting such accommodations.  
 

ENVIRONMENTAL ELEMENTS 
Employees work in an office environment with moderate noise levels, controlled temperature conditions, 

and no direct exposure to hazardous physical substances.  Employees may interact with upset staff and/or 

public and private representatives in interpreting and enforcing departmental policies and procedures.    
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JANUARY 2020 

MARCH 2021 

  FLSA: EXEMPT 

 

 

 

 

PARKS SUPERVISOR 

 
DEFINITION 

Under general direction, supervises, evaluates and participates in the work of crews responsible for the 

construction, repair, maintenance and operational work in an assigned unit of the Parks and Planning 

Department; ensures safe work practices, work quality and accuracy; maintains appropriate work records 

which may include time cards and work orders; serves as a technical resource for assigned work crews; and 

performs other related duties as required. 

 

SUPERVISION RECEIVED AND EXERCISED 

Receives general direction from the Parks Superintendent and Director of Parks and PlanningRecreation. 

Exercises direct supervision over assigned staff. 

 

CLASS CHARACTERISTICS 

The Parks Supervisor is the first supervisory level class responsible for assigning and supervising the work 

of crews engaged in the construction, repair and maintenance work of buildings, grounds, parks, and 

Landscape and Lighting Assessment Districts (LLAD’s). This classification is distinguished from the next 

higher classification of the Parks Superintendent in that the latter is responsible for managing and 

overseeing all parks, grounds and facilities maintenance and operations within the District.  

 

EXAMPLES OF TYPICAL JOB FUNCTIONS (Illustrative Only) 

Management reserves the right to add, modify, change, or rescind the work assignments of different 

positions and to make reasonable accommodations so that qualified employees can perform the essential 

functions of the job. 

 

 Accepts responsibility for supervising and participating in the construction, maintenance, and repair of 

El Dorado Hills Community Services District's grounds, parks and related facilities; functional areas of 

responsibility include neighborhood parks, athletic fields landscapes, lighting, open  space  areas, 

facilities, swimming pools and related recreational areas. 

 Plans, schedules and supervises the maintenance and repair of District facilities; functional areas of 

responsibility include painting, light plumbing and electrical and mechanical work; oversees the 

maintenance of the District’s swimming pools and associated equipment; directs the cleaning of 

facilities such as kitchens, restrooms, classrooms, gyms, offices and related spaces.  

 Schedules, coordinates, prioritizes, monitors and participates in the work of crews responsible for the 

construction, maintenance, repair and/or operation of District parks, grounds and LLAD’s; provides 

day-to-day leadership to assigned crews; coordinates the work of the unit with other District 

departments and divisions, outside agencies, community groups and the public. 

 Assures contractor compliance with all specifications; meets with contractors and bidders; verifies and 

contractors' request for additional work and associated costs; assists in development or revision of 

contract specifications and preparation of budgets based on area needs. 

 Performs the more difficult and complex maintenance and construction duties of the work unit, 

including reading and interpreting construction plans and specifications; provides technical assistance 
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to field crews; marks out USA sites; coordinates with contractors providing services to the District; 

performs inspections of construction and maintenance work in assigned areas of responsibility; assists 

with inspections on private and public improvement projects for adherence to District standards; 

responds to after-hours call-outs as assigned. 

 Ensures a safe working environment for staff and the public; schedules and performs road closures and 

lane restrictions on projects in highway locations and throughout the District; inspects public and 

private improvement sites for adherence to District standards; evaluates all District sites to maintain a 

clean and safe environment for the public; plans and implements staff training meetings. 

 Participates in the development of policies and procedures; recommends programs, projects and work 

assignments to Director of Parks and Planning; monitors work activities to ensure safe work practices, 

work quality and accuracy; coordinates and provides ongoing safety training programs; ensures 

compliance with applicable rules, policies and procedures; establishes performance goals for crews and 

individual employees. 

 Participates in the selection, training and evaluation of maintenance personnel; assumes responsibility 

for motivating and evaluating assigned personnel; provides necessary training; initiates disciplinary 

procedures as is appropriate. 

 Develops and maintains short and long-range maintenance schedules for the parks, landscapes, 

buildings, and related facilities; assists in the development of cost estimates for implementation of 

maintenance programs; maintains tracking systems for all work. 

 Develops schedules and methods for performing assigned duties; maintains appropriate work records 

and documents, which may include timesheets, work orders and inventories. 

 Participates in the budget preparation and monitors approved budgets; prepares project cost estimates; 

orders supplies, tools and materials; participates in the equipment procurement process; monitors and 

controls assigned supplies and equipment. 

 Responds to the more difficult questions and concerns from the general public, contractors and outside 

agencies; provides information as is appropriate and resolves public service or operational complaints; 

establishes and maintains a customer service orientation within the unit. 

 Establishes positive working relationships with representatives of community organizations, state/local 

agencies, District management and staff, and the public. 

 Performs related duties as required. 

 

QUALIFICATIONS 

 

Knowledge of: 

 
 Practices, techniques, equipment and materials used in supervising parks and facilities maintenance, 

construction, repair or operations. 
 The proper use of equipment, supplies, pesticides and related tools. 
 Principles and practices of employee supervision including work planning, assignment, review and 

evaluation, and staff training. 
 Operational characteristics of central irrigation systems. 
 Operational characteristics and safety requirements for operation of vehicles and other heavy and light 

equipment. 
 Methods and techniques of developing and implementing safe working practices.  
 Traffic safety control rules and regulations. 
 Defensive driving techniques. 
 Principles and practices of construction project oversight. 
 Principles and practices of administering a budget. 
 Basic mathematics.  
 Methods and techniques of scheduling work assignments. 
 Principles and practices of customer service. 
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 Methods and techniques for record keeping. 
 Methods and techniques of report preparation and business correspondence. 
 Professional English grammar, spelling, vocabulary and punctuation. 
 Modern office procedures including the use of computers and software applications relevant to the 

work performed. 
 Applicable federal, state and local laws, codes and regulations. 

 

Ability to: 
 

 Plan, organize, train, evaluate and direct work of assigned staff. 
 Supervise and direct the operations and activities of an assigned unit of the Parks and Planning 

Department. 
 Estimate time, materials and equipment needed to complete projects. 
 Read and understand plans and specifications. 
 Coordinate and conduct training programs for staff. 
 Respond to issues and concerns from the community. 
 Comprehend and correctly use a variety of informational documents such as technical guidelines, 

blueprints and drawings, Material Safety Data Sheets and related materials. 
 Prepare and submit traffic control plans to appropriate agencies. 
 Interpret, explain and apply applicable laws, codes and regulations. 
  Read, interpret and record data accurately. 
 Organize, prioritize and follow-up on work assignments. 
 Demonstrate strong customer service skills. 
 Work independently and as part of a team. 
 Make sound decisions within established guidelines. 
 Analyze a complex issue, and develop and implement an appropriate response.  
 Coordinate and respond to after-hours calls. 
 Work flexible hours, including evenings and weekends as business requires. 
 Observe and enforce safety principles and work in a safe manner. 
 Develop the proper attitudes toward safety and health in self and subordinates and ensure that all 

operations are performed with the utmost regard for the safety and health of all personnel, individuals, 
constituents and groups. 

 Operate modern office equipment including computers and specialized software applications relevant 
to work performed. 

 Follow written and oral directions. 
 Effectively communicate verbally and in writing. 
 Establish and maintain effective working relationships with those contacted in the course of work.  

 

Education and Experience: 
Any combination of training and experience that would provide the required knowledge, skills, and abilities 

is qualifying.  A typical way to obtain the required qualifications would be: 

 

Equivalent to completion of the twelfth (12th) grade and three (3) years of increasingly responsible parks 

and recreation grounds and facilities skilled maintenance experience, one (1) year of which must be in a 

lead or supervisory capacity. 
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Licenses and Certifications: 

 

 Possession of, or ability to obtain, a valid class C California driver's license. 

 Qualified APO (Aquatic Pool Operator) or CPO (Certified Pool Operator) Certification is required 

for positions responsible for maintenance of the District’s swimming pools. 

 Qualified Applicator Certificate issued by the California Department of Pesticide Regulation is 

required for positions responsible for maintaining plants, trees and shrubs.  

 Registration as NPSI - Certified Playground Safety Inspector is required for positions with 

responsibility for inspecting and maintaining playground equipment to ensure proper and safe 

operating conditions. 

 

PHYSICAL DEMANDS 

Must possess mobility to work in the field; strength, stamina, and mobility to perform medium to heavy 

physical work; to sit, stand, and walk on level and slippery surfaces; to reach, twist, turn, kneel, bend, stoop, 

squat, crouch, grasp and make repetitive hand movement in the performance of daily duties; to work in 

confined spaces and around machines, to climb and descend ladders, to operate varied hand and power tools 

and construction equipment, and to operate a motor vehicle and visit various District sites; vision to inspect 

and operate equipment, and to read printed materials and computer screens; and hearing and speech to 

communicate in person and over the telephone or radio.  The job involves fieldwork requiring frequent 

walking in operational areas to identify problems or hazards.  Finger dexterity is needed to operate and 

repair tools and equipment, and to access, enter, and retrieve data using a computer keyboard.  Employees 

must possess the ability to lift, carry, push, and pull materials and objects weighing an average of 50 pounds, 

or heavier weights up to 80 pounds, in all cases with the use of proper equipment. 

 

Some of these requirements may be accommodated for otherwise qualified individuals requiring and 

requesting such accommodations. 

 

ENVIRONMENTAL ELEMENTS 

 

Employees may work in an office environment with moderate noise levels, controlled temperature 

conditions, and no direct exposure to hazardous physical substances.   

 

Employees may work in the field and are exposed to loud noise levels, cold and hot temperatures, inclement 

weather conditions, road hazards, vibration, confining workspace, chemicals, mechanical and/or electrical 

hazards, hazardous physical substances and fumes, dust and air contaminants.  Employees may interact 

with upset staff and/or public and private representatives in interpreting and enforcing departmental policies 

and procedures.    

 

WORKING CONDITIONS 

 

May be required to be on-call and to work various shifts or emergencies on evenings, weekends, and 

holidays. 
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PROJECT AND PLANNING COORDINATOR 

 

DEFINITION 

 

Under general supervision and direction, assist and support the Director of Parks and Recreation and 

Principal Planner Parks and Planning Director with professional, technical and administrative work in the 

development, implementation, maintenance and review of advance and current planning; perform a wide 

variety of complex planning and project work related to landscaping, parks, trails and recreation facilities; 

manage construction of complex public works projects such as capital outlay, maintenance and repairs and 

other facility improvement projects utilizing outside contractors and funded from various sources, such as 

general fund, grants and donations; prepare, coordinate and update District Master Planning documents; 

develop special funding for the District through grants, contracts, and the creation of assessment districts; 

coordinate activities with other District departments, divisions and outside agencies and organizations; and 

performs related work as required. 

 

SUPERVISION RECEIVED AND EXERCISED 

Receives direction from the Principal Planner Parks and Planning Director with close collaboration with 

Parks Superintendent.  Incumbents in this class may exercise project based lead direction to Park 

Supervisors or Recreation Supervisors. 

 

CLASS CHARACTERISTICS 
The Project and Planning Coordinator is the advanced journey-level classification capable of performing 
the full range of technical and specialized duties within the Parks and Planning Department.  Positions at 
this level receive only occasional instruction as new or unusual situations arise and are fully aware of the 
operating procedures and policies of the work unit. This classification is distinguished from the higher 
classification of Parks and Planning DirectorPrincipal Planner in that the latter is responsible for the full-
range of advanced and complex professional planning duties. overall management of the Department.  
 

EXAMPLES OF TYPICAL JOB FUNCTIONS (Illustrative Only) 

Management reserves the right to add, modify, change, or rescind the work assignments of different 

positions and to make reasonable accommodations so that qualified employees can perform the essential 

functions of the job. 

 

 Participate in site analyses, master planning, designing, cost estimating and checking landscape 

architectural plans and drawings for accuracy and conformance to original design. 

 Review, check and make necessary corrections to landscape architectural plan and trail site plan 

drawings, designs, and estimates as prepared by consultants for accuracy, and conformance to original 

design. 

 Interpret District standards and specifications regarding facility development. 

 Prepare a variety of charts, graphs, maps, plans, and other illustrative materials for presentation to the 

Board’s Parks and Planning Committee and the Board of Directors.  

 Monitor project expenditures and maintain project account balances.  

 Analyze proposed projects for conformance with District’s plans and guidelines 

 Prepare and submit grant applications and necessary graphics for funding organizations. 
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 Monitor grant after award for compliance with funding regulations and qualifications. 

 Review District needs, conduct research to develop request for proposals (RFP) based on District’s 

requirements.  

 Compile a variety of information and adapt for staff reports and studies. 

 Attend Board Committee meetings, including the EDH CSD Board of Directors, community group 

meetings, County Planning Commission meetings, County Parks and Recreation Commission 

meetings, County Planning and developer meetings and advisory meetings.  Takes notes for distribution 

and follow up items. 

 Support/facilitate team meetings including tracking actions  

 Assist the Parks and Planning Director in budget development for the Parks and Planning Department.   

 Coordinate and participate in a variety of development, capital improvement, current and advanced 

planning, and related projects. 

 Review, analyze and respond in the processing of private and public initiated land-use planning 

projects, including tentative and final map processing, annexations, general plan amendments, and 

rezoning. 

 Work with project’s leader to define and track Project Plans, Risk Management Plans, project budget, 

task definitions and milestone activities. 

 Monitor and report project status for project milestones, documentation and deliverables 

 Support project leaders in producing internal-use presentations and reports summarizing and 

condensing project status and progress for executive management 

 Coordinate and follow up on activities, represent the District and assigned projects where necessary. 

Review projects for possible interference/variances to schedule; organize efforts to alleviate 

bottlenecks. 

 Coordinate design reviews; checklists, presentation, closure items etc. 

 Strong collaboration and direct participation during final preparations for reports – issues tracking, last 

minute changes, documentation version control and work closely with a variety of staff to approve 

project milestones.  

 Act as liaison with consulting project architects, engineers and contractors. 

 Establish positive working relationships with representatives of community organizations, state/local 

agencies and associations, District management and staff and the public. 

 Performs related duties as assigned. 

 Establish positive working relationships with representatives of community organizations, state/local 

agencies and associations, District management and staff and the public. 

 
QUALIFICATIONS 

 

Knowledge of: 

 Principles and practices of lead supervision and training 

 Standard office and administrative policies and procedures. 

 Basic principles and practices of land use as it relates to District projects. 

 Methods and techniques used in processing building permits and arranging building inspections. 

 Mathematical principles. 

 Principles and practices of public agency procurement and bid processes. 

 Principles and practices of public works project development. 

 Principles and practices of complex file and record retention. 

 Rules and regulations governing the conduct of public meetings. 

 Principles and practices of data collection and report preparation. 
 Principles and practices of customer service. 
 Professional English grammar, spelling, vocabulary and punctuation. 
 Modern office procedures including the use of computers and software applications relevant to the 

work performed including Word, Excel, Microsoft Project, PowerPoint, graphic and presentation 
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programs. 
 Applicable federal, state and local laws, codes and regulations related to assigned area. 

 

Ability to: 
 On a continuous basis, know and understand all aspects of the job.  Intermittently analyze work 

papers, reports and special projects; identify and interpret technical and numerical information; 
observe planning activities and problem solve when appropriate; understand, interpret and explain 
applicable ordinances and statutes and Department policies and procedures; visually differentiate 
between colors on land use maps. 

 Independently compile, analyze and evaluate technical and statistical information 
 Read and interpret maps and legal property descriptions; read and interpret applicable laws and 

regulations. 
 Monitor and review the work of others for proper completion and quality. 
 Read and understand building construction plans and drawings. 

 Apply and implement District policies and procedures in an accurate and consistent manner. 

 Use applicable office terminology, forms, documents and procedures in the course of the work. 

 Compose correspondence or documents. 

 Maintain flexible working hours and attend evening meetings as required. 

 Perform mathematical calculations quickly and accurately. 

 Organize, prioritize and follow-up on work assignment and meet critical deadlines. 

 Switch between many different projects quickly. 

 Work independently and as part of a team. 

 Make sound decisions within established guidelines. 

 Demonstrate strong customer service skills. 
 Develop the proper attitudes toward safety and health in self and subordinates and ensure that all 

operations are performed with the utmost regard for the safety and health of all personnel, individuals, 
constituents and groups. 

 Operate modern office equipment including computers and specialized software applications relevant 
to work performed including Word, Excel, Microsoft project, PowerPoint, graphic and presentation 
programs. 

 Follow written and oral directions. 
 Effectively communicate verbally and in writing. 
 Establish positive working relationships with representatives of community organizations, state/local 

agencies and associations, District management and staff and the public. 

 

Education and Experience: 
Any combination of training and experience that would provide the required knowledge, skills, and abilities 

is qualifying.  A typical way to obtain the required qualifications would be: 

 

Equivalent to completion of a Bachelor’s degree from an accredited college or university with major 

coursework in planning, land use, building management, construction management, architecture or 

engineering, and two (2) years of experience providing professional or technical support to planning, 

building or parks and recreation programs.  

 

Licenses and Certifications: 
 

 As assigned, positions with driving responsibilities require possession of, or ability to obtain, a 

valid class C California driver's license. 

 

Desirable: 
 International Conference of Building Officials (ICBO) certification is highly preferred. desirable 

 Project Management Professional (PMP) certification is highly preferred.desirable.  
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PHYSICAL DEMANDS 

 

Must possess mobility to work in a standard office setting and use standard office equipment, including a 

computer; to operate a motor vehicle and visit various District neighborhoods; vision to read printed 

materials and a computer screen; and hearing and speech to communicate in person and over the telephone.  

This is primarily a sedentary office classification although standing in work areas and walking between 

work areas may be required.  The job may involve fieldwork requiring frequent walking in operational 

areas. Finger dexterity is needed to access, enter, and retrieve data using a computer keyboard or calculator 

and to operate standard office equipment.  Positions in this classification occasionally bend, stoop, kneel, 

reach, push, and pull drawers open and closed to retrieve and file information.  Employees must possess 

the ability to lift, carry, push, and pull materials and objects up to 25 pounds. 

 

ENVIRONMENTAL ELEMENTS 

 

Employees typically work in an office environment with moderate noise levels, controlled temperature 

conditions, and no direct exposure to hazardous physical substances.  Employees may interact with upset 

staff and/or public and private representatives in interpreting and enforcing departmental policies and 

procedures.    
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Job Classifications Step 1 Step 1A Step 2 Step 2A Step 3 Step 3A Step 4 Step 4A Step 5 Step 5A

Communications Specialist Hourly $25.93 $26.58 $27.24 $27.92 $28.62 $29.34 $30.07 $30.82 $31.59 $32.38
 2W $2,074.40 $2,126.40 $2,179.20 $2,233.60 $2,289.60 $2,347.20 $2,405.60 $2,465.60 $2,527.20 $2,590.40

M $4,494.53 $4,607.20 $4,721.60 $4,839.47 $4,960.80 $5,085.60 $5,212.13 $5,342.13 $5,475.60 $5,612.53
A $53,934.40 $55,286.40 $56,659.20 $58,073.60 $59,529.60 $61,027.20 $62,545.60 $64,105.60 $65,707.20 $67,350.40

Executive Assistant/Clerk of The Board Hourly $28.25 $28.96 $29.68 $30.42 $31.18 $31.96 $32.76 $33.58 $34.42 $35.28
 2W $2,260.00 $2,316.80 $2,374.40 $2,433.60 $2,494.40 $2,556.80 $2,620.80 $2,686.40 $2,753.60 $2,822.40

M $4,896.67 $5,019.73 $5,144.53 $5,272.80 $5,404.53 $5,539.73 $5,678.40 $5,820.53 $5,966.13 $6,115.20
A $58,760.00 $60,236.80 $61,734.40 $63,273.60 $64,854.40 $66,476.80 $68,140.80 $69,846.40 $71,593.60 $73,382.40

Staff Services Analyst Hourly $32.64 $33.46 $34.30 $35.16 $36.04 $36.94 $37.86 $38.81 $39.78 $40.77
2W $2,611.20 $2,676.80 $2,744.00 $2,812.80 $2,883.20 $2,955.20 $3,028.80 $3,104.80 $3,182.40 $3,261.60
M $5,657.60 $5,799.73 $5,945.33 $6,094.40 $6,246.93 $6,402.93 $6,562.40 $6,727.07 $6,895.20 $7,066.80
A $67,891.20 $69,596.80 $71,344.00 $73,132.80 $74,963.20 $76,835.20 $78,748.80 $80,724.80 $82,742.40 $84,801.60

Parks/Grounds Superintendent Hourly $35.08 $35.96 $36.86 $37.78 $38.72 $39.69 $40.68 $41.70 $42.74 $43.81
2W $2,806.40 $2,876.80 $2,948.80 $3,022.40 $3,097.60 $3,175.20 $3,254.40 $3,336.00 $3,419.20 $3,504.80
M $6,080.53 $6,233.07 $6,389.07 $6,548.53 $6,711.47 $6,879.60 $7,051.20 $7,228.00 $7,408.27 $7,593.73
A $72,966.40 $74,796.80 $76,668.80 $78,582.40 $80,537.60 $82,555.20 $84,614.40 $86,736.00 $88,899.20 $91,124.80

Information Systems Manager Hourly $39.60 $40.59 $41.60 $42.64 $43.71 $44.80 $45.92 $47.07 $48.25 $49.46
2W $3,168.00 $3,247.20 $3,328.00 $3,411.20 $3,496.80 $3,584.00 $3,673.60 $3,765.60 $3,860.00 $3,956.80
M $6,864.00 $7,035.60 $7,210.67 $7,390.93 $7,576.40 $7,765.33 $7,959.47 $8,158.80 $8,363.33 $8,573.07
A $82,368.00 $84,427.20 $86,528.00 $88,691.20 $90,916.80 $93,184.00 $95,513.60 $97,905.60 $100,360.00 $102,876.80

Human Resources Manager Hourly $42.57 $43.64 $44.73 $45.85 $47.00 $48.18 $49.38 $50.61 $51.88 $53.18
2W $3,405.60 $3,491.20 $3,578.40 $3,668.00 $3,760.00 $3,854.40 $3,950.40 $4,048.80 $4,150.40 $4,254.40
M $7,378.80 $7,564.27 $7,753.20 $7,947.33 $8,146.67 $8,351.20 $8,559.20 $8,772.40 $8,992.53 $9,217.87
A $88,545.60 $90,771.20 $93,038.40 $95,368.00 $97,760.00 $100,214.40 $102,710.40 $105,268.80 $107,910.40 $110,614.40

Controller Hourly $41.60 42.64 43.71 44.80 45.92 47.07 48.25 49.46 50.70 51.97
2W 3328.00 3411.20 3496.80 3584.00 3673.60 3765.60 3860.00 3956.80 4056.00 4157.60
M 7210.67 7390.93 7576.40 7765.33 7959.47 8158.80 8363.33 8573.07 8788.00 9008.13
A 86528.00 88691.20 90916.80 93184.00 95513.60 97905.60 100360.00 102876.80 105456.00 108097.60

Director of Administration and Finance Hourly $46.85 $48.02 $49.22 $50.45 $51.71 $53.00 $54.33 $55.69 $57.08 $58.51
Director of Recreation 2W $3,748.00 $3,841.60 $3,937.60 $4,036.00 $4,136.80 $4,240.00 $4,346.40 $4,455.20 $4,566.40 $4,680.80

M $8,120.67 $8,323.47 $8,531.47 $8,744.67 $8,963.07 $9,186.67 $9,417.20 $9,652.93 $9,893.87 $10,141.73
A $97,448.00 $99,881.60 $102,377.60 $104,936.00 $107,556.80 $110,240.00 $113,006.40 $115,835.20 $118,726.40 $121,700.80

Director of Parks and Planning Hourly $50.37 $51.63 $52.92 $54.24 $55.60 $56.99 $58.41 $59.87 $61.37 $62.90
2W $4,029.60 $4,130.40 $4,233.60 $4,339.20 $4,448.00 $4,559.20 $4,672.80 $4,789.60 $4,909.60 $5,032.00
M $8,730.80 $8,949.20 $9,172.80 $9,401.60 $9,637.33 $9,878.27 $10,124.40 $10,377.47 $10,637.47 $10,902.67
A $104,769.60 $107,390.40 $110,073.60 $112,819.20 $115,648.00 $118,539.20 $121,492.80 $124,529.60 $127,649.60 $130,832.00

District Administrator/General Manager Hourly $86.27
2W $6,901.60
M $14,953.47
A $179,441.60

General Full-Time Wage Scale 
Unrepresented
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Step 1 Step 1A Step 2 Step 2A Step 3 Step 3A Step 4 Step 4A Step 5 Step 5A
Director of Parks and Recreation Hourly 50.79 52.06 53.36 54.69 56.06 57.46 58.90 60.37 61.88 63.43

2W 4,062.92 4,164.80 4,268.80 4,375.20 4,484.80 4,596.80 4,712.00 4,829.60 4,950.40 5,074.40
M 8,803.00 9,023.73 9,249.07 9,479.60 9,717.07 9,959.73 10,209.33 10,464.13 10,725.87 10,994.53
A 105,636.00 108,284.80 110,988.80 113,755.20 116,604.80 119,516.80 122,512.00 125,569.60 128,710.40 131,934.40

Director of Administration & Finance Hourly 50.79 52.06 53.36 54.69 56.06 57.46 58.90 60.37 61.88 63.43
2W 4,062.92 4,164.80 4,268.80 4,375.20 4,484.80 4,596.80 4,712.00 4,829.60 4,950.40 5,074.40
M 8,803.00 9,023.73 9,249.07 9,479.60 9,717.07 9,959.73 10,209.33 10,464.13 10,725.87 10,994.53
A 105,636.00 108,284.80 110,988.80 113,755.20 116,604.80 119,516.80 122,512.00 125,569.60 128,710.40 131,934.40

Principal Planner Hourly 48.25 49.46 50.70 51.97 53.27 54.60 55.97 57.37 58.80 60.27
2W 3,860.23 3,956.80 4,056.00 4,157.60 4,261.60 4,368.00 4,477.60 4,589.60 4,704.00 4,821.60
M 8,363.84 8,573.07 8,788.00 9,008.13 9,233.47 9,464.00 9,701.47 9,944.13 10,192.00 10,446.80
A 100,366.08 102,876.80 105,456.00 108,097.60 110,801.60 113,568.00 116,417.60 119,329.60 122,304.00 125,361.60

Parks Superintendent Hourly 40.15 41.15 42.18 43.23 44.31 45.42 46.56 47.72 48.91 50.13
Recreation Superintendent 2W 3,211.85 3,292.00 3,374.40 3,458.40 3,544.80 3,633.60 3,724.80 3,817.60 3,912.80 4,010.40

M 6,959.00 7,132.67 7,311.20 7,493.20 7,680.40 7,872.80 8,070.40 8,271.47 8,477.73 8,689.20
A 83,508.00 85,592.00 87,734.40 89,918.40 92,164.80 94,473.60 96,844.80 99,257.60 101,732.80 104,270.40

Park Manager Hourly 30.58 31.34 32.12 32.92 33.74 34.58 35.44 36.33 37.24 38.17
2W 2,446.40 2,507.20 2,569.60 2,633.60 2,699.20 2,766.40 2,835.20 2,906.40 2,979.20 3,053.60
M 5,300.53 5,432.27 5,567.47 5,706.13 5,848.27 5,993.87 6,142.93 6,297.20 6,454.93 6,616.13
A 63,606.36 65,187.20 66,809.60 68,473.60 70,179.20 71,926.40 73,715.20 75,566.40 77,459.20 79,393.60

Communications Officer Hourly 35.18 36.06 36.96 37.88 38.83 39.80 40.80 41.82 42.87 43.94
2W 2,814.61 2,884.80 2,956.80 3,030.40 3,106.40 3,184.00 3,264.00 3,345.60 3,429.60 3,515.20
M 6,098.33 6,250.40 6,406.40 6,565.87 6,730.53 6,898.67 7,072.00 7,248.80 7,430.80 7,616.27
A 73,179.96 75,004.80 76,876.80 78,790.40 80,766.40 82,784.00 84,864.00 86,985.60 89,169.60 91,395.20

Proposed Wage Scale Updates
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Assumption - monthly at Step 3 for calculations

Classification New Unfunded

Existing 

w/

Increase Increase Impact Comments

Director of Parks and Recreation X $29,151.21 $29,151.21 Three months' salary

Director of Administration and Finance X $29,151.21 $29,151.21 Three months' salary

Principal Planner X $27,700.41 $27,700.41 Three months' salary

Parks Superintendent X $2,906.79 $2,906.79 Three months salary increase

Recreation Superintendent X $23,041.20 $23,041.20 Three months' salary

Park Manager X $17,544.81 $17,544.81 Three months' salary

Communications Officer X $20,191.59 $20,191.59 Three months' salary

Director of Parks and Planning X $0.00 ($28,911.99) Unfunded (3 months)

Director of Recreation X $0.00 ($53,778.42) Unfunded (6 months)

Controller X $0.00 ($26,889.21) Unfunded (3 months)

Parks Supervisor X $0.00 ($79,435.20) Unfunded (12 months)

Communications Specialist X $0.00 ($14,882.40) Unfunded

Overall Increase $149,687.22

Unfunded Decrease ($203,897.22)

Total Increase -$54,210.00

Assumption - annual  at Step 3 for calculations

Classification New Unfunded

Existing 

w/

Increase Increase Impact Comments

Director of Parks and Recreation X $116,604.80 $116,604.80

Director of Administration and Finance X $116,604.80 $116,604.80 Difference of  new classification and unfunded Controller

Principal Planner X $110,801.60 $110,801.60

Parks Superintendent X $92,164.60 $11,627.00 Reflective of wage increase

Recreation Superintendent X $92,164.60 $92,164.60

Park Manager X $70,179.20 $70,179.20

Communications Officer X $80,766.40 $80,766.40

Difference of  new classification and unfunded Communications 

Specialist

Director of Parks and Planning X $0.00 ($115,648.00) Unfunded

Director of Recreation X $0.00 ($107,556.80) Unfunded

Controller X $0.00 ($95,113.60) Unfunded

Communications Specialist X $0.00 ($59,259.60) Unfunded

Overall Increase $679,286.00

Unfunded Decrease ($377,578.00)

Total Increase $301,708.00

Wage Impact Worksheet - Fiscal Year 20/21

Wage Impact Worksheet - Fiscal Year 21/22
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General Manager

1 FTE

Communications Officer

1 FTE

Communications Specialist

.47 FTE (x1)

Exec Asst/Clerk of the Board

1 FTE

Administrative Asst.

.47 FTE (x1)

Human Resources Manager

1 FTE

Staff Services Analyst

1 FTE

Director of Parks & Recreation

1 FTE

Recreation Supervisor

Seniors

1 FTE

Recreation Leader II

.47 FTE (x3)

Recreation Supervisor

Youth Services & Sports

1 FTE

Recreation Coordinator

1 FTE (x3)

Recreation Coordinator

.47 FTE (x1)

Principal Planner

1 FTE

Recreation Coordinator

1 FTE

Recreation Supervisor

Aquatics

1 FTE

Community

 

Board of Directors

 5

Administration & Finance

Director

1 FTE

Staff Services Analyst

1 FTE

Administrative Asst. II

.47 FTE (x1)

IT Technician

.47 FTE (x2)

Senior Accountant

1 FTE

Technology Vendor

IT Contract Services
Administrative Asst. II

.75 FTE (x1)

Office Asst.

.47 FTE (x2)

Administrative Asst. I

.47 FTE (x3)

Staff Services Analyst

1 FTE

El Dorado Hills CSD

Organizational Chart

1 YEAR PROJECTION

COMPLIANCE & DESIGN

REVIEW

Recreation Superintendent

1 FTE

RESIDENT

SERVICES

FINANCIAL

ACCOUNTING

CONTRACTING/

FRANCHISE SERVICES

Volunteer Coordinator

.47 FTE (x2)

Parks Supervisor

1 FTE

Parks Superintendent

1 FTE

Maintenance Aide 

.47 FTE (x10)

Administrative Asst.

.47 FTE (x1)

Park Manager

1 FTE

Maintenance Worker I/II

1 FTE (x10)
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