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RANCHO MURIETA COMMUNITY SERVICES DISTRICT
15160 Jackson Road, Rancho Murieta, CA 95683
Office - 916-354-3700 * Fax - 916-354-2082

PERSONNEL COMMITTEE

(Directors John Merchant and Randy Jenco)

Regular Meeting
November 5, 2019 at 7:30 a.m.

All persons present at District meetings will place their cellular devices in silent and/or vibrate mode (no ringing of any kind). During
meetings, these devices will be used only for emergency purposes and, if used, the party called/calling will exit the meeting room
for conversation. Other electronic and internet enabled devices are to be used in the “silent” mode. Under no circumstances will
recording devices or problems associated with them be permitted to interrupt or delay District meetings.

AGENDA

1. Call to Order

2. Comments from the Public

3. District Secretary Job Specification — Proposed Revision

4. General Manager Performance Evaluation Policy and Procedures
5. Directors & Staff Comments/Suggestions

6. Adjournment

In accordance with California Government Code Section 54957.5, any writing or document that is a public record, relates to an
open session agenda item and is distributed less than 72 hours prior to a regular meeting will be made available for public
inspection in the District offices during normal business hours. If, however, the documentis not distributed until the regular
meeting to which it relates, then the document or writing will be made available to the public at the location of the meeting.

Note: This agenda is posted pursuant to the provisions of the Government Code commencing at Section 54950. The date of this
posting is November 1, 2019. Posting locations are: 1) District Office; 2) Post Office; 3) Rancho Murieta Association; 4) Murieta
Village Association.
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MEMORANDUM

Date: November 4, 2019

To: Personnel Committee

From: Mark Martin, General Manager
Subject: Revised District Secretary Specification
RECOMMENDED ACTION

Review and recommend for Board review and approval the attached revised District Secretary specification.
BACKGROUND

Given the retirement of long-time District Secretary Suzanne Lindenfeld on November 1, 2019, and our need to
recruit for the position for the first time in years, we felt it prudent to update the specification to better reflect
the current needs of the position as it relates to minimum required educational attainment and experience in
use of workplace technology.

Attached are a redlined and non-redlined version of the proposed revision to the specification.

We plan to recruit for the District Secretary as soon as the revised specification is approved.
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RANCHO MURIETA COMMUNITY SERVICES DISTRICT
DISTRICT SECRETARY

DEPARTMENT: ADMINISTRATION

FLSA OVERTIME STATUS: EXEMPT
BARGAINING UNIT: N/A

APPROVED BY BOARD OF DIRECTORS — November 17, 2010 — DRAFT November 2019 — Revised with red-line

SUMMARY: Performs a variety of professional, high level, confidential and complex
administrative support duties using discretion and independent judgement for the General
Manager and Board of Directors in relation to District operations and on major
assignments. Independently manages the scheduling and preparation of the Board of
Directors’ and Committees’ agendas and minutes, functions as recording secretary for the
Board and completes related preparation and follow-up materials or action in support of
Board activities. Performs a variety of administrative support and official record
preparation, retention and maintenance duties. Notarizes a variety of legal documents.

SUPERVISION: Receives general direction from the General Manager.

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may
be assigned.

* Exercises discretion and independent judgment in the performance of
complex professional functions related to District operation and major
assignments.

* Prepares, assembles, publishes, files, manages and distributes agendas,
support documentation, and minutes of board and committee meetings,
public hearings, public and legal notices election documents, and conflict of
interest disclosure statements.

¢ Manages District election proceeding with Sacramento County; Files
Director and staff Statements of Economic Interests as well as other
documentation as necessary with the county and state and other appropriate
agencies and organizations.

* Attests the signature of the President of the Board of Directors on all
ordinances, resolutions, and other official documents.

* Establishes, publishes and posts ordinance, hearings, resolutions, and
board meetings and publishes and posts notices for bids as required by the
Brown Act and other statutes.
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¢ Attends meetings of the Board of Directors and other Committees in the
capacity of official recording secretary.

* Takes and transcribes minutes of proceedings for permanent records,
ensures that minutes and actions of the Board of Directors are properly
recorded and that subsequent actions are taken in compliance with the legal
requirements imposed on and by the Board.

* Manages and maintains preparation of newsletter and website and social media
eontactcommunications.

* Manages and maintains records management program in coordination with
other departments; prepares and maintains schedule of records retention
and destruction; maintains library;

¢ Formulates and responds to requests for information by Board members,
staff and the public, in compliance with adopted Board guidelines on official
records and documents.

¢ Conducts independent confidential, professional administrative and
technical, services for the General Manger, Board of Directors and other
staff; provides District-wide general support services such as public
information, document preparation, and communications.

e Manages conference scheduling and travel arrangements for General
Manager, Board of Directors and staff.

* Maintains files pertaining to election for Board of Directors and swears in
newly elected and re-elected Board members.

* Manages claims against the District; coordinates review, recommendations
and responses for closure of claims.

* Special projects as assigned.

QUALIFICATION REQUIREMENTS: To perform this job successfully, an individual must
be able to perform each essential duty satisfactorily. The requirements listed below are
representative of the knowledge, skil, and/or ability required. Reasonable
accommodations may be made to enable individuals with disabilities to perform the
essential functions.

Knowledge of modern office methods, procedures and equipment, and ability to
transcribe frem—dictation—machinefrom electronic recordings; Excellent English
usage, spelling, grammar, and punctuation; comprehensive filing and indexing
systems; computer—programs:—Wintermediate to advanced skill level in Word, Excel,
Powerpoint, ealendar-Outlook, Internet, social media and website creation and
maintenance. Experience with electronic file management, SharePoint file management

Z:\Personnel\Job Description 2016\District Secretary - exempt 11-2010.doc

2

““ ‘[Formatted: Left




aplus.

O

Z:\Personnel\Job Description 2016\District Secretary - exempt 11-2010.doc

3




Ability to manage the business and record keeping functions of the Board of Directors;
perform professional, difficult, responsible, complex and confidential administrative and
office support work and effectively relieve the General Manager of routine administrative
duties; manage difficult record keeping involved with the maintenance of official District
records, legal records, files, contracts, bonds, investments, and related records; prepare
clear, concise, and accurate records and reports; operate a personal computer at a skill
level and with the degree of accuracy to meet job requirements; utilize word processing,
spreadsheet and data base computer software and computer equipment; deal
professionally, knowledgeably and courteously with the public and other staff when
answering questions, inquiries and disseminating information about District functions,
business, and actions.

EDUCATION AND/OR EXPERIENCE: The following Amy—minimum combination of
training and experience, which would provide the required knowledge and ability, is
qualifying. A-typi N ir-thi it :

Education: AA degree or bequivalent business school coursework preferably in office
support and business management is highly desirable.
- on-_Hich.S - - .

Four years of extensive and increasingly responsible public agency administrative
experience, and extensive public contact.

LICENSE AND/OR CERTIFICATES: Possession of the category of California Driver's
license required by the State Department of Motor Vehicles to perform the essential duties
of the position. Continued maintenance of a valid driver's license, insurability, and
compliance with established District vehicle operation standards are a condition of
continuing employment. Obtain appointment as a Notary Public for the State of California
within six months of appointment to the position.

Appointment to this position is made in accordance with Chapter 2, Section 2 of the District
Code.

PHYSICAL DEMANDS: The physical demands described here are representative of
those that must be met by an employee to successfully perform the essential functions of
this job. Reasonable accommodations may be made to enable individuals with disabilities
to perform the essential functions.

While performing the duties of this job, the employee is regularly required to stoop, kneel,
crouch, or crawl. The employee frequently is required to stand, walk, sit, and climb or
balance. The employee is occasionally required to use hands to finger, handle, or feel
objects, tools, or controls; reach with hands and arms; talk or hear; and taste or smell.

Specific vision abilities required by this job include close vision, distance vision, color
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vision, peripheral vision, depth perception, and the ability to adjust focus.
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The employee must occasionally lift and/or move up to 25 pounds.

WORK ENVIRONMENT: The work environment characteristics described here are
representative of those an employee encounters while performing the essential functions
of this job. Reasonable accommodations may be made to enable individuals with
disabilities to perform the essential functions.

The noise level in the work environment is usually quiet.
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RANCHO MURIETA COMMUNITY SERVICES DISTRICT
DISTRICT SECRETARY

DEPARTMENT: ADMINISTRATION

FLSA OVERTIME STATUS: EXEMPT
BARGAINING UNIT: N/A

APPROVED BY BOARD OF DIRECTORS — November 17, 2010 — DRAFT November 2019 — Revised without red-line

SUMMARY: Performs a variety of professional, high level, confidential and complex
administrative support duties using discretion and independent judgement for the General
Manager and Board of Directors in relation to District operations and on major
assignments. Independently manages the scheduling and preparation of the Board of
Directors’ and Committees’ agendas and minutes, functions as recording secretary for the
Board and completes related preparation and follow-up materials or action in support of
Board activities. Performs a variety of administrative support and official record

preparation, retention and maintenance duties. Notarizes a variety of legal documents.

SUPERVISION: Receives general direction from the General Manager.

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may

be assigned.

Exercises discretion and independent judgment in the performance of
complex professional functions related to District operation and major
assignments.

Prepares, assembles, publishes, files, manages and distributes agendas,
support documentation, and minutes of board and committee meetings,
public hearings, public and legal notices election documents, and conflict of
interest disclosure statements.

Manages District election proceeding with Sacramento County; Files
Director and staff Statements of Economic Interests as well as other
documentation as necessary with the county and state and other appropriate
agencies and organizations.

Attests the signature of the President of the Board of Directors on all
ordinances, resolutions, and other official documents.

Establishes, publishes and posts ordinance, hearings, resolutions, and
board meetings and publishes and posts notices for bids as required by the
Brown Act and other statutes.
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* Attends meetings of the Board of Directors and other Committees in the
capacity of official recording secretary.

» Takes and transcribes minutes of proceedings for permanent records,
ensures that minutes and actions of the Board of Directors are properly
recorded and that subsequent actions are taken in compliance with the legal
requirements imposed on and by the Board.

* Manages and maintains preparation of newsletter and website and social media
communications.

* Manages and maintains records management program in coordination with
other departments; prepares and maintains schedule of records retention
and destruction; maintains library;

* Formulates and responds to requests for information by Board members,
staff and the public, in compliance with adopted Board guidelines on official
records and documents.

* Conducts independent confidential, professional administrative and
technical, services for the General Manger, Board of Directors and other
staff; provides District-wide general support services such as public
information, document preparation, and communications.

* Manages conference scheduling and travel arrangements for General
Manager, Board of Directors and staff.

* Maintains files pertaining to election for Board of Directors and swears in
newly elected and re-elected Board members.

* Manages claims against the District; coordinates review, recommendations
and responses for closure of claims.

* Special projects as assigned.

QUALIFICATION REQUIREMENTS: To perform this job successfully, an individual must
be able to perform each essential duty satisfactorily. The requirements listed below are
representative of the knowledge, skill, and/or ability required. Reasonable
accommodations may be made to enable individuals with disabilities to perform the
essential functions.

Knowledge of modern office methods, procedures and equipment, and ability to
transcribe from electronic recordings; Excellent English usage, spelling, grammar,
and punctuation; comprehensive filing and indexing systems; intermediate to
advanced skill level in Word, Excel, Powerpoint, Outlook, Internet, social media and
website creation and maintenance. Experience with electronic file management,
SharePoint file management a plus.
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Ability to manage the business and record keeping functions of the Board of Directors;
perform professional, difficult, responsible, complex and confidential administrative and
office support work and effectively relieve the General Manager of routine administrative
duties; manage difficult record keeping involved with the maintenance of official District
records, legal records, files, contracts, bonds, investments, and related records; prepare
clear, concise, and accurate records and reports; operate a personal computer at a skill
level and with the degree of accuracy to meet job requirements; utilize word processing,
spreadsheet and data base computer software and computer equipment; deal
professionally, knowledgeably and courteously with the public and other staff when
answering questions, inquiries and disseminating information about District functions,
business, and actions.

EDUCATION AND/OR EXPERIENCE: The following minimum combination of training
and experience, which would provide the required knowledge and ability, is qualifying.

Education: AA degree or equivalent business school coursework preferably in office
support and business management is highly desirable.

Four years of extensive and increasingly responsible public agency administrative
experience, and extensive public contact.

LICENSE AND/OR CERTIFICATES: Possession of the category of California Driver's
license required by the State Department of Motor Vehicles to perform the essential duties
of the position. Continued maintenance of a valid driver's license, insurability, and
compliance with established District vehicle operation standards are a condition of
continuing employment. Obtain appointment as a Notary Public for the State of California
within six months of appointment to the position.

Appointment to this position is made in accordance with Chapter 2, Section 2 of the District
Code.

PHYSICAL DEMANDS: The physical demands described here are representative of
those that must be met by an employee to successfully perform the essential functions of
this job. Reasonable accommodations may be made to enable individuals with disabilities
to perform the essential functions.

While performing the duties of this job, the employee is regularly required to stoop, kneel,
crouch, or crawl. The employee frequently is required to stand, walk, sit, and climb or
balance. The employee is occasionally required to use hands to finger, handle, or feel
objects, tools, or controls; reach with hands and arms; talk or hear; and taste or smell.

Specific vision abilities required by this job include close vision, distance vision, color
vision, peripheral vision, depth perception, and the ability to adjust focus.
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The employee must occasionally lift and/or move up to 25 pounds.

WORK ENVIRONMENT: The work environment characteristics described here are
representative of those an employee encounters while performing the essential functions
of this job. Reasonable accommodations may be made to enable individuals with
disabilities to perform the essential functions.

The noise level in the work environment is usually quiet.
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MEMORANDUM

Date: November 4, 2019

To: Personnel Committee

From: Mark Martin, General Manager

Subject: Draft General Performance Evaluation Policy and Form
RECOMMENDED ACTION

Review and discuss draft General Manager Performance Evaluation Policy and Evaluation Form
BACKGROUND

During the 2018 General Manager performance evaluation, it became clear there was not a standard process in
place by which to review the General Manager’s performance on an annual basis. During a Special Board
Meeting on the topic, President Clark was tasked to prepare a draft policy. The draft policy is included with this
packet. The Board also agreed they liked the format of a GM evaluation form used by another agency. This
form has been modified with recommended edits of Board members and is attached in draft form as Attachment
A to the included draft policy document.

Page | 1



Category: Personnel Policy # 2020-XX

Title: General Manager Performance Evaluation Policy [DRAFT]

PURPOSE

The purpose of the General Manager (GM) Evaluation Palicy is to provide a documented process that the
Board shall follow when assessing the GM’s performance, providing him/her with feedback, and
determining his/her compensation on an annual basis.

OBJECTIVES

Evaluating the performance of the GM is one of the most important duties of the RMCSD Board of Directors.
Accordingly, the process should be designed to include the active participation of all Directors.

Establish an orderly, effective and efficient process occurring on a set annual schedule, that will facilitate
Board and GM common understanding of Performance in the prior year. The evaluation should be consistent
with the GM Job Description, contract and Board Desired criteria.

Provide information to facilitate GM compensation level in time for the subsequent Fiscal Year.

Establish a one-time compensation adjustment process to align the GM contract dates and District
Fiscal Year schedule.

Provide information to facilitate alignment of Board Goals and objectives for the subsequent year.

Staff members reporting to the GM should generally not play a role in the evaluation process unless requested
by the Board, except to the extent that they have an official, requested role in assisting the Board.
Policy Guidelines

Annual Evaluation Form

The GM Performance Evaluation Form sets out the criteria to be used by the Directors in evaluating the
GM'’s performance each year. As a guideline, a copy of the example GM Performance Evaluation Form
is attached as Exhibit A. The Board may elect modifications of this form as deemed appropriate.

Evaluation Criteria

In determining the performance criteria to be incorporated in the GM Performance Evaluation Form, the
following guidelines shall be observed:



e To the extent possible, the criteria should be objective in nature.
e The criteria should address the GM’s performance in meeting annual business objectives/Goals.

e The criteria should address the GM’s leadership competencies, including the following: vision and
strategy; maximizing talent; leading change; technical expertise; Fiscal strategy and
management; and judgment and decision making.

e The criteria should address the GM’s performance in carrying out ongoing responsibilities. These
responsibilities include overseeing day-to-day operations, implementing new strategies, resource
development, Fiscal management, and external/community relations.

e The criteria should include consideration of independent, positive initiatives identified and
implemented.

e The criteria should also provide an overall evaluation rating as well as an opportunity for each
Director to suggest specific ways in which the GM may improve performance in the future.

Evaluation Timetable

General Manager annual evaluation process shall proceed in parallel with the annual budget process
and be finalized prior to publication of the draft annual budget in April of each year.

In January of each year, the Board, in conjunction with the General Manager, will begin discussion of,
and develop a draft of Goals in preparation for the upcoming Fiscal year.

In February of each year, the GM will provide a self-evaluation to the Board for its consideration in the
annual evaluation process. The Board will appoint an evaluation management committee consisting of
two Board Directors. At the same meeting, all Board Directors will be given GM Performance Evaluation
forms to be completed and returned to the Committee.

Once the Evaluation Committee receives the evaluation forms, the Committee shall review the forms and
create a summary of the evaluations, giving full consideration of the General Managers self-evaluation
(“Summary”) to give to the Board for review and comment.

A Board executive session shall be convened to discuss the summary evaluation with the General
Manager.

Subsequent to the discussion, the GM may be excused from the meeting to allow the Board to conduct
further discussions.

The Board may address the process or compensation negotiation as discussed in further detail in
Compensation Section below.

Compensation Package

Upon completion of the annual performance evaluation, the Board shall establish the compensation of
the GM for the following year and direct Staff to amend the GM contract to incorporate the Board
approved changes. In doing so, the Board should consider to the following guidelines or principles:

The Compensation package should be arrived at initially through a negotiation process involving the



Board Chair, or designee, and the GM. The final decision, however, rests with the Board.

The Board Chair has discretion to create an ad hoc committee to gather and evaluate data to assist in
the compensation process. The Board Chair would be the de facto Chair of any such committee.

The compensation package established each year should be progressive in that it is not necessarily
constrained or dictated by the previous years’ practices or general industry practices.

Should compensation include a bonus or incentive-based element, the Board will establish with the GM
specific and objective criteria that will serve as the basis for awarding said bonus or incentive element.

Per the Ralph M. Brown Act, the Board may discuss in closed session whether to authorize the GM to
receive an increase in compensation or benefits, but any discussion on the amount and scope of change
to the compensation package will occur in open session, unless the Board consults with its designated
negotiator in closed session consistent with Government Code section 54957.6 (see footnote 2).

Any action on the GM’s compensation and/or benefits must occur in open session at a regular meeting
of the Board.

Determining the structure of the compensation package, the Board may incorporate the following
elements as it deems appropriate: Salary; Bonus; Performance incentives; Perquisites; Benefits.

The Board may adjust the compensation contract dates to retroactively synchronize them with the annual
budget process. One of two methods may be considered and utilized, either regressively or proactively
adjusting using a monthly percentage adjustment.

Approved Rancho Murieta Community Services District Adopted
Board of Directors




Rancho Murieta CSD

Community Services District

General Manager Performance Evaluation

Employee:

Hire Date:

Classification: General Manager

Rating Period:

Type of Review: [ ] Annual

[ ] Other

OVERALL PERFORMANCE RATING

Exceeds Standards

Individual gives valuable
service to the District; such
performance consistently
exceeds what is reasonably
expected of the General
Manager.

Meets Standard

Individual consistently
demonstrates that essential
job responsibilities are fully
performed as expected from

the General Manager.

Does Not Meet Standards

Individual does not
consistently meet job
responsibilities.

[]

[]

President, Board of Trustees

Date

Board Member, Immediate Past-President

Date

Board Member, Future President

Date

| hereby certify that | have received this performance evaluation. | understand that my
signature does not necessarily mean that | agree with all the ratings or comments.

General Manager

Date




PERFORMANCE FACTORS

SECTION A. JOB KNOWLEDGE
Extent to which General Manager demonstrates job knowledge and is aware of current
developments in his/her field.

1. Understands and Communicates Key Issues Affecting the District — Extent to which the
General Manager understands and communicates current social, political and economic
trends and operating problems of Rancho Murieta Community Services District (District)
with the Board (i.e., with respect to Federal, State, and Regional, and District level issues).

Exceeds Standards

Meets Standards

Does Not Meet Standards

Effectively anticipates,
understands, and identifies
issues that the Board needs to
be advised. Has the ability to
effectively translate complex
information into user-friendly
terms. Expertly navigates
difficult and sensitive
situations.

Ability to understand and
communicate issues related to
the District as expected of a
General Manager.

Does not demonstrate ability to
understand and/or communicate
issues to the Board at the level
expected of a General Manager.

[

]

]

2. Political Awareness — Extent to which the General Manager is not political, but is
politically aware and understands the political issues involved in identifying and setting
goals to solve the District’s goals and objectives. problems.

Exceeds Standards

Meets Standards

Does Not Meet Standards

Demonstrates outstanding
ability to comprehend the
“whole picture” of an issue
and identify solutions and
goals to proactively navigate
and address.

Ability to understand issues
and identify solutions and
goals to resolve as expected of
a General Manager.

Does not demonstrate the
required level or ability to identify
potential and/or current political
issues to proactively address.

[

[

[

3. Industry Knowledge - Extent to which the General Manager has an overall working
knowledge of Special Services Districts and industry standards.

Exceeds Standards

Meets Standards

Does Not Meet Standards

Demonstrates significant
knowledge of District Services,
and the industry standards.
Using that knowledge, provides
guidance to staff to ensure the
District serves the public.

Has knowledge of the District
and an understanding of
industry standards. Ensures the
work done by the District
adequately serves the public.

Lacks the level of knowledge
regarding the District and
industry standards to effectively
ensure District business is
adequately performed.

[

[

[

SECTION A. JOB KNOWLEDGE RATING SUMMARY




Extent to which General Manager demonstrates job knowledge and is aware of current
developments, trends and legislation in his/her field. impacting the District.

Exceeds Standards

Meets Standards

Does Not Meet Standards

Has well-rounded knowledge
in all phases of the job, and
possesses willingness to seek
subject matter experts as
needed. Has exceptional
ability in some areas while
demonstrating strong
expertise within all key areas
of responsibilities.

Has knowledge of duties and
essential functions to do the
job and is competent in

performance responsibilities.

Demonstrates significant gaps in
knowledge of duties and essential
functions or does not
demonstrate sustainable
performance.

]

Job Knowledge Comments:

SECTION B. CONSTRUCTIVE RELATIONSHIPS
Extent to which the General Manager builds internal and external relationships that ensures

collaboration.

1. Working Relationships - Extent to which the General Manager builds effective working

relations with the Board.

Exceeds Standards

Meets Standards

Does Not Meet Standards

Creates a partnership with
Board members and Board
Committees that promotes and
maintains the growth of
positive collaborative working
relationships. Equally
responsive and accessible to
all Board members. Treats
Board members with respect
and fairness.

Deals positively with the
Board. Establishes and
maintains working relations
with the Board and Board
committees.

Has difficulties working with the
Board or does not consistently
develop or maintain effective
working relationships.

[

[

[

2. Communication — Ability to effectively articulate in written and verbal communications

with the Board.




Exceeds Standards

Meets Standards

Does Not Meet Standards

Communication is proactive,
effective and appropriately
communicates with all
stakeholders. Demonstrates
the ability to communicate
assertively without causing
negative reactions.

Communicates in a clear and
concise manner, both orally
and in writing. Demonstrates
good judgment in selecting the
proper mode of
communications.

Struggles to effectively
communicate either orally or in
writing. Does not actively listen.
May have oral or written skills
below the expected standard for
the General Manager.
Communicates in a manner that
does not convey a favorable
image of the District.

]

]

]

3. Support in Policy Making — Extent to which the General Manager adequately supports
the Board in its policy making role.

Exceeds Standards

Meets Standards

Does Not Meet Standards

Proactively identifies and
brings to the Board’s attention
needed policy projects. Works
effectively with the Board to
identify options and develop
policies.

Provides support to Board to
identify and resolve policy
decisions.

Does not provide needed support
to the Board to facilitate policy
making.

L]

L]

L]

4. Public Communication — Extent to which the General Manager manages channels of
communication with the public and partner agencies, community stakeholders.

Exceeds Standards

Meets Standards

Does Not Meet Standards

Proactively identifies effective
channels of communication
regarding District programs
and services such as social
media, neighborhood
meetings, and District web site.

Ensure District programs and
services are communicated to
the public and partner
agencies.

District programs and services
are not adequately
communicated to the public and
partner agencies.

L

L

L

5. Intergovernmental Collaboration - Extent to which the General Manager promotes the
District’s collaboration and cooperative relations with other public agencies.

Exceeds Standards

Meets Standards

Does Not Meet Standards

4




Demonstrates ability to ensure | Has established-collaborative Employee fails to create and/or
the District’s collaboration with | and cooperative relationships promote a collaborative approach
other public agencies that is with other public agencies. with other public agencies.
beyond the performance
expected. Ensures staff
involvement, as appropriate.
Values partner agencies’
participation. Promptly and
effectively addresses
conflicting interests.

[] L] [

SECTION B. CONSTRUCTIVE RELATIONSHIPS RATING SUMMARY
Extent to which the General Manager builds internal and external relationships that ensures
collaboration.

Exceeds Standards Meets Standards Does Not Meet Standards
Proactively demonstrates the Ensures ongoing collaborative | Is not effective in establishing
abilities in initiating, building internal and external and/or maintaining constructive
and consistently maintaining relationships are established internal and/or external
internal and external and maintained. relationships.

constructive relationships that
promote collaboration that
benefits the District.

L] L] L]

Constructive Relationships Comments:

SECTION C. LEADERSHIP AND MANAGEMENT
Extent to which the General Manager exhibits effective leadership and management skills to
accomplish the District’s mission.

1. Leadership - The ability of the General Manager to lead the way to an inspiring future
with a shared vision based upon the Board'’s directed organizational goals, policies, and
priorities.

Exceeds Standards Meets Standards Does Not Meet Standards

Positively influences outcomes | Understands the Board’s vision | Does not demonstrate ability to

by setting appropriate short for the growth of the District carry out the Board's vision or is
and long term goals and and works with District staff to | inconsistent in supporting the
strategies for staff that take supportive actions to Board’s vision.

supports the Board’s vision for | support that vision.
District. Catalyzes the
transition from “good to great”
results.

] ] ]

2. Financial Stewardship — Extent to which the General Manager manages the preparation
of a budget, manages the established budget and utilizes financial resources efficiently.

Exceeds Standards Meets Standards Does Not Meet Standards




Oversight and management of
the budget process and
throughout the fiscal year,
consistently monitors and
anticipates overages in the
budget and reacts proactively.
Manages financial and material
resources; utilizes cost saving
measure appropriately.

Leads the budget process and
exercises effective cost control.
Strives to ensure the District
stays within budget.

Minimizes the necessity of
overtime whenever possible.
Management of purchasing
regulations and process.

Does not demonstrate
appropriate knowledge and
management of the budget.
budget process, and/or budget
management. Consistently is not
able to exercise effective cost
control.

]

]

]

3. Human Resources Management — Supports District goals

resource management.

and objectives through human

Exceeds Standards

Meets Standards

Does Not Meet Standards

Successfully supports the
District’s goals and objectives
by providing leadership and
management to recruit,
develop, and retain highly
competent staff. Provides staff
opportunities and recognition
of their value to the team.

Demonstrates consistent
employee management.
Personnel issues are handled
appropriately and
professionally. Recognizes
employees and gives them a
sense of achievement for a job
well done.

Inconsistent in ability to address
personnel issues in either a
timely or appropriate manner.
Employees and/or the team are
stagnant in their development.

L]

[

L]

4. Strategic Ability - Demonstrates the ability to plan, implement, and manage strategic
change through long term planning while allowing for flexibility in changing conditions.

Exceeds Standards

Meets Standards

Does Not Meet Standards

Successfully aligns District
resources and actions to
support and carry out the
Board'’s direction/vision.
Consistently exhibits flexibility
to quickly and effectively meet
changing conditions and
capitalize on new opportunities
as they arise while still
adhering to the vision of the
Board.

Directs District resources to
support the Board’s
direction/vision. Demonstrates
the ability to plan and
implement strategic change
and displays optimism ad
enthusiasm in meeting
challenges.

Inability to effectively manage
strategic change to support the
Board’s direction/vision or
discounts the Board’s direction.

[

[

[

SECTION C. LEADERSHIP AND MANAGEMENT RATING SUMMARY

Extent to which the General Manager exhibits effective leadership and management skills to
accomplish the District's mission.

Exceeds Standards Meets Standards Does Not Meet Standards




Exhibits the ability to be an
inspired leader with the ability
to inspire and motivate others,
while effectively using
management skills to
administer and ensure District
work successfully contributes
to the District’s mission and
vision.

Demonstrates ability to make
decisions, provide direction
with confidence and to gain
commitment from organization
to carry out the District’s
mission and vision.

Does not demonstrate ability to
project confidence and authority
in area of expertise. Inability to
manage a team. Inconsistent in
making timely decisions or
appropriate decisions.

L]
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Constructive Relationships Comments:

GOALS

Rating Period Goals

Next Rating Period Goals

OVERALL PERFORMANCE COMMENTS
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