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TO: Board of Directors
FROM: Michael Glaze, General Manager

DATE: March 15, 2005

RE: Assistant General Manager - Finance
Agenda Item for 3/22/05 Board of Directors Meeting

Although South Feather Water and Power has been around for a long time, it has had to grow and
adjust organizationally through the years to accommodate operational, regulatory, technological and
community changes. Among the significant historical events that have impacted the organizational
structure are: (1) addition of a domestic-water distribution system; (2) development of the South
Feather Power Project; (3) building the Miners Ranch Treatment Plant and increasingly demanding
drinking water standards; (4) technological advances (e.g., computerized billing, GIS, electronic
communication, word processing, spreadsheets, etc.); and, (5) community growth spurts.

Organizational staffing changes and modifications are very apparent in the Power Division, Water
Division field operations, treatment plant personnel, and engineering staff. However, except for the
addition of a Manager of Information Systems in the mid-90s, our business division/customer-service
positions (number and functions) have not changed significantly in 30 to 50 years. Maintaining this
static “front-office” structure, even with all of the changes summarized above, has been facilitated
primarily by the effective utilization of technology, not only for billing and accounting, but
communications as well.

Over the past several years we have experienced an accelerated growth rate of new customers, an
ever-increasing need to incorporate and accommodate state-of-the-art accounting and finance
technology, as well as a need for assistance in the general and personnel administration of the Agency.
The front-office structure that has served us well for so many decades is now stretched beyond its ability
to effectively and efficiently meet the growing needs of our employees, customers and developers. An
organizational change is warranted that will provide us with the next level of professional knowledge,
skills and abilities in the management of our business division. To that end | am recommending that the
Board create and authorize the hiring of a qualified professional to fill the position of Assistant General
Manager — Finance.

As the attached proposed Position Specification details, the Assistant General Manager — Finance
position would be responsible for: (1) organizing and directing the Agency'’s financial planning and
Business Division; (2) providing assistance to the General Manager regarding the administration of
personnel, including labor negotiations; and, (3) providing assistance to the GM regarding general



administration of Agency business, including limited and prescribed authority to act for the GM in his/her
absence. The position would require a four-year degree in accounting or business administration, with
significant knowledge and experience in governmental accounting and financial reporting principles and
practices, as well as experience with computerized accounting systems and public fund management.

The action requested is as follows:
"I move approval of the Assistant General Manager - Finance position

specification, and authorize the General Manager to hire a qualified individual for
the job."



Job Title:
Division:

POSITION SPECIFICATION

Assistant General Manager - Finance
Business

General Description

Under the administrative direction of the General Manager, this is a confidential management position that
shall exercise independent judgment and will routinely exercise independent discretion in fulfilling the
following responsibilities:

a) Plans, organizes and directs the Agency’s financial planning;

)

i)

Vi)

Plans, organizes and directs the activities and daily operations of the Agency’s Business

Division.

(1) Directs Business Division personnel in the general accounting, payroll and purchasing
activities of the Agency, including the maintenance of general ledgers and related
subsidiary records.

(2) Trains and evaluates the performance of Business Division personnel.

(3) Screens, interviews, and will recommend action to General Manager in the hiring and
discipline of employees within the Agency’s Business Division. Will be the individual
imposing discipline in those matters, other than termination, as delegated by the General
Manager, or as authorized in the Agency’s personnel policy.

Plans, develops, implements and administers cash management (including all necessary

banking), debt management and investment programs. Investment programs, include, upon

appointment by the Board, exercise of fiduciary responsibility in the selection of depositories
and legally authorized investment programs available for the placement of funds not currently
needed for Agency operations. Provides periodic reports to the Board of Directors as required
regarding deposit status of Agency funds.

Performs professional accounting work in accordance with accepted accounting principles and

laws governing public utility accounting.

(1) Performs a variety of accounting duties, including the preparation and maintenance of
financial and statistical records, and fiscal and budgetary planning documents and reports.

(2) Screens, interviews, and recommends firms employed for performance of the Agency’s
annual audit.

Serves as the purchasing agent for the Agency.

(1) Develops purchasing regulations and procedures, including bid processes and
development of maintenance and service contracts.

Assists with the coordination and implementation of electronic data processing systems,

accounting and billing software, and performs related duties as required.

(1) Assists in the design of data input control procedures and data processing instructions for
accounting personnel.

Establishes, monitors, and updates as needed, procedures and policies for accounting and

purchasing methods and controls.



vii) Prepares the annual Water Division and Power Division budgets for presentation to the Board

of Directors.

(1) Monitors the annual budgets

(2) Develops the financial reports required by the Board of Directors, General Manager and
Division managers, including monthly and annual financial reports as required.

vii) Supervises and maintains the Agency’s various insurance policies to ensure appropriate
coverage.

Provides assistance to the General Manager regarding administration of personnel.

i) Assists General Manager in the financial analysis and determination of financial feasibility of
wage and benefit proposals from employee representatives, including participating in labor
negotiations as required.

i) Will serve in the General Manager's absence or as his/her designee as the Agency’s labor
negotiator.

ii) Maintains confidential employee records and personnel files.

iv) Manages personnel-related claims including disability and worker’'s compensation claims.

Provides assistance to the General Manager regarding general administration of Agency business.

i) Prepares written reports of personal analysis and evaluation of data, records, policies and/or
procedures.

i) Provides information and assistance to customers, contractors, vendors and representatives of
other governmental agencies regarding their business with the Agency.

iif) May act for the General Manager in his/her absence.

iv) Serves as claims manager as requested by the General Manager, including maintaining
communication and liaison with the Agency’s appointed legal counsel and maintenance of
Agency’s confidential litigation files. Participates in settlement negotiations and, with General
Manager, advises Board on litigation strategy and recommended resolution.

Prerequisite Qualifications

Knowledge of:
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Accounting, auditing, purchasing and budgeting principles and practices;

Governmental accounting principles and financial reporting practices.

Contract administration principles and procedures.

Data processing applications for accounting functions.

Modern office practices and standard office and accounting equipment.

Development and maintenance of fiscal controls.

General knowledge of state and federal statutes and regulations governing personnel relations.

Sufficient education, training, certifications and experience to demonstrate the knowledge, skills and
abilities listed above. These would normally be acquired by completion of the requirements for graduation
from an accredited college or university with a baccalaureate degree in accounting, business management,
financial management or planning, or a closely related field that has included a significant amount of
accounting coursework; and, five years of responsible professional governmental accounting and financial
planning experience that has included responsibilities in a variety of accounting functions involving
computerized accounting systems and the management of public or private funds.

Ability to accurately type at a minimum speed of 40 words per minute.



Ability to proficiently use, or quickly learn the accounting/billing, word-processing and spreadsheet software
used by Agency.

Valid California driver license and satisfactory driving record.

Must be bondable to an amount of at least $25,000 and to such greater amount as is determined by the
Board.

Basic Work Hours: 8:00 AM to 5:00 PM, Monday through Friday.

Salary: $68,000 - $90,000 annually.

Essential Job Duties:

The incumbent supervises professional, technical and clerical staff directly and through other supervisory
staff, and manages the Business Division. This position requires the frequent use of independent judgment
and consistent use of discretion in the areas of accounting, fund management, budgeting, personnel
management, and claims management. This position involves frequent communication orally,
telephonically and in writing. It requires sitting for extended periods, operation of a personal computer and
office equipment, grasping/holding, use of all fingers, normal vision, normal hearing, regular walking,
climbing stairs, standing, stooping, reaching, bending, occasionally lifting up to 35 pounds, and regularly
operating a motor vehicle.

Environmental Demands:

Outside: Seldom, if never, works outside in a variety of weather conditions ranging from snow to +100° F.
Inside: Almost always works indoors in temperature-controlled environment.

Fumes/Gases: Exposure to various colognes/perfumes and fumes/dust from printing cartridges.
Noise/Vibration: None.

Mental Requirements:

Reading: Reads letters, reports, memos, messages, complex financial documents, operating manuals for
office equipment.

Writing: Writes reports, letters, memos, messages; fills out forms and documents.

Math: Ability to calculate and perform complex statistical and mathematical functions commonly used in
special district accounting and financial management.

Reasoning:

1) Ability to analyze problems, generate and test alternatives.

2) High-level concentration and attention to detail for extended periods of time required to produce reports,
correspondence, and documents.



3) Ability to define problems, collect data, establish facts, and draw valid conclusions.
4) Ability to memorize and recall objects, properties thereof and persons.
5) Ability to analyze problems, generate and test alternatives

Repetition: Routine daily work practices, including keyboarding and operation of other office machines,
filing, posting, etc.

Personality:

1) Ability to work independently, prioritize work and make decisions regarding correct formatting of work
and implementation of it.

2) Ability to work with others and formulate appropriate instructions to achieve desired goals.

3) Ability to accommodate normal work-related stress situations with subordinates.

4) Ability to relate cooperatively with members of the public, and Agency personnel.

Communication Skills:
1) Ability to quickly organize and communicate thoughts orally and written.
2) Ability to understand communications from others.



