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                                            Irvine Ranch Water District, CA
                                    
            
                            
                    Irvine, California, United States
                
                    

        
            General Description  We are excited to announce that we are accepting applications for the position of    Water Operations Manager!      The District    Irvine Ranch Water District (IRWD) is a progressive, values-driven agency, with an international reputation for its leading-edge financial management practices, water recycling program, water use efficiency practices, water banking, urban runoff treatment, and energy generation and storage. Established in 1961 as a California Water District under the provisions of the California Water Code, IRWD is an independent special district serving central Orange County. IRWD provides high-quality drinking water, reliable sewage collection and treatment, ground-breaking recycled water programs, and environmentally sound urban runoff treatment to its customers. As an independent, not-for-profit public agency, IRWD is governed by a publicly elected five-member Board of Directors. The Board is responsible for the District's policies and decision-making. Day-to-day operations are supervised by the General Manager. Additional information can be found at the District's website: www.IRWD.com.  The Water Operations Manager, under general administrative direction, is responsible for managing, directing, and safely integrating the planning, operation and maintenance, budgeting, and personnel of the District’s water treatment facilities and distribution infrastructure.  This position receives administrative direction from and reports to the Director of Recycling Operations, directs the work of subordinate supervisors and employees assigned to the Water Operations department and is responsible for operations and federal and state regulations regarding the water treatment, production, storage, and water and recycled water distribution. As a management position, this position will also interface and coordinate with other departments and other members of the IRWD Management Team. Irvine Ranch Water District practices shared values that drive the character, culture, and capacity of our organization, and all managers are expected to champion these values.  Summary of Duties   The following is a non-exclusive list of essential duties and responsibilities. The duties listed below are intended only as illustrations of the various types of work that may be performed. The omission of specific duties does not exclude them from the position if the work is similar or related as determined by the incumbent’s supervisor.    Manage domestic and recycled water system operators in the operation and maintenance of turnouts, wells, pipelines, valves, pumps, control structures, chlorination stations, treatment plants, hydroelectric power stations and reservoirs.   Oversee the operation and management of advanced treatment systems, including but not limited to Reverse Osmosis, Nanofiltration, and Micro Filtration treatment plants.   Ability to analyze the District’s treatment facilities and implement operational changes as required to ensure safe and efficient operation.   Supervise and oversee the use of the water treatment and distribution system control and monitoring systems.   Provide input and direction on the development and administration of system reports, graphics, alarm points, control schemes, etc.   Assist in the management of the District’s groundwater pumping and imported water programs.   Provide on-going training of operators in the operation of the Supervisory Control and Data Acquisition (SCADA) systems.   Plan, organize, analyze, and evaluate domestic and recycle water system operational modes.   Plan and implement operational changes to ensure system reliability, acceptable water quality, water conservation and minimize cost of service.   Develop annual Potable Water and Recycled Water reservoir management plans to forecast usage, demands, manage reservoir elevation and storage, water supply available, and the purchase of treated and untreated water. Responsible for the implementation and updating of the plan.   Prepare various weekly, monthly, and semi-annual reports including reservoir surveillance, water, and energy usage regarding System Operations.  Prepare technical and non-technical reports on plant operations, flows, and plant parameters. Prepare and present operational plans and special studies as needed. Oversee and manage the monitoring, tracking, and historicizing of required operational and process data from SCADA and other sources needed to develop regulatory compliance and process performance reporting. This includes but is not limited to the District’s Operational database, Enterprise Asset Management software, and reporting systems (WIMS, Maximo, etc.).   Supervise major pipelines, pump station, reservoir and turnout shutdowns and tests.   Coordinate major operational changes with the Engineering, Water Recycling, and Customer Service Departments.   Safety is a key Value at IRWD, and this position will support and advocate for safe practices. Ensure appropriate safety training for work being performed by assigned staff. Ensure safety meetings (tailgates) are held bi-weekly. Conduct planned visual safety inspections and report findings to the Safety office monthly. All employees are required to notify their supervisor and the Safety Office of any sub-standard working conditions.   Train System Operators in procedures and system operations techniques, including adjustment of pressure control structures, handling of chemical systems, maintenance of system monitoring and control equipment and testing and repair of system components.  Assist in the development, administration, and enforcement of District policies and procedures as approved by the General Manager and the Board of Directors, including assisting Operations management team in the interpreting of existing and new policies and procedures.   Assist in preparation of the District’s bi-annual operating budget for Water Operations.   Preparing data for quarterly and annual O&M budget performance reporting.   Initiate requests and follow all District procurement policies for purchase of chemicals, supplies, parts, materials, tools, and equipment required to efficiently operate the department. Prepare and present justifications for large purchases of equipment as needed. Review and approve invoices for materials purchased.   Ensure an effective communications log regarding plant procedures and maintenance is maintained.   Conduct regular department meetings.   Participate in regular managerial and supervisory meetings.   Participate in the recruitment, selection, counseling, and training of employees.   Review and evaluate performance of assigned personnel on a timely basis; recommend salary adjustments, promotions, and disciplinary action for assigned staff. Review and prepare feedback comments on preliminary construction project plans from Technical Services and consulting engineering firms as needed.   Attend pre-construction and planning/design meetings for water treatment infrastructure and distribution system facilities.   Respond to emergencies and participate in the scheduled emergency standby program as needed. Responsible for all other work-related duties.   Qualifications  A combination of education and experience equivalent to a bachelor’s degree in one of the following areas: Environmental Science, Chemistry, Water Utility Science, Water Treatment, or a closely related field. Six years of progressively responsible experience in water utility systems operation and management, with four of those six years in a supervisory capacity.   Proficiency in the use of Microsoft Office suite (Excel, Word, PowerPoint), Microsoft Access, Microsoft Project, Enterprise Asset Management software (Maximo), and budgeting software is highly desirable.   LICENSES/CERTIFICATIONS:     Valid Class C California Driver's License required.  Valid Grade T4 Water Treatment Operator Certificate issued by the State of California State Water Resources Control Board required. Selected candidate must be able to obtain a valid T5 W ater Treatment Operator Certificate issued by the State of California State Water Resources Control Board within twenty-four (24) months from the date of appointment.   Valid Grade D5 Water Distribution Operator Certificate issued by the State of California State Water Resources Control Board preferred. Selected candidate must be able to obtain a valid D5 W ater Distribution Operator Certificate issued by the State of California State Water Resources Control Board within twenty-four (24) months from the date of appointment.     Additional Information    IRWD Corporate Values    Irvine Ranch Water District believes that its values drive the character, culture, and capacity of our organization. IRWD was built on values, and we weave them into the fabric of everything we do. Values are the ingredients in our recipe for both institutional and individual success. They are a code of conduct to promote positive outcomes for others and ourselves. They are more than words on a wall or a website. We live by them every day. We pledge to keep them relevant in an ever-changing world.  IRWD's employees enjoy working in a safe, supportive, and nurturing environment where they form strong bonds with fellow employees. To ensure effective communication and promote a collaborative team environment, employees report to work each day in the office or in the field, depending on their positions.    The physical and mental demands described below are representative of those that must be met by employees to successfully perform the essential functions of this class. Reasonable accommodations may be made to enable individuals with disabilities to perform essential functions.     Language Ability and Interpersonal Communication  Ability to communicate effectively with all levels of office/field employees and management. Represent District in a professional manner when dealing with outside suppliers and customers. Ability to explain, demonstrate and clarify to others within well established policies, procedures and standards, as well as the ability to follow specific instructions and respond to simple and difficult requests from others.    Mathematical Ability  Ability to add, subtract, multiply, divide and calculate percentages, fractions and decimals.    Judgment and Situational Reasoning Ability  Ability to use good personal judgment and discretion in performing all job functions. Must be self-motivated and have excellent oral/written communication skills. Must be organized with the ability to multi-task and make decisions independently.   Physical Requirements  Will lift 80 pounds on a routine basis. Must be certified annually to wear respiratory equipment. Must be clean shaven such that any facial hair does not interfere with the fit of self-contained breathing apparatus.    Environmental Adaptability  Noise level may be higher than the typical office environment. Ability to work in an environment which may expose employee to hazardous materials and environment.  IRWD offers a comprehensive benefits package for eligible employees and their eligible dependents. These benefits include the following: retirement benefits; medical, dental, vision, and life insurance; anda variety of other benefits. Benefits may vary based on employment status. This benefits overview is intended to be a summary, is not intended to be all-inclusive,and may not be applicable to all employees.   Retirement   Employees hired on or after January 1, 2013:  The District, in compliance with the California Public Employees' Pension Reform Act of 2012 (PEPRA), implemented a third tier for new employees hired on or after January 1, 2013. New employees hired on or after January 1, 2013 who have not been in PERS membership or in membership with a reciprocal retirement system within 6 months of hire date will receive benefits under the California Public Employees Retirement System at a 2 percent at age 62 formula. This formula gradually increases to a maximum benefits of 2.5 percent at age 67. Final compensation calculations will be based on the highest three-year average of regular recurring pay. The District pays the employer's share of these costs. The employee share of the pension cost of 7.50% is paid in full by the employees hired under this formula.   Employees hired on or after September 29, 2012 or "Classic" PERS members hired on or after January 1, 2013:  On September 24, 2012, the IRWD Board of Directors approved the addition of a second tier to the CalPERS retirement benefits. New employees hired on or after September 29th through December 31, 2012, and employees hired on or after January 1, 2013 who have been in PERS membership or in membership with a reciprocal retirement system, will receive benefits under the California Public Employees Retirement System at 2 percent at age 60 formula. This formula gradually increases to a maximum benefit of 2.418% at age 63. The District pays the employer share of these costs and the employee share of the pension cost of 7% is paid in full by the employees hired under this formula. Final retirement compensation calculations are based on the highest three-year average of regular, recurring pay.  IRWDdoes not participate or pay into Social Security except for the Medicare portion.   Medical Insurance  IRWD contracts with CalPERS for medical insurance coverage. Employees may elect coverage from a variety of PPO and HMO plans. The employee and District contribution for health insurance varies by plan.Coverage is effective the first day of the month following the date of hire.   Dental Insurance  IRWD contracts with Delta Dental for dental coverage.IRWD pays 100% of the premium for dental coverage for eligible employees and their eligible dependents. Coverage is effective the first day of the month following the date of hire.   Vision Insurance  IRWD contracts with the EyeMed for vision coverage. IRWD pays 100% of the premium for vision coverage for eligible employees and their eligible dependents. Coverage is effective the first day of the month following the date of hire.   Life Insurance  Elgible employees are provided with life insurance coverage equal to three or four times their annual salary, depending on their level of compensation. Eligible dependents are also covered for a flat benefit amount. Coverage is effective the first day of the month following the date of hire.   Deferred Compensation  Participation in adeferred compensation plan is available through Empower Retirement. Enrollment is voluntary and contributions are employee-paid and subject to IRS limits. The District matches employee contributions up to 3% of base pay after 1 year of employment.   Paid Vacation  Eligible employees begin accruing vacation benefits at the rate of 80 hours per year for the first 5 years of employment and are eligible to use paid vacation time after 6 months of employment. Employees accrue 120 hours per year after 5 years of employment and 160 hours per year after 10 years of employment.   Paid Holidays  The District offers 11 scheduled paid holidaysplus one personal holiday per year.   Sick Leave  Eligible employees accrue 96 hours of sick leave annually.   Flexible Spending Accounts  Eligible employees may elect to participate in the District's Flex Advantage program. This program allows employees to deposit pre-tax dollars into special accounts to be used for a variety of purposes, including paying for qualified miscellaneous health care expenses and dependent care expenses. IRWD contracts with a third party administer to process payments from employee accounts using claim forms or a Flex Spending debit card.   Educational Assistance  The District will share in the pre-approved educational costs of tuition and books for employees who wish to attend college or take certification classes.
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        General Description  We are excited to announce that we are accepting applications for the position of    Water Operations Manager!      The District    Irvine Ranch Water District (IRWD) is a progressive, values-driven agency, with an international reputation for its leading-edge financial management practices, water recycling program, water use efficiency practices, water banking, urban runoff treatment, and energy generation and storage. Established in 1961 as a California Water District under the provisions of the California Water Code, IRWD is an independent special district serving central Orange County. IRWD provides high-quality drinking water, reliable sewage collection and treatment, ground-breaking recycled water programs, and environmentally sound urban runoff treatment to its customers. As an independent, not-for-profit public agency, IRWD is governed by a publicly elected five-member Board of Directors. The Board is responsible for the District's policies and decision-making. Day-to-day operations are supervised by the General Manager. Additional information can be found at the District's website: www.IRWD.com.  The Water Operations Manager, under general administrative direction, is responsible for managing, directing, and safely integrating the planning, operation and maintenance, budgeting, and personnel of the District’s water treatment facilities and distribution infrastructure.  This position receives administrative direction from and reports to the Director of Recycling Operations, directs the work of subordinate supervisors and employees assigned to the Water Operations department and is responsible for operations and federal and state regulations regarding the water treatment, production, storage, and water and recycled water distribution. As a management position, this position will also interface and coordinate with other departments and other members of the IRWD Management Team. Irvine Ranch Water District practices shared values that drive the character, culture, and capacity of our organization, and all managers are expected to champion these values.  Summary of Duties   The following is a non-exclusive list of essential duties and responsibilities. The duties listed below are intended only as illustrations of the various types of work that may be performed. The omission of specific duties does not exclude them from the position if the work is similar or related as determined by the incumbent’s supervisor.    Manage domestic and recycled water system operators in the operation and maintenance of turnouts, wells, pipelines, valves, pumps, control structures, chlorination stations, treatment plants, hydroelectric power stations and reservoirs.   Oversee the operation and management of advanced treatment systems, including but not limited to Reverse Osmosis, Nanofiltration, and Micro Filtration treatment plants.   Ability to analyze the District’s treatment facilities and implement operational changes as required to ensure safe and efficient operation.   Supervise and oversee the use of the water treatment and distribution system control and monitoring systems.   Provide input and direction on the development and administration of system reports, graphics, alarm points, control schemes, etc.   Assist in the management of the District’s groundwater pumping and imported water programs.   Provide on-going training of operators in the operation of the Supervisory Control and Data Acquisition (SCADA) systems.   Plan, organize, analyze, and evaluate domestic and recycle water system operational modes.   Plan and implement operational changes to ensure system reliability, acceptable water quality, water conservation and minimize cost of service.   Develop annual Potable Water and Recycled Water reservoir management plans to forecast usage, demands, manage reservoir elevation and storage, water supply available, and the purchase of treated and untreated water. Responsible for the implementation and updating of the plan.   Prepare various weekly, monthly, and semi-annual reports including reservoir surveillance, water, and energy usage regarding System Operations.  Prepare technical and non-technical reports on plant operations, flows, and plant parameters. Prepare and present operational plans and special studies as needed. Oversee and manage the monitoring, tracking, and historicizing of required operational and process data from SCADA and other sources needed to develop regulatory compliance and process performance reporting. This includes but is not limited to the District’s Operational database, Enterprise Asset Management software, and reporting systems (WIMS, Maximo, etc.).   Supervise major pipelines, pump station, reservoir and turnout shutdowns and tests.   Coordinate major operational changes with the Engineering, Water Recycling, and Customer Service Departments.   Safety is a key Value at IRWD, and this position will support and advocate for safe practices. Ensure appropriate safety training for work being performed by assigned staff. Ensure safety meetings (tailgates) are held bi-weekly. Conduct planned visual safety inspections and report findings to the Safety office monthly. All employees are required to notify their supervisor and the Safety Office of any sub-standard working conditions.   Train System Operators in procedures and system operations techniques, including adjustment of pressure control structures, handling of chemical systems, maintenance of system monitoring and control equipment and testing and repair of system components.  Assist in the development, administration, and enforcement of District policies and procedures as approved by the General Manager and the Board of Directors, including assisting Operations management team in the interpreting of existing and new policies and procedures.   Assist in preparation of the District’s bi-annual operating budget for Water Operations.   Preparing data for quarterly and annual O&M budget performance reporting.   Initiate requests and follow all District procurement policies for purchase of chemicals, supplies, parts, materials, tools, and equipment required to efficiently operate the department. Prepare and present justifications for large purchases of equipment as needed. Review and approve invoices for materials purchased.   Ensure an effective communications log regarding plant procedures and maintenance is maintained.   Conduct regular department meetings.   Participate in regular managerial and supervisory meetings.   Participate in the recruitment, selection, counseling, and training of employees.   Review and evaluate performance of assigned personnel on a timely basis; recommend salary adjustments, promotions, and disciplinary action for assigned staff. Review and prepare feedback comments on preliminary construction project plans from Technical Services and consulting engineering firms as needed.   Attend pre-construction and planning/design meetings for water treatment infrastructure and distribution system facilities.   Respond to emergencies and participate in the scheduled emergency standby program as needed. Responsible for all other work-related duties.   Qualifications  A combination of education and experience equivalent to a bachelor’s degree in one of the following areas: Environmental Science, Chemistry, Water Utility Science, Water Treatment, or a closely related field. Six years of progressively responsible experience in water utility systems operation and management, with four of those six years in a supervisory capacity.   Proficiency in the use of Microsoft Office suite (Excel, Word, PowerPoint), Microsoft Access, Microsoft Project, Enterprise Asset Management software (Maximo), and budgeting software is highly desirable.   LICENSES/CERTIFICATIONS:     Valid Class C California Driver's License required.  Valid Grade T4 Water Treatment Operator Certificate issued by the State of California State Water Resources Control Board required. Selected candidate must be able to obtain a valid T5 W ater Treatment Operator Certificate issued by the State of California State Water Resources Control Board within twenty-four (24) months from the date of appointment.   Valid Grade D5 Water Distribution Operator Certificate issued by the State of California State Water Resources Control Board preferred. Selected candidate must be able to obtain a valid D5 W ater Distribution Operator Certificate issued by the State of California State Water Resources Control Board within twenty-four (24) months from the date of appointment.     Additional Information    IRWD Corporate Values    Irvine Ranch Water District believes that its values drive the character, culture, and capacity of our organization. IRWD was built on values, and we weave them into the fabric of everything we do. Values are the ingredients in our recipe for both institutional and individual success. They are a code of conduct to promote positive outcomes for others and ourselves. They are more than words on a wall or a website. We live by them every day. We pledge to keep them relevant in an ever-changing world.  IRWD's employees enjoy working in a safe, supportive, and nurturing environment where they form strong bonds with fellow employees. To ensure effective communication and promote a collaborative team environment, employees report to work each day in the office or in the field, depending on their positions.    The physical and mental demands described below are representative of those that must be met by employees to successfully perform the essential functions of this class. Reasonable accommodations may be made to enable individuals with disabilities to perform essential functions.     Language Ability and Interpersonal Communication  Ability to communicate effectively with all levels of office/field employees and management. Represent District in a professional manner when dealing with outside suppliers and customers. Ability to explain, demonstrate and clarify to others within well established policies, procedures and standards, as well as the ability to follow specific instructions and respond to simple and difficult requests from others.    Mathematical Ability  Ability to add, subtract, multiply, divide and calculate percentages, fractions and decimals.    Judgment and Situational Reasoning Ability  Ability to use good personal judgment and discretion in performing all job functions. Must be self-motivated and have excellent oral/written communication skills. Must be organized with the ability to multi-task and make decisions independently.   Physical Requirements  Will lift 80 pounds on a routine basis. Must be certified annually to wear respiratory equipment. Must be clean shaven such that any facial hair does not interfere with the fit of self-contained breathing apparatus.    Environmental Adaptability  Noise level may be higher than the typical office environment. Ability to work in an environment which may expose employee to hazardous materials and environment.  IRWD offers a comprehensive benefits package for eligible employees and their eligible dependents. These benefits include the following: retirement benefits; medical, dental, vision, and life insurance; anda variety of other benefits. Benefits may vary based on employment status. This benefits overview is intended to be a summary, is not intended to be all-inclusive,and may not be applicable to all employees.   Retirement   Employees hired on or after January 1, 2013:  The District, in compliance with the California Public Employees' Pension Reform Act of 2012 (PEPRA), implemented a third tier for new employees hired on or after January 1, 2013. New employees hired on or after January 1, 2013 who have not been in PERS membership or in membership with a reciprocal retirement system within 6 months of hire date will receive benefits under the California Public Employees Retirement System at a 2 percent at age 62 formula. This formula gradually increases to a maximum benefits of 2.5 percent at age 67. Final compensation calculations will be based on the highest three-year average of regular recurring pay. The District pays the employer's share of these costs. The employee share of the pension cost of 7.50% is paid in full by the employees hired under this formula.   Employees hired on or after September 29, 2012 or "Classic" PERS members hired on or after January 1, 2013:  On September 24, 2012, the IRWD Board of Directors approved the addition of a second tier to the CalPERS retirement benefits. New employees hired on or after September 29th through December 31, 2012, and employees hired on or after January 1, 2013 who have been in PERS membership or in membership with a reciprocal retirement system, will receive benefits under the California Public Employees Retirement System at 2 percent at age 60 formula. This formula gradually increases to a maximum benefit of 2.418% at age 63. The District pays the employer share of these costs and the employee share of the pension cost of 7% is paid in full by the employees hired under this formula. Final retirement compensation calculations are based on the highest three-year average of regular, recurring pay.  IRWDdoes not participate or pay into Social Security except for the Medicare portion.   Medical Insurance  IRWD contracts with CalPERS for medical insurance coverage. Employees may elect coverage from a variety of PPO and HMO plans. The employee and District contribution for health insurance varies by plan.Coverage is effective the first day of the month following the date of hire.   Dental Insurance  IRWD contracts with Delta Dental for dental coverage.IRWD pays 100% of the premium for dental coverage for eligible employees and their eligible dependents. Coverage is effective the first day of the month following the date of hire.   Vision Insurance  IRWD contracts with the EyeMed for vision coverage. IRWD pays 100% of the premium for vision coverage for eligible employees and their eligible dependents. Coverage is effective the first day of the month following the date of hire.   Life Insurance  Elgible employees are provided with life insurance coverage equal to three or four times their annual salary, depending on their level of compensation. Eligible dependents are also covered for a flat benefit amount. Coverage is effective the first day of the month following the date of hire.   Deferred Compensation  Participation in adeferred compensation plan is available through Empower Retirement. Enrollment is voluntary and contributions are employee-paid and subject to IRS limits. The District matches employee contributions up to 3% of base pay after 1 year of employment.   Paid Vacation  Eligible employees begin accruing vacation benefits at the rate of 80 hours per year for the first 5 years of employment and are eligible to use paid vacation time after 6 months of employment. Employees accrue 120 hours per year after 5 years of employment and 160 hours per year after 10 years of employment.   Paid Holidays  The District offers 11 scheduled paid holidaysplus one personal holiday per year.   Sick Leave  Eligible employees accrue 96 hours of sick leave annually.   Flexible Spending Accounts  Eligible employees may elect to participate in the District's Flex Advantage program. This program allows employees to deposit pre-tax dollars into special accounts to be used for a variety of purposes, including paying for qualified miscellaneous health care expenses and dependent care expenses. IRWD contracts with a third party administer to process payments from employee accounts using claim forms or a Flex Spending debit card.   Educational Assistance  The District will share in the pre-approved educational costs of tuition and books for employees who wish to attend college or take certification classes.
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            Manager of Biosolids and Energy Recovery Operations
        

        
            
            
                                            Irvine Ranch Water District, CA
                                    
            
                            
                    Irvine, California, United States
                
                    

        
            General Description  Under general administrative direction, our Manager of Biosolids and Energy Recovery Operations will plan, organize, and manage the safe and efficient operation of the Michelson biosolids handling and resource recovery facilities. Develop policies and procedures and prepare and administer the facilities’ annual budget. Comply with all State and Federal regulations for injury and illness prevention and hazardous substance control, including all required monitoring, inspecting, and reporting.    As a management position, this position will also interface and coordinate with other departments and other members of the IRWD Management Team. Irvine Ranch Water District practices shared values that drive the character, culture, and capacity of our organization, and all managers are expected to champion these values.   Summary of Duties  Manage and coordinate the safe and effective operations of the biosolids and energy recovery facilities to ensure compliance with all applicable federal, state, and local laws and statutes. Manage and coordinate the operations of the Biosolids and Energy Recovery Facilities in the areas of sludge thickening, fats, oils, and grease (FOG) and food-waste receiving and addition, anaerobic digestion, solids dewatering, sludge drying, biosolids residual marketing, digester gas handling, and energy recovery.  Support the management of and coordination with the operations of the District’s water recycling plant that includes preliminary, primary, secondary activated sludge, Membrane Bio Reactor (MBR), tertiary filtration, Ultraviolet (UV) and chemical disinfection processes, and recycled water pump station. Serve as Designated Chief Plant Operator for the District’s water recycling facilities as needed.  Implement a Performance Management program for the Biosolids and Energy Recovery Facility specific to the setting and tracking of Key Performance Indicators (KPIs) to achieve optimal safety and efficiency.  Maintain and improve biosolids processing and operation procedures.  Develop and administer operator training and cross-training plans.  Ensure State Water Resources Control Board operator certification requirements and all other permit requirements are met. Develop and implement plans to support the advancement of individual operator certification levels.  Review and evaluate construction plans, specifications, and proposals.  Maintain an effective communications log regarding plant procedures and maintenance.  Inspect facility for efficient operation of equipment and request and coordinate appropriate repair or replacement.  Prepare technical and non-technical reports on facility operations, flows, and plant parameters.   Oversee and manage the monitoring, tracking, and historizing of required operational and process data from SCADA and other sources needed to develop regulatory compliance and process performance reporting. This includes but is not limited to District’s Operational database and reporting systems (WIMS, LIMS, etc.).  Manage the requisition of chemicals, supplies, and capital items required for efficient facility operations and coordinate their delivery with vendors and District’s Purchasing department.  Comply with District health & safety programs and safety work-related practices and attend relevant safety training. Ensure appropriate safety training for work being performed by assigned staff. Ensure safety meetings (tailgates) are held bi-weekly. Conduct planned visual safety inspections and report findings to the Safety office monthly.   Assist in the development, administration, and enforcement of District policies and procedures as approved by the General Manager and the Board of Directors, including assisting Recycling Operations management team in the interpreting of existing and new policies and procedures.  Assist supervisors in preparing budgetary data and monitoring quarterly and annual O&M budget performance.  Initiate requests and follow all District procurement policies for purchase of parts, materials, tools, and equipment required to efficiently operate the department. Prepare and present justifications for large purchases of equipment as needed. Review and approve invoices for materials purchased.  Establish and maintain effective communications with staff, as well as other departments and sections.  Participate in the selection, counseling, and training of employees; and determine appropriate productivity standards for subordinate employees and measure staff performance accordingly.   Provide information to regulatory agencies, community groups, the general public, and others as required.   Advise the Director of Recycling Operations of significant operational and District issues.   Responsible for all other work-related duties as assigned.   KNOWLEDGE OF:     Principles, theories, operational requirements, standards, and equipment used in the safe and effective operation and maintenance of biosolids and energy recovery facilities.  Proficiency in the use of Microsoft Office suite (Excel, Word, PowerPoint), Microsoft Access, Microsoft Project, Enterprise.  Familiar with and able to implement progressive, innovative, best-practice technologies for operation and maintenance of biosolids and energy recovery facilities. Knowledgeable with asset management and maintenance strategies for biosolids infrastructure.   Asset management software programs, such as Maximo.  Developing, reviewing, and updating Standard Operating Procedures (SOPs) for process monitoring, equipment operation, lockout/tag out (LOTO), and other safety and emergency response related tasks.  Practices, uses, classifications and requirements of biosolids, soil amendments, and fertilizers.  A general knowledge of principles, practices, methods and techniques of public and private sales and marketing procedures and strategies including evaluating markets and setting prices is desirable.  Facility permit conditions and discharge limits including those associated with emissions and with sewage discharge and disposal.  Applicable and pertinent federal, state, and local laws, rules, regulations, and procedures including those established by the Southern California Air Quality Management District (SCAQMD), the Environmental Protection Agency (EPA), and OSHA rules and regulation if applicable.  Federal and state regulations regarding the production, sale, and use of biosolid materials.   Research methods and statistical analysis techniques.  Principles and practices of effective management and supervision.  Basic principles and practices of organization and culture change.  Principles and practices of sound business communications.  Safety policies and safe work practices applicable to the work.    Qualifications   Education:     A combination of education and experience equivalent to a bachelor’s degree in one of the following areas: biology, chemistry, management, and wastewater treatment, biosolids treatment, water recycling or water treatment or a closely related field.     Experience:      Six (6) years progressively responsible experience in the operation of a secondary, biosolids, and tertiary water recycling plant, with four (4) of those six (6) years in a supervisory capacity.  Proficiency in the use of Microsoft Office suite (Excel, Word, PowerPoint), Microsoft Access, Microsoft Project, Enterprise is required.  Asset Management software (Maximo), and budgeting software is highly desirable.     License/Certifications Required:      Valid Class ‘C’ California Driver’s License.  Valid Grade V Wastewater Treatment Plant Operators Certificate issued by the California State Water Resources Control Board.    Additional Information    IRWD Corporate Values    Irvine Ranch Water District believes that its values drive the character, culture, and capacity of our organization. IRWD was built on values, and we weave them into the fabric of everything we do. Values are the ingredients in our recipe for both institutional and individual success. They are a code of conduct to promote positive outcomes for others and ourselves. They are more than words on a wall or a website. We live by them every day. We pledge to keep them relevant in an ever-changing world.   IRWD's employees enjoy working in a safe, supportive, and nurturing environment where they form strong bonds with fellow employees. To ensure effective communication and promote a collaborative team environment, employees report to work each day in the office or in the field, depending on their positions.    The physical and mental demands described below are representative of those that must be met by employees to successfully perform the essential functions of this class. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.   Language Ability and Interpersonal Communication  Ability to communicate effectively with all levels of office, management, and field employees. Represent District in a professional manner when dealing with outside professionals and vendors.  Mathematical Ability  Ability to add, subtract, multiply, and divide and calculate percentages, decimals, and fractions.  Judgment and Situational Reasoning Ability  Ability to use good personal judgment and discretion in performing all job functions. Ability to remain calm in crisis and emergency situations. Ability to use discretion when handling and disseminating sensitive and/or confidential information.  Physical Requirements  Regularly required to sit, bend, stoop, and stand. Occasionally required to lift up to 50 lbs.  Environmental Adaptability  Noise level is generally equivalent to a typical office environment. Ability to work in an environment which may expose employees to hazardous materials and environment. Occasional visits to District facilities where noise level may be higher than typical office environment.  IRWD offers a comprehensive benefits package for eligible employees and their eligible dependents. These benefits include the following: retirement benefits; medical, dental, vision, and life insurance; anda variety of other benefits. Benefits may vary based on employment status. This benefits overview is intended to be a summary, is not intended to be all-inclusive,and may not be applicable to all employees.   Retirement   Employees hired on or after January 1, 2013:  The District, in compliance with the California Public Employees' Pension Reform Act of 2012 (PEPRA), implemented a third tier for new employees hired on or after January 1, 2013. New employees hired on or after January 1, 2013 who have not been in PERS membership or in membership with a reciprocal retirement system within 6 months of hire date will receive benefits under the California Public Employees Retirement System at a 2 percent at age 62 formula. This formula gradually increases to a maximum benefits of 2.5 percent at age 67. Final compensation calculations will be based on the highest three-year average of regular recurring pay. The District pays the employer's share of these costs. The employee share of the pension cost of 7.50% is paid in full by the employees hired under this formula.   Employees hired on or after September 29, 2012 or "Classic" PERS members hired on or after January 1, 2013:  On September 24, 2012, the IRWD Board of Directors approved the addition of a second tier to the CalPERS retirement benefits. New employees hired on or after September 29th through December 31, 2012, and employees hired on or after January 1, 2013 who have been in PERS membership or in membership with a reciprocal retirement system, will receive benefits under the California Public Employees Retirement System at 2 percent at age 60 formula. This formula gradually increases to a maximum benefit of 2.418% at age 63. The District pays the employer share of these costs and the employee share of the pension cost of 7% is paid in full by the employees hired under this formula. Final retirement compensation calculations are based on the highest three-year average of regular, recurring pay.  IRWDdoes not participate or pay into Social Security except for the Medicare portion.   Medical Insurance  IRWD contracts with CalPERS for medical insurance coverage. Employees may elect coverage from a variety of PPO and HMO plans. The employee and District contribution for health insurance varies by plan.Coverage is effective the first day of the month following the date of hire.   Dental Insurance  IRWD contracts with Delta Dental for dental coverage.IRWD pays 100% of the premium for dental coverage for eligible employees and their eligible dependents. Coverage is effective the first day of the month following the date of hire.   Vision Insurance  IRWD contracts with the EyeMed for vision coverage. IRWD pays 100% of the premium for vision coverage for eligible employees and their eligible dependents. Coverage is effective the first day of the month following the date of hire.   Life Insurance  Elgible employees are provided with life insurance coverage equal to three or four times their annual salary, depending on their level of compensation. Eligible dependents are also covered for a flat benefit amount. Coverage is effective the first day of the month following the date of hire.   Deferred Compensation  Participation in adeferred compensation plan is available through Empower Retirement. Enrollment is voluntary and contributions are employee-paid and subject to IRS limits. The District matches employee contributions up to 3% of base pay after 1 year of employment.   Paid Vacation  Eligible employees begin accruing vacation benefits at the rate of 80 hours per year for the first 5 years of employment and are eligible to use paid vacation time after 6 months of employment. Employees accrue 120 hours per year after 5 years of employment and 160 hours per year after 10 years of employment.   Paid Holidays  The District offers 11 scheduled paid holidaysplus one personal holiday per year.   Sick Leave  Eligible employees accrue 96 hours of sick leave annually.   Flexible Spending Accounts  Eligible employees may elect to participate in the District's Flex Advantage program. This program allows employees to deposit pre-tax dollars into special accounts to be used for a variety of purposes, including paying for qualified miscellaneous health care expenses and dependent care expenses. IRWD contracts with a third party administer to process payments from employee accounts using claim forms or a Flex Spending debit card.   Educational Assistance  The District will share in the pre-approved educational costs of tuition and books for employees who wish to attend college or take certification classes.
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        General Description  Under general administrative direction, our Manager of Biosolids and Energy Recovery Operations will plan, organize, and manage the safe and efficient operation of the Michelson biosolids handling and resource recovery facilities. Develop policies and procedures and prepare and administer the facilities’ annual budget. Comply with all State and Federal regulations for injury and illness prevention and hazardous substance control, including all required monitoring, inspecting, and reporting.    As a management position, this position will also interface and coordinate with other departments and other members of the IRWD Management Team. Irvine Ranch Water District practices shared values that drive the character, culture, and capacity of our organization, and all managers are expected to champion these values.   Summary of Duties  Manage and coordinate the safe and effective operations of the biosolids and energy recovery facilities to ensure compliance with all applicable federal, state, and local laws and statutes. Manage and coordinate the operations of the Biosolids and Energy Recovery Facilities in the areas of sludge thickening, fats, oils, and grease (FOG) and food-waste receiving and addition, anaerobic digestion, solids dewatering, sludge drying, biosolids residual marketing, digester gas handling, and energy recovery.  Support the management of and coordination with the operations of the District’s water recycling plant that includes preliminary, primary, secondary activated sludge, Membrane Bio Reactor (MBR), tertiary filtration, Ultraviolet (UV) and chemical disinfection processes, and recycled water pump station. Serve as Designated Chief Plant Operator for the District’s water recycling facilities as needed.  Implement a Performance Management program for the Biosolids and Energy Recovery Facility specific to the setting and tracking of Key Performance Indicators (KPIs) to achieve optimal safety and efficiency.  Maintain and improve biosolids processing and operation procedures.  Develop and administer operator training and cross-training plans.  Ensure State Water Resources Control Board operator certification requirements and all other permit requirements are met. Develop and implement plans to support the advancement of individual operator certification levels.  Review and evaluate construction plans, specifications, and proposals.  Maintain an effective communications log regarding plant procedures and maintenance.  Inspect facility for efficient operation of equipment and request and coordinate appropriate repair or replacement.  Prepare technical and non-technical reports on facility operations, flows, and plant parameters.   Oversee and manage the monitoring, tracking, and historizing of required operational and process data from SCADA and other sources needed to develop regulatory compliance and process performance reporting. This includes but is not limited to District’s Operational database and reporting systems (WIMS, LIMS, etc.).  Manage the requisition of chemicals, supplies, and capital items required for efficient facility operations and coordinate their delivery with vendors and District’s Purchasing department.  Comply with District health & safety programs and safety work-related practices and attend relevant safety training. Ensure appropriate safety training for work being performed by assigned staff. Ensure safety meetings (tailgates) are held bi-weekly. Conduct planned visual safety inspections and report findings to the Safety office monthly.   Assist in the development, administration, and enforcement of District policies and procedures as approved by the General Manager and the Board of Directors, including assisting Recycling Operations management team in the interpreting of existing and new policies and procedures.  Assist supervisors in preparing budgetary data and monitoring quarterly and annual O&M budget performance.  Initiate requests and follow all District procurement policies for purchase of parts, materials, tools, and equipment required to efficiently operate the department. Prepare and present justifications for large purchases of equipment as needed. Review and approve invoices for materials purchased.  Establish and maintain effective communications with staff, as well as other departments and sections.  Participate in the selection, counseling, and training of employees; and determine appropriate productivity standards for subordinate employees and measure staff performance accordingly.   Provide information to regulatory agencies, community groups, the general public, and others as required.   Advise the Director of Recycling Operations of significant operational and District issues.   Responsible for all other work-related duties as assigned.   KNOWLEDGE OF:     Principles, theories, operational requirements, standards, and equipment used in the safe and effective operation and maintenance of biosolids and energy recovery facilities.  Proficiency in the use of Microsoft Office suite (Excel, Word, PowerPoint), Microsoft Access, Microsoft Project, Enterprise.  Familiar with and able to implement progressive, innovative, best-practice technologies for operation and maintenance of biosolids and energy recovery facilities. Knowledgeable with asset management and maintenance strategies for biosolids infrastructure.   Asset management software programs, such as Maximo.  Developing, reviewing, and updating Standard Operating Procedures (SOPs) for process monitoring, equipment operation, lockout/tag out (LOTO), and other safety and emergency response related tasks.  Practices, uses, classifications and requirements of biosolids, soil amendments, and fertilizers.  A general knowledge of principles, practices, methods and techniques of public and private sales and marketing procedures and strategies including evaluating markets and setting prices is desirable.  Facility permit conditions and discharge limits including those associated with emissions and with sewage discharge and disposal.  Applicable and pertinent federal, state, and local laws, rules, regulations, and procedures including those established by the Southern California Air Quality Management District (SCAQMD), the Environmental Protection Agency (EPA), and OSHA rules and regulation if applicable.  Federal and state regulations regarding the production, sale, and use of biosolid materials.   Research methods and statistical analysis techniques.  Principles and practices of effective management and supervision.  Basic principles and practices of organization and culture change.  Principles and practices of sound business communications.  Safety policies and safe work practices applicable to the work.    Qualifications   Education:     A combination of education and experience equivalent to a bachelor’s degree in one of the following areas: biology, chemistry, management, and wastewater treatment, biosolids treatment, water recycling or water treatment or a closely related field.     Experience:      Six (6) years progressively responsible experience in the operation of a secondary, biosolids, and tertiary water recycling plant, with four (4) of those six (6) years in a supervisory capacity.  Proficiency in the use of Microsoft Office suite (Excel, Word, PowerPoint), Microsoft Access, Microsoft Project, Enterprise is required.  Asset Management software (Maximo), and budgeting software is highly desirable.     License/Certifications Required:      Valid Class ‘C’ California Driver’s License.  Valid Grade V Wastewater Treatment Plant Operators Certificate issued by the California State Water Resources Control Board.    Additional Information    IRWD Corporate Values    Irvine Ranch Water District believes that its values drive the character, culture, and capacity of our organization. IRWD was built on values, and we weave them into the fabric of everything we do. Values are the ingredients in our recipe for both institutional and individual success. They are a code of conduct to promote positive outcomes for others and ourselves. They are more than words on a wall or a website. We live by them every day. We pledge to keep them relevant in an ever-changing world.   IRWD's employees enjoy working in a safe, supportive, and nurturing environment where they form strong bonds with fellow employees. To ensure effective communication and promote a collaborative team environment, employees report to work each day in the office or in the field, depending on their positions.    The physical and mental demands described below are representative of those that must be met by employees to successfully perform the essential functions of this class. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.   Language Ability and Interpersonal Communication  Ability to communicate effectively with all levels of office, management, and field employees. Represent District in a professional manner when dealing with outside professionals and vendors.  Mathematical Ability  Ability to add, subtract, multiply, and divide and calculate percentages, decimals, and fractions.  Judgment and Situational Reasoning Ability  Ability to use good personal judgment and discretion in performing all job functions. Ability to remain calm in crisis and emergency situations. Ability to use discretion when handling and disseminating sensitive and/or confidential information.  Physical Requirements  Regularly required to sit, bend, stoop, and stand. Occasionally required to lift up to 50 lbs.  Environmental Adaptability  Noise level is generally equivalent to a typical office environment. Ability to work in an environment which may expose employees to hazardous materials and environment. Occasional visits to District facilities where noise level may be higher than typical office environment.  IRWD offers a comprehensive benefits package for eligible employees and their eligible dependents. These benefits include the following: retirement benefits; medical, dental, vision, and life insurance; anda variety of other benefits. Benefits may vary based on employment status. This benefits overview is intended to be a summary, is not intended to be all-inclusive,and may not be applicable to all employees.   Retirement   Employees hired on or after January 1, 2013:  The District, in compliance with the California Public Employees' Pension Reform Act of 2012 (PEPRA), implemented a third tier for new employees hired on or after January 1, 2013. New employees hired on or after January 1, 2013 who have not been in PERS membership or in membership with a reciprocal retirement system within 6 months of hire date will receive benefits under the California Public Employees Retirement System at a 2 percent at age 62 formula. This formula gradually increases to a maximum benefits of 2.5 percent at age 67. Final compensation calculations will be based on the highest three-year average of regular recurring pay. The District pays the employer's share of these costs. The employee share of the pension cost of 7.50% is paid in full by the employees hired under this formula.   Employees hired on or after September 29, 2012 or "Classic" PERS members hired on or after January 1, 2013:  On September 24, 2012, the IRWD Board of Directors approved the addition of a second tier to the CalPERS retirement benefits. New employees hired on or after September 29th through December 31, 2012, and employees hired on or after January 1, 2013 who have been in PERS membership or in membership with a reciprocal retirement system, will receive benefits under the California Public Employees Retirement System at 2 percent at age 60 formula. This formula gradually increases to a maximum benefit of 2.418% at age 63. The District pays the employer share of these costs and the employee share of the pension cost of 7% is paid in full by the employees hired under this formula. Final retirement compensation calculations are based on the highest three-year average of regular, recurring pay.  IRWDdoes not participate or pay into Social Security except for the Medicare portion.   Medical Insurance  IRWD contracts with CalPERS for medical insurance coverage. Employees may elect coverage from a variety of PPO and HMO plans. The employee and District contribution for health insurance varies by plan.Coverage is effective the first day of the month following the date of hire.   Dental Insurance  IRWD contracts with Delta Dental for dental coverage.IRWD pays 100% of the premium for dental coverage for eligible employees and their eligible dependents. Coverage is effective the first day of the month following the date of hire.   Vision Insurance  IRWD contracts with the EyeMed for vision coverage. IRWD pays 100% of the premium for vision coverage for eligible employees and their eligible dependents. Coverage is effective the first day of the month following the date of hire.   Life Insurance  Elgible employees are provided with life insurance coverage equal to three or four times their annual salary, depending on their level of compensation. Eligible dependents are also covered for a flat benefit amount. Coverage is effective the first day of the month following the date of hire.   Deferred Compensation  Participation in adeferred compensation plan is available through Empower Retirement. Enrollment is voluntary and contributions are employee-paid and subject to IRS limits. The District matches employee contributions up to 3% of base pay after 1 year of employment.   Paid Vacation  Eligible employees begin accruing vacation benefits at the rate of 80 hours per year for the first 5 years of employment and are eligible to use paid vacation time after 6 months of employment. Employees accrue 120 hours per year after 5 years of employment and 160 hours per year after 10 years of employment.   Paid Holidays  The District offers 11 scheduled paid holidaysplus one personal holiday per year.   Sick Leave  Eligible employees accrue 96 hours of sick leave annually.   Flexible Spending Accounts  Eligible employees may elect to participate in the District's Flex Advantage program. This program allows employees to deposit pre-tax dollars into special accounts to be used for a variety of purposes, including paying for qualified miscellaneous health care expenses and dependent care expenses. IRWD contracts with a third party administer to process payments from employee accounts using claim forms or a Flex Spending debit card.   Educational Assistance  The District will share in the pre-approved educational costs of tuition and books for employees who wish to attend college or take certification classes.
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            General Description  We are excited to announce that we are accepting applications for the position of  Senior Engineer (Electrical).     This position will remain open until filled.     The District   Irvine Ranch Water District (IRWD) is a progressive, values-driven agency, with an international reputation for its leading-edge financial management practices, water recycling program, water use efficiency practices, water banking, urban runoff treatment, and energy generation and storage. Established in 1961 as a California Water District under the provisions of the California Water Code, IRWD is an independent special district serving central Orange County. IRWD provides high-quality drinking water, reliable sewage collection and treatment, ground-breaking recycled water programs, and environmentally sound urban runoff treatment to its customers. As an independent, not-for-profit public agency, IRWD is governed by a publicly elected five-member Board of Directors. The Board is responsible for the District's policies and decision-making. Day-to-day operations are supervised by the General Manager. Additional information can be found at the District's website: www.IRWD.com .    The Position    The Senior Engineer (Electrical):   Independently plans and oversees the planning, design, plan preparation, specifications, and cost estimates for water, sewage and recycled water systems engineering work, emphasizing design, construction, and operations;   Coordinates various planning efforts and serves as project manager on complex and difficult design and construction projects related to capital improvement projects;   Makes decisions on engineering issues;   Supervises the work of engineering personnel.   The ideal candidate for the Senior Engineer (Electrical) position will have the ability to manage multiple design and construction projects. They will be able to communicate the assignment of work and ensure clarity of roles and responsibilities to various consultants, contractors, and staff to ensure completion of project assignments and meet deadlines. The ideal candidate will be thorough when providing technical support and will be able to detect and address errors in the supervision of acceptance testing of electrical, instrumentation and control system components. They will be able to identify key stakeholders needed for the success of a project or process. Lastly, the ideal candidate will be able to prepare designs, plans, specifications, cost estimates, and reports that are clear and focused on what is expected or needs to be accomplished for the implementation of electrical and instrumentation improvements.  Summary of Duties  Act as Project Manager for large complex planning, design, and construction projects.  Prepare and review designs submitted by consultants, developers, and other entities for compliance with standards.  Prepare and review specifications and cost estimates.  Review shop drawings and other construction submittals for compliance with the approved plans and specifications.  Prepare progress estimates and recommend change orders/variances.  Provide technical support of water, sewer, and recycled water system operational requirements.  Maintain a variety of records and prepare correspondence and reports in a professional manner complying with District standards.  Prepare agenda items and supporting material for Committee and Board action.  Prepare Requests for Proposals for retaining consultants on engineering and planning projects.  Coordinate projects and maintain good relationships with representatives from other water agencies, city, county, regulatory agencies, and landowners.  Review work, give instruction, and evaluate performance of assigned personnel on a periodic basis.  May supervise lower level staff. May participate in the selection, counseling, and training of employees.  Assume the duties of the Engineering Manager as required.  Operate personal computers including word processing, spreadsheet, presentation, scheduling, email, internet, and database software.  Comply with District safety work-related practices and attend relevant safety training.   Responsible for all other work-related duties.   When assigned to Electrical:  Plan, schedule, assign, monitor, and evaluate the work of technical staff and consultants engaged in preparing designs, plans, specifications, cost estimates, and reports for implementing electrical and instrumentation improvements including power distribution, lighting, instrumentation, control system development and programming, and communication systems.  Provide technical support during construction from contract award through startup including supervision of acceptance testing of electrical and instrumentation and control system components and supervision of control system integration efforts.  Maintain and update the District’s electrical and instrumentation design and construction standards and recommend new standards for development.  Qualifications   Education:    A combination of education and experience equivalent to a bachelor’s degree in electrical engineering. A master’s degree in electrical engineering is preferred. For degrees obtained outside of the U.S., an official equivalency evaluation is required.    Experience:   Seven years of electrical engineering experience with the design and construction of motor control centers, variable frequency drives, engine controls, chemical dosing systems, lighting controls, HVAC controls, pneumatic control systems, and 24 VDC and 4-20 mA power and signal circuits.   Supervisory experience is highly desirable.    Experience with AVEVA Wonderware System Platform; Schneider Modicon PLCs and the ProWORX NxT, Schneider Electric Control Expert (formerly Unity Pro), and Concept programming environments; and communication systems including radio telemetry systems and industrial control Ethernet networks is desirable.    License/Certifications Required   Depending on the assignment, possession of a valid California Class C driver’s license may be required.  Registered Professional Electrical Engineer in the State of California.    Additional Information    IRWD Corporate Values   Irvine Ranch Water District believes that its values drive the character, culture, and capacity of our organization. IRWD was built on values, and we weave them into the fabric of everything we do. Values are the ingredients in our recipe for both institutional and individual success. They are a code of conduct to promote positive outcomes for others and ourselves. They are more than words on a wall or a website. We live by them every day. We pledge to keep them relevant in an ever-changing world.  IRWD's employees enjoy working in a safe, supportive, and nurturing environment where they form strong bonds with fellow employees. To ensure effective communication and promote a collaborative team environment, employees report to work each day in the office or in the field, depending on their positions.    The physical and mental demands described below are representative of those that must be met by employees to successfully perform the essential functions of this class. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.    Language Ability and Interpersonal Communication  Ability to communicate effectively with all levels of office/field employees and management. Represent District in a professional manner when dealing with outside professionals and vendors. Ability to explain, demonstrate and clarify to others within well-established policies, procedures and standards, as well as the ability to follow specific instructions and respond to simple and difficult requests from others.   Mathematical Ability  Ability to add, subtract, multiply, divide and calculate percentages. Understanding of advanced principles and mathematical reasoning and the ability to successfully apply that knowledge to solve scientific and engineering problems.   Technology Ability  Proficient in the use of MS Office Suite (Word, Excel). Keyboarding abilities sufficient to perform the job.   Judgment and Situational Reasoning Ability  Ability to use good personal judgment and discretion in performing all job functions. Ability to remain calm in crisis and emergency situations. Ability to use discretion when handling and disseminating sensitive information.   Physical Requirements  Regularly required to sit, walk, bend, stoop and stand. Occasionally required to lift up to 25 lbs.   Environmental Adaptability  Noise level is generally equivalent to typical office environment. Ability to work in an environment which may expose employee to hazardous materials and environment. Occasional visits to construction sites where noise level may be higher than typical office environment.  IRWD offers a comprehensive benefits package for eligible employees and their eligible dependents. These benefits include the following: retirement benefits; medical, dental, vision, and life insurance; anda variety of other benefits. Benefits may vary based on employment status. This benefits overview is intended to be a summary, is not intended to be all-inclusive,and may not be applicable to all employees.   Retirement   Employees hired on or after January 1, 2013:  The District, in compliance with the California Public Employees' Pension Reform Act of 2012 (PEPRA), implemented a third tier for new employees hired on or after January 1, 2013. New employees hired on or after January 1, 2013 who have not been in PERS membership or in membership with a reciprocal retirement system within 6 months of hire date will receive benefits under the California Public Employees Retirement System at a 2 percent at age 62 formula. This formula gradually increases to a maximum benefits of 2.5 percent at age 67. Final compensation calculations will be based on the highest three-year average of regular recurring pay. The District pays the employer's share of these costs. The employee share of the pension cost of 7.50% is paid in full by the employees hired under this formula.   Employees hired on or after September 29, 2012 or "Classic" PERS members hired on or after January 1, 2013:  On September 24, 2012, the IRWD Board of Directors approved the addition of a second tier to the CalPERS retirement benefits. New employees hired on or after September 29th through December 31, 2012, and employees hired on or after January 1, 2013 who have been in PERS membership or in membership with a reciprocal retirement system, will receive benefits under the California Public Employees Retirement System at 2 percent at age 60 formula. This formula gradually increases to a maximum benefit of 2.418% at age 63. The District pays the employer share of these costs and the employee share of the pension cost of 7% is paid in full by the employees hired under this formula. Final retirement compensation calculations are based on the highest three-year average of regular, recurring pay.  IRWDdoes not participate or pay into Social Security except for the Medicare portion.   Medical Insurance  IRWD contracts with CalPERS for medical insurance coverage. Employees may elect coverage from a variety of PPO and HMO plans. The employee and District contribution for health insurance varies by plan.Coverage is effective the first day of the month following the date of hire.   Dental Insurance  IRWD contracts with Delta Dental for dental coverage.IRWD pays 100% of the premium for dental coverage for eligible employees and their eligible dependents. Coverage is effective the first day of the month following the date of hire.   Vision Insurance  IRWD contracts with the EyeMed for vision coverage. IRWD pays 100% of the premium for vision coverage for eligible employees and their eligible dependents. Coverage is effective the first day of the month following the date of hire.   Life Insurance  Elgible employees are provided with life insurance coverage equal to three or four times their annual salary, depending on their level of compensation. Eligible dependents are also covered for a flat benefit amount. Coverage is effective the first day of the month following the date of hire.   Deferred Compensation  Participation in adeferred compensation plan is available through Empower Retirement. Enrollment is voluntary and contributions are employee-paid and subject to IRS limits. The District matches employee contributions up to 3% of base pay after 1 year of employment.   Paid Vacation  Eligible employees begin accruing vacation benefits at the rate of 80 hours per year for the first 5 years of employment and are eligible to use paid vacation time after 6 months of employment. Employees accrue 120 hours per year after 5 years of employment and 160 hours per year after 10 years of employment.   Paid Holidays  The District offers 11 scheduled paid holidaysplus one personal holiday per year.   Sick Leave  Eligible employees accrue 96 hours of sick leave annually.   Flexible Spending Accounts  Eligible employees may elect to participate in the District's Flex Advantage program. This program allows employees to deposit pre-tax dollars into special accounts to be used for a variety of purposes, including paying for qualified miscellaneous health care expenses and dependent care expenses. IRWD contracts with a third party administer to process payments from employee accounts using claim forms or a Flex Spending debit card.   Educational Assistance  The District will share in the pre-approved educational costs of tuition and books for employees who wish to attend college or take certification classes.
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        General Description  We are excited to announce that we are accepting applications for the position of  Senior Engineer (Electrical).     This position will remain open until filled.     The District   Irvine Ranch Water District (IRWD) is a progressive, values-driven agency, with an international reputation for its leading-edge financial management practices, water recycling program, water use efficiency practices, water banking, urban runoff treatment, and energy generation and storage. Established in 1961 as a California Water District under the provisions of the California Water Code, IRWD is an independent special district serving central Orange County. IRWD provides high-quality drinking water, reliable sewage collection and treatment, ground-breaking recycled water programs, and environmentally sound urban runoff treatment to its customers. As an independent, not-for-profit public agency, IRWD is governed by a publicly elected five-member Board of Directors. The Board is responsible for the District's policies and decision-making. Day-to-day operations are supervised by the General Manager. Additional information can be found at the District's website: www.IRWD.com .    The Position    The Senior Engineer (Electrical):   Independently plans and oversees the planning, design, plan preparation, specifications, and cost estimates for water, sewage and recycled water systems engineering work, emphasizing design, construction, and operations;   Coordinates various planning efforts and serves as project manager on complex and difficult design and construction projects related to capital improvement projects;   Makes decisions on engineering issues;   Supervises the work of engineering personnel.   The ideal candidate for the Senior Engineer (Electrical) position will have the ability to manage multiple design and construction projects. They will be able to communicate the assignment of work and ensure clarity of roles and responsibilities to various consultants, contractors, and staff to ensure completion of project assignments and meet deadlines. The ideal candidate will be thorough when providing technical support and will be able to detect and address errors in the supervision of acceptance testing of electrical, instrumentation and control system components. They will be able to identify key stakeholders needed for the success of a project or process. Lastly, the ideal candidate will be able to prepare designs, plans, specifications, cost estimates, and reports that are clear and focused on what is expected or needs to be accomplished for the implementation of electrical and instrumentation improvements.  Summary of Duties  Act as Project Manager for large complex planning, design, and construction projects.  Prepare and review designs submitted by consultants, developers, and other entities for compliance with standards.  Prepare and review specifications and cost estimates.  Review shop drawings and other construction submittals for compliance with the approved plans and specifications.  Prepare progress estimates and recommend change orders/variances.  Provide technical support of water, sewer, and recycled water system operational requirements.  Maintain a variety of records and prepare correspondence and reports in a professional manner complying with District standards.  Prepare agenda items and supporting material for Committee and Board action.  Prepare Requests for Proposals for retaining consultants on engineering and planning projects.  Coordinate projects and maintain good relationships with representatives from other water agencies, city, county, regulatory agencies, and landowners.  Review work, give instruction, and evaluate performance of assigned personnel on a periodic basis.  May supervise lower level staff. May participate in the selection, counseling, and training of employees.  Assume the duties of the Engineering Manager as required.  Operate personal computers including word processing, spreadsheet, presentation, scheduling, email, internet, and database software.  Comply with District safety work-related practices and attend relevant safety training.   Responsible for all other work-related duties.   When assigned to Electrical:  Plan, schedule, assign, monitor, and evaluate the work of technical staff and consultants engaged in preparing designs, plans, specifications, cost estimates, and reports for implementing electrical and instrumentation improvements including power distribution, lighting, instrumentation, control system development and programming, and communication systems.  Provide technical support during construction from contract award through startup including supervision of acceptance testing of electrical and instrumentation and control system components and supervision of control system integration efforts.  Maintain and update the District’s electrical and instrumentation design and construction standards and recommend new standards for development.  Qualifications   Education:    A combination of education and experience equivalent to a bachelor’s degree in electrical engineering. A master’s degree in electrical engineering is preferred. For degrees obtained outside of the U.S., an official equivalency evaluation is required.    Experience:   Seven years of electrical engineering experience with the design and construction of motor control centers, variable frequency drives, engine controls, chemical dosing systems, lighting controls, HVAC controls, pneumatic control systems, and 24 VDC and 4-20 mA power and signal circuits.   Supervisory experience is highly desirable.    Experience with AVEVA Wonderware System Platform; Schneider Modicon PLCs and the ProWORX NxT, Schneider Electric Control Expert (formerly Unity Pro), and Concept programming environments; and communication systems including radio telemetry systems and industrial control Ethernet networks is desirable.    License/Certifications Required   Depending on the assignment, possession of a valid California Class C driver’s license may be required.  Registered Professional Electrical Engineer in the State of California.    Additional Information    IRWD Corporate Values   Irvine Ranch Water District believes that its values drive the character, culture, and capacity of our organization. IRWD was built on values, and we weave them into the fabric of everything we do. Values are the ingredients in our recipe for both institutional and individual success. They are a code of conduct to promote positive outcomes for others and ourselves. They are more than words on a wall or a website. We live by them every day. We pledge to keep them relevant in an ever-changing world.  IRWD's employees enjoy working in a safe, supportive, and nurturing environment where they form strong bonds with fellow employees. To ensure effective communication and promote a collaborative team environment, employees report to work each day in the office or in the field, depending on their positions.    The physical and mental demands described below are representative of those that must be met by employees to successfully perform the essential functions of this class. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.    Language Ability and Interpersonal Communication  Ability to communicate effectively with all levels of office/field employees and management. Represent District in a professional manner when dealing with outside professionals and vendors. Ability to explain, demonstrate and clarify to others within well-established policies, procedures and standards, as well as the ability to follow specific instructions and respond to simple and difficult requests from others.   Mathematical Ability  Ability to add, subtract, multiply, divide and calculate percentages. Understanding of advanced principles and mathematical reasoning and the ability to successfully apply that knowledge to solve scientific and engineering problems.   Technology Ability  Proficient in the use of MS Office Suite (Word, Excel). Keyboarding abilities sufficient to perform the job.   Judgment and Situational Reasoning Ability  Ability to use good personal judgment and discretion in performing all job functions. Ability to remain calm in crisis and emergency situations. Ability to use discretion when handling and disseminating sensitive information.   Physical Requirements  Regularly required to sit, walk, bend, stoop and stand. Occasionally required to lift up to 25 lbs.   Environmental Adaptability  Noise level is generally equivalent to typical office environment. Ability to work in an environment which may expose employee to hazardous materials and environment. Occasional visits to construction sites where noise level may be higher than typical office environment.  IRWD offers a comprehensive benefits package for eligible employees and their eligible dependents. These benefits include the following: retirement benefits; medical, dental, vision, and life insurance; anda variety of other benefits. Benefits may vary based on employment status. This benefits overview is intended to be a summary, is not intended to be all-inclusive,and may not be applicable to all employees.   Retirement   Employees hired on or after January 1, 2013:  The District, in compliance with the California Public Employees' Pension Reform Act of 2012 (PEPRA), implemented a third tier for new employees hired on or after January 1, 2013. New employees hired on or after January 1, 2013 who have not been in PERS membership or in membership with a reciprocal retirement system within 6 months of hire date will receive benefits under the California Public Employees Retirement System at a 2 percent at age 62 formula. This formula gradually increases to a maximum benefits of 2.5 percent at age 67. Final compensation calculations will be based on the highest three-year average of regular recurring pay. The District pays the employer's share of these costs. The employee share of the pension cost of 7.50% is paid in full by the employees hired under this formula.   Employees hired on or after September 29, 2012 or "Classic" PERS members hired on or after January 1, 2013:  On September 24, 2012, the IRWD Board of Directors approved the addition of a second tier to the CalPERS retirement benefits. New employees hired on or after September 29th through December 31, 2012, and employees hired on or after January 1, 2013 who have been in PERS membership or in membership with a reciprocal retirement system, will receive benefits under the California Public Employees Retirement System at 2 percent at age 60 formula. This formula gradually increases to a maximum benefit of 2.418% at age 63. The District pays the employer share of these costs and the employee share of the pension cost of 7% is paid in full by the employees hired under this formula. Final retirement compensation calculations are based on the highest three-year average of regular, recurring pay.  IRWDdoes not participate or pay into Social Security except for the Medicare portion.   Medical Insurance  IRWD contracts with CalPERS for medical insurance coverage. Employees may elect coverage from a variety of PPO and HMO plans. The employee and District contribution for health insurance varies by plan.Coverage is effective the first day of the month following the date of hire.   Dental Insurance  IRWD contracts with Delta Dental for dental coverage.IRWD pays 100% of the premium for dental coverage for eligible employees and their eligible dependents. Coverage is effective the first day of the month following the date of hire.   Vision Insurance  IRWD contracts with the EyeMed for vision coverage. IRWD pays 100% of the premium for vision coverage for eligible employees and their eligible dependents. Coverage is effective the first day of the month following the date of hire.   Life Insurance  Elgible employees are provided with life insurance coverage equal to three or four times their annual salary, depending on their level of compensation. Eligible dependents are also covered for a flat benefit amount. Coverage is effective the first day of the month following the date of hire.   Deferred Compensation  Participation in adeferred compensation plan is available through Empower Retirement. Enrollment is voluntary and contributions are employee-paid and subject to IRS limits. The District matches employee contributions up to 3% of base pay after 1 year of employment.   Paid Vacation  Eligible employees begin accruing vacation benefits at the rate of 80 hours per year for the first 5 years of employment and are eligible to use paid vacation time after 6 months of employment. Employees accrue 120 hours per year after 5 years of employment and 160 hours per year after 10 years of employment.   Paid Holidays  The District offers 11 scheduled paid holidaysplus one personal holiday per year.   Sick Leave  Eligible employees accrue 96 hours of sick leave annually.   Flexible Spending Accounts  Eligible employees may elect to participate in the District's Flex Advantage program. This program allows employees to deposit pre-tax dollars into special accounts to be used for a variety of purposes, including paying for qualified miscellaneous health care expenses and dependent care expenses. IRWD contracts with a third party administer to process payments from employee accounts using claim forms or a Flex Spending debit card.   Educational Assistance  The District will share in the pre-approved educational costs of tuition and books for employees who wish to attend college or take certification classes.
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            Description     SUMMARY DESCRIPTION    Under direction of assigned manager, administers federal, state, and District financial aid program funds; maintains accountability for financial aid funding; provides program accountability for all sources of financial aid including to represent the office during audits; serves as a technical expert regarding area of assignment; and relieves assigned manager of a variety of administrative details including to serve as lead over office staff and activities. Technical advisor for updating, troubleshooting and maintaining the Financial Aid Banner Module and all peripheral programs used at Sierra College by Financial Aid.    DISTINGUISHING CHARACTERISTICS    The Senior Financial Aid Specialist is a paraprofessional classification performing a wide range of analytical duties for the Financial Aid Programs. This classification is distinguished from the Financial Aid Specialist or Technician by Assuming responsibility for making financial aid award decision and development of financial aid packages to meet student educational needs and authorizing the downloading of federal, state, and district funds for all eligible financial aid students.    Need Help With Your Online Account?      Use the online  Help Guide  or contact the  NEOED Applicants Support Line at 855-524-5627  if you need assistance with your online applicant account.    Applicant Support is available between 6 a.m. and 5 p.m. Pacific Time, Monday through Friday.     Examples Of Functions and Tasks     REPRESENTATIVE DUTIES  - The following duties are typical for this classification. Incumbents may not perform all of the listed duties and/or may be required to perform additional or different duties from those set forth below to address business needs and changing business practices.   Ensures that timelines are met for District, state, and federal requirements relating to the duties of the Financial Aid Office.Performs a variety of duties related to funds eligibility and disbursement; analyzes applications and verifies eligibility in compliance with applicable local, state, and federal regulations and guidelines; verifies that all preliminary work done on student files is correct and meets all regulations; generates student financial aid packages; monitors attendance and academic progress of all students who have accepted federal and state financial aid; using a variety of tools, corrects amounts, returns checks, and requests stop payment/reissue of checks to ensure students receive the amounts they are eligible for; accounts for proper expenditures of financial aid funds; coordinates with Business Services Office to resolve problems; prepares various reports.Determines and assigns each student a budget and cost of attendance; makes adjustments as necessary; calculates student’s financial need figure and sets actual family contribution; determines and assigns packaging group; determines which funds the student is eligible for; determines each student’s Federal Workstudy eligibility; sets-up packaging parameters for Federal Supplemental Educational Opportunity Grant; determines eligibility for various grants/programs; makes initial determination of subsidized/unsubsidized loan eligibility; oversees the preparation of award letters. Participates in the Financial Aid Advisory Committee (FAAC); gathers information from students to justify special petitions for the FAAC; processes files appropriately after petition determination.Prepares and transmits Common Origination and Disbursement files to the US Department of Education for each eligible student. Identifies and clears any errors, rejects or discrepancies prior to authorizing payment to each student.Plans, organizes, and directs the District’s Scholarship Program; compiles and publishes booklet and applications; advertises and disburses information about the program; develops and oversees on-campus scholarship bulletin board postings; oversees evaluation of scholarship applications to determine eligibility; establishes committee to read and score applications; provides support to the scholarship committee; notifies scholarship winners; notifies scholarship donor and request funds be sent to the District; directs the release of scholarship checks.Reconciles federal funds monthly with the U.S. Department of Education. Performs a variety of funds management and reconciliation duties; ensures that proper procedures/ policies/rules/regulations are applied to all federal/state programs; analyzes and calculates financial aid funding needed from various federal and state programs; monitors federal and state accounts to ensure that financial aid monies are accurately drawn and deposited into correct District accounts; coordinates with internal and external auditors to guarantee program fund accountability and integrity; completes federal payment documents; oversees and verifies federal and state grant and loan accounts; monitors federal authorization of funding; monitors status of program fund account ledgers with District’s Business Services staff and the Placer County Office of Education accounting systems; monitors repayments; balances fund accounts; reconciles assigned accounts.Performs a variety of research and reporting duties; gathers, interprets, and analyzes a variety of data; completes and prepares a variety of records and reports; develops and creates reconciled data files in order for information to be transmitted to other agencies; gathers data and information to complete surveys and reports including those for other agencies and institutions.Gathers, interprets and analyzes District financial aid data for the Fiscal Operations Report and Application to Participate (FISAP). Compiles and complete the FISAP, used to determine and maintain the Districts funding allocations and participation in all Federal Financial Aid Programs.Coordinates and administers the Return of title IV finding (RT24). Determines Sierra College’s liability and returns to the correct program funds to the U.S. Department of Education. Determines what portion the student must repay. Federally mandated dates must be adhered to.Participates in the development/design of financial aid software reporting tools; establishes and maintains financial aid processing rules within the software; installs network software and updates; modifies and inputs data elements to comply with regulatory changes; coordinates with representatives from state and federal agencies to troubleshoot problems with specialized software and data base integrity; designs reports to provide information to applicable agencies. Participates with setting up and managing financial aid processing rules within Banner, configuring and maintaining the Banner systems and has primary responsibility for interacting with the campus IIT tech support. Creates Banner queries using SQL for needed population selections for grouping students for numerous reports. Creates and updates all Banner parameters that are needed to calculate financial need for students.Trains permanent staff on Banner or regulatory changes and reviews assigned work as needed to ensure compliance with the awarding of aid.Performs a variety of customer service and marketing duties; serves as point of contact with students regarding office services; represents the District at activities with local area high schools and other external agencies/organizations; interacts with other District organizational units to provide students with a comprehensive financial aid package; conducts financial aid workshops; explains programs to students and assist them with completing applications; coordinates award activities with internal and external contacts.Performs a full range of clerical and administrative duties in support of program operations; relieves manager of administrative details including to research and resolve problems; assembles files and duplicates materials; composes and prepares office correspondence, materials, reports, forms, brochures, presentations, handbooks, manuals, and consumer information; answers phones, refers callers, and takes messages; maintains and orders supplies.Maintains current knowledge and learn new state and federal laws, rules, and regulations pertaining to financial aid; reviews updated or new technical instructions or references; attends seminars, conferences, workshops, and other training sessions; participates in the development of new/revised procedures to accommodate changes; assists in providing training and direction to others regarding changes and new regulations including to create and disseminate new instructions.Trains and provides work direction to assigned student workers and temporary help as assigned.Performs related duties as required.   Minimum Qualifications     Education and Experience Guidelines   - Any combination of education and experience that would likely provide the required knowledge and abilities is qualifying. Examples of ways to obtain the knowledge and abilities would be :    Education/Training:  Equivalent to completion of the twelfth grade supplemented by college level course work in business administration, accounting, or a related field.   Experience:  Two years of increasingly responsible technical and program support experience in a financial aid office comparable to a Financial Aid Technician with Sierra College.   License or Certificate:  Ability to obtain specialized certifications as required.    QUALIFICATIONS  - The following generally describes the knowledge and ability required to enter the job and/or be learned within a short period of time in order to successfully perform the assigned duties.    Knowledge of:     In-depth knowledge of state and federal student financial aid processes and procedures including federal and state laws and regulations regarding the various duties of the Financial Aid Office.  Human relations skills, methods, and techniques to conduct interviews, convey technical information, resolve conflicts, and to facilitate problem resolution.  General accounting and bookkeeping practices and techniques used in ledger recordkeeping.  State and federal tax returns, schedules, and attachments.  Needs analysis methodology.  Office procedures, methods, and equipment including computers and applicable software applications such as word processing, spreadsheets, and databases.  Financial aid management systems and a variety of specialized off-campus software applications.  Mathematical principles and practices.  English usage, spelling, grammar and punctuation.  Principles and procedures of record keeping and filing.  Principles of business letter writing and basic report preparation.  Pertinent federal, state, and local laws, codes, and regulations including state and federal labor law as it applies to the employment of students and DHS employment requirements and documentation.  Supervisory principles.    Ability to:     Provides a full range of specialized support to District’s financial aid programs and functions.  Function as a technical expert in assigned areas of financial aid processing.  Learn and understand in-depth student financial aid processes and procedures including laws, regulations, and District policies and procedures.  Perform arithmetic calculations of average to above average difficulty.  Make oral presentations to groups.  Operate office equipment including computers and supporting word processing, spreadsheet, and database applications.  Adapt to changing technologies and learn functionality of new equipment and systems.  Type or enter data at a speed necessary for successful job performance.  Maintain close attention to detail.  Properly handle difficult, sensitive, and confidential situations and materials.  Plan, organize and prioritize work in order to meet schedules and timelines.  Maintain current, accurate and confidential records and files including financial records.  Conduct technical research and prepare a variety of comprehensive and statistical reports.  Independently prepare routine correspondence and memoranda.  Work independently and collaboratively.  Supervise student and/or other temporary help.  Communicate clearly and concisely, both orally and in writing.  Establish and maintain effective working relationships with those contacted in the course of work.     PHYSICAL DEMANDS AND WORKING ENVIRONMENT   - The conditions herein are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential job functions.     Environment:  Work is performed primarily in a standard office setting.   Physical:  Primary functions require sufficient physical ability and mobility to work in an office setting; to stand or sit for prolonged periods of time; to occasionally walk, stoop, bend, kneel, crouch, reach, and twist; to lift, carry, push, and/or pull light to moderate amounts of weight; to operate office equipment requiring repetitive hand movement and fine coordination including use of a computer keyboard; and to verbally communicate to exchange information.   Vision:  See in the normal visual range with or without correction; vision sufficient to read computer screens and printed documents; and to operate assigned equipment.   Hearing:  Hear in the normal audio range with or without correction.    Supplemental Information     WHY SIERRA?      One of Aspen Institute’s Top 150 Community Colleges in the nation   The Accrediting Commission recognized Sierra “for its exemplary practice of providing personnel with opportunities for continued professional development in order to meet its mission.” This includes providing students and employees with a robust set of programs, events, and conferences related to equity-mindedness and supporting the success of our students, etc.   Public Employee’s Retirement System (PERS)  17 paid holidays (including extended time off during the winter break)  12 accrued paid vacation days per year (vacation accrual increases over time)  Competitive benefits package  Flexible work schedules may be available  Currently during summers, some employee groups participate in 4x10 schedules    Sierra College is a Community College located near Sacramento, California where a heavy emphasis is placed on academic excellence and student success. Since its founding in 1936, Sierra College has focused on quality instruction and meeting the evolving needs of the students and communities that it serves. The Sierra Community College District covers more than 3,200 square miles and serves the Northern California foothill counties of Placer and Nevada, as well as parts of El Dorado and Sacramento. We serve over 16,000 students throughout the region in both on-ground and online courses, including students at our main Rocklin Campus as well as at three centers located in Grass Valley, Tahoe/Truckee, and Roseville. Our District prides itself on academic excellence.   Sierra College has a strong commitment to the achievement of equity and inclusion among its faculty, staff, and students and values the rich, diverse backgrounds that make up the campus community. A strong candidate for this position must demonstrate a profound understanding of and experience with successfully supporting individuals with varying backgrounds. This includes persons with disabilities, various gender identities and sexual orientations, as well as individuals from historically underrepresented communities and other groups. Our District is committed to providing strategies for success and proactive student-centered practices and policies focused on eliminating equity gaps to ensure the District provides an inclusive educational and employment environment focused on strategies for success and equitable outcomes for all.   As an institution, Sierra College is committed to eliminating the equity gap in all student populations with dynamic, learner-centered practices and policies that fully engage the college community. The ideal candidate will share the College’s commitment to helping its racially and socioeconomically diverse students succeed in their degree and career objectives. Currently, Sierra College enrolls 16,500 students per term, where approximately: 24% of Sierra College’s students are Latin(o)(a)(x)(e), 3% are African-American, 2% are Filipino, 6% are Asian-American, 7% are multiracial and 55% are White.   The successful candidate will join a College dedicated to the use of culturally responsive strategies and methods that meet the varying needs of our students, faculty, staff, and surrounding community. Sierra College demonstrates its commitment to equity by supporting ongoing professional development for students, faculty, and staff. These opportunities include trainings and workshops on equity and inclusion, active Academic Senate standing committees concerned with student success and equity, a Presidential Equity Advisory Committee (PEAC), culturally responsive student engagement centers, support for our undocumented and AB540 students, campus-wide equity summits, a robust set of programs, events, and conferences related to equity-mindedness and supporting the success of our diverse students.     Need Help With Your Online Account?      Use the online  Help Guide  or contact the  NEOED Applicants Support Line at 855-524-5627  if you need assistance with your online applicant account.    Applicant Support is available between 6 a.m. and 5 p.m. Pacific Time, Monday through Friday.       Helpful Tip:     Please note that as described above a strong candidate for this position must demonstrate a profound understanding of and experience with successfully supporting individuals with varying backgrounds; and therefore, hiring committees assess candidates for these knowledge, skills, and abilities.   Applicants may want to consider incorporating culturally-inclusive/equity-minded strategies practiced and/or evidence of the responsiveness to and understanding of the racial, socioeconomic, and cultural diversity of community college student populations throughout their application materials (including application and documents uploaded, if any).   Please see the Sierra College website for additional helpful tips and tools for prospective applicants .     Travel expenses may be partially reimbursed for candidates traveling beyond a 150 mile radius for second round interviews. All other travel expenses will be borne by the candidate (if in person interviews).      Terms and Conditions of Employment:      Other terms and conditions of employment are specified in the applicable collective bargaining agreements on file in the District Human Resources Department. Position description of record on file in the Human Resources Department.    *Sierra Community College District currently operates campuses in Rocklin, Roseville, Truckee and Grass Valley. In its management of a multi-campus environment, the District reserves right of assignment including the right to change assignment locations and shift assignments based on District need. Although this position may currently reside at the Rocklin campus, the assignment location may be subject to change as needed. Additionally, the district reserves the right to cancel, revise or re-announce this position as well as any and all positions at any time.     EEO     /     TITLE IX     EMPLOYER    Sierra College is an equal employment opportunity employer committed to nondiscrimination and the achievement of diversity and equity among its faculty, staff, and students.    Persons with inquiries about the application of Title IX and/or EEO may contact the Director of Diversity, EEO & Title IX (Title IX Coordinator) at the address below, at (916) 660-7006 or via email at EEOT9@sierracollege.edu .   Persons with questions regarding reasonable accommodation of physical and other disabilities should contact the Sierra College Human Resources Department at (916) 660-7105.    If you have limitations hearing or speaking, the State of California offers a specially-trained Communications Assistant (CA) that can relay telephone conversations for all of your calls. Dial 711 to reach the California Relay Service (CRS). Dialing 711 is for everyone, not just those who have difficulty hearing on a standard phone. If you prefer having your calls immediately answered in your mode of communication, dial one of the toll-free modality and language-specific numbers below. The call will be routed to the CRS provider.     TTY/VCO/HCO to Voice      English 1-800-735-2929    Spanish 1-800-855-3000     Voice to TTY/VCO/HCO      English 1-800-735-2922    Spanish 1-800-855-3000     From or to Speech-to- Speech      English & Spanish 1-800-854-7784  Sierra Community College offers benefit packages to full-time employees including: family coverage health, dental and vision insurance, Public Employee's Retirement System (PERS) OR State Teachers Retirement System (STRS) retirement, income protection, life insurance, sick leave, vacation, and holidays as provided according to District policy.  Closing Date/Time: Continuous
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        Description     SUMMARY DESCRIPTION    Under direction of assigned manager, administers federal, state, and District financial aid program funds; maintains accountability for financial aid funding; provides program accountability for all sources of financial aid including to represent the office during audits; serves as a technical expert regarding area of assignment; and relieves assigned manager of a variety of administrative details including to serve as lead over office staff and activities. Technical advisor for updating, troubleshooting and maintaining the Financial Aid Banner Module and all peripheral programs used at Sierra College by Financial Aid.    DISTINGUISHING CHARACTERISTICS    The Senior Financial Aid Specialist is a paraprofessional classification performing a wide range of analytical duties for the Financial Aid Programs. This classification is distinguished from the Financial Aid Specialist or Technician by Assuming responsibility for making financial aid award decision and development of financial aid packages to meet student educational needs and authorizing the downloading of federal, state, and district funds for all eligible financial aid students.    Need Help With Your Online Account?      Use the online  Help Guide  or contact the  NEOED Applicants Support Line at 855-524-5627  if you need assistance with your online applicant account.    Applicant Support is available between 6 a.m. and 5 p.m. Pacific Time, Monday through Friday.     Examples Of Functions and Tasks     REPRESENTATIVE DUTIES  - The following duties are typical for this classification. Incumbents may not perform all of the listed duties and/or may be required to perform additional or different duties from those set forth below to address business needs and changing business practices.   Ensures that timelines are met for District, state, and federal requirements relating to the duties of the Financial Aid Office.Performs a variety of duties related to funds eligibility and disbursement; analyzes applications and verifies eligibility in compliance with applicable local, state, and federal regulations and guidelines; verifies that all preliminary work done on student files is correct and meets all regulations; generates student financial aid packages; monitors attendance and academic progress of all students who have accepted federal and state financial aid; using a variety of tools, corrects amounts, returns checks, and requests stop payment/reissue of checks to ensure students receive the amounts they are eligible for; accounts for proper expenditures of financial aid funds; coordinates with Business Services Office to resolve problems; prepares various reports.Determines and assigns each student a budget and cost of attendance; makes adjustments as necessary; calculates student’s financial need figure and sets actual family contribution; determines and assigns packaging group; determines which funds the student is eligible for; determines each student’s Federal Workstudy eligibility; sets-up packaging parameters for Federal Supplemental Educational Opportunity Grant; determines eligibility for various grants/programs; makes initial determination of subsidized/unsubsidized loan eligibility; oversees the preparation of award letters. Participates in the Financial Aid Advisory Committee (FAAC); gathers information from students to justify special petitions for the FAAC; processes files appropriately after petition determination.Prepares and transmits Common Origination and Disbursement files to the US Department of Education for each eligible student. Identifies and clears any errors, rejects or discrepancies prior to authorizing payment to each student.Plans, organizes, and directs the District’s Scholarship Program; compiles and publishes booklet and applications; advertises and disburses information about the program; develops and oversees on-campus scholarship bulletin board postings; oversees evaluation of scholarship applications to determine eligibility; establishes committee to read and score applications; provides support to the scholarship committee; notifies scholarship winners; notifies scholarship donor and request funds be sent to the District; directs the release of scholarship checks.Reconciles federal funds monthly with the U.S. Department of Education. Performs a variety of funds management and reconciliation duties; ensures that proper procedures/ policies/rules/regulations are applied to all federal/state programs; analyzes and calculates financial aid funding needed from various federal and state programs; monitors federal and state accounts to ensure that financial aid monies are accurately drawn and deposited into correct District accounts; coordinates with internal and external auditors to guarantee program fund accountability and integrity; completes federal payment documents; oversees and verifies federal and state grant and loan accounts; monitors federal authorization of funding; monitors status of program fund account ledgers with District’s Business Services staff and the Placer County Office of Education accounting systems; monitors repayments; balances fund accounts; reconciles assigned accounts.Performs a variety of research and reporting duties; gathers, interprets, and analyzes a variety of data; completes and prepares a variety of records and reports; develops and creates reconciled data files in order for information to be transmitted to other agencies; gathers data and information to complete surveys and reports including those for other agencies and institutions.Gathers, interprets and analyzes District financial aid data for the Fiscal Operations Report and Application to Participate (FISAP). Compiles and complete the FISAP, used to determine and maintain the Districts funding allocations and participation in all Federal Financial Aid Programs.Coordinates and administers the Return of title IV finding (RT24). Determines Sierra College’s liability and returns to the correct program funds to the U.S. Department of Education. Determines what portion the student must repay. Federally mandated dates must be adhered to.Participates in the development/design of financial aid software reporting tools; establishes and maintains financial aid processing rules within the software; installs network software and updates; modifies and inputs data elements to comply with regulatory changes; coordinates with representatives from state and federal agencies to troubleshoot problems with specialized software and data base integrity; designs reports to provide information to applicable agencies. Participates with setting up and managing financial aid processing rules within Banner, configuring and maintaining the Banner systems and has primary responsibility for interacting with the campus IIT tech support. Creates Banner queries using SQL for needed population selections for grouping students for numerous reports. Creates and updates all Banner parameters that are needed to calculate financial need for students.Trains permanent staff on Banner or regulatory changes and reviews assigned work as needed to ensure compliance with the awarding of aid.Performs a variety of customer service and marketing duties; serves as point of contact with students regarding office services; represents the District at activities with local area high schools and other external agencies/organizations; interacts with other District organizational units to provide students with a comprehensive financial aid package; conducts financial aid workshops; explains programs to students and assist them with completing applications; coordinates award activities with internal and external contacts.Performs a full range of clerical and administrative duties in support of program operations; relieves manager of administrative details including to research and resolve problems; assembles files and duplicates materials; composes and prepares office correspondence, materials, reports, forms, brochures, presentations, handbooks, manuals, and consumer information; answers phones, refers callers, and takes messages; maintains and orders supplies.Maintains current knowledge and learn new state and federal laws, rules, and regulations pertaining to financial aid; reviews updated or new technical instructions or references; attends seminars, conferences, workshops, and other training sessions; participates in the development of new/revised procedures to accommodate changes; assists in providing training and direction to others regarding changes and new regulations including to create and disseminate new instructions.Trains and provides work direction to assigned student workers and temporary help as assigned.Performs related duties as required.   Minimum Qualifications     Education and Experience Guidelines   - Any combination of education and experience that would likely provide the required knowledge and abilities is qualifying. Examples of ways to obtain the knowledge and abilities would be :    Education/Training:  Equivalent to completion of the twelfth grade supplemented by college level course work in business administration, accounting, or a related field.   Experience:  Two years of increasingly responsible technical and program support experience in a financial aid office comparable to a Financial Aid Technician with Sierra College.   License or Certificate:  Ability to obtain specialized certifications as required.    QUALIFICATIONS  - The following generally describes the knowledge and ability required to enter the job and/or be learned within a short period of time in order to successfully perform the assigned duties.    Knowledge of:     In-depth knowledge of state and federal student financial aid processes and procedures including federal and state laws and regulations regarding the various duties of the Financial Aid Office.  Human relations skills, methods, and techniques to conduct interviews, convey technical information, resolve conflicts, and to facilitate problem resolution.  General accounting and bookkeeping practices and techniques used in ledger recordkeeping.  State and federal tax returns, schedules, and attachments.  Needs analysis methodology.  Office procedures, methods, and equipment including computers and applicable software applications such as word processing, spreadsheets, and databases.  Financial aid management systems and a variety of specialized off-campus software applications.  Mathematical principles and practices.  English usage, spelling, grammar and punctuation.  Principles and procedures of record keeping and filing.  Principles of business letter writing and basic report preparation.  Pertinent federal, state, and local laws, codes, and regulations including state and federal labor law as it applies to the employment of students and DHS employment requirements and documentation.  Supervisory principles.    Ability to:     Provides a full range of specialized support to District’s financial aid programs and functions.  Function as a technical expert in assigned areas of financial aid processing.  Learn and understand in-depth student financial aid processes and procedures including laws, regulations, and District policies and procedures.  Perform arithmetic calculations of average to above average difficulty.  Make oral presentations to groups.  Operate office equipment including computers and supporting word processing, spreadsheet, and database applications.  Adapt to changing technologies and learn functionality of new equipment and systems.  Type or enter data at a speed necessary for successful job performance.  Maintain close attention to detail.  Properly handle difficult, sensitive, and confidential situations and materials.  Plan, organize and prioritize work in order to meet schedules and timelines.  Maintain current, accurate and confidential records and files including financial records.  Conduct technical research and prepare a variety of comprehensive and statistical reports.  Independently prepare routine correspondence and memoranda.  Work independently and collaboratively.  Supervise student and/or other temporary help.  Communicate clearly and concisely, both orally and in writing.  Establish and maintain effective working relationships with those contacted in the course of work.     PHYSICAL DEMANDS AND WORKING ENVIRONMENT   - The conditions herein are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential job functions.     Environment:  Work is performed primarily in a standard office setting.   Physical:  Primary functions require sufficient physical ability and mobility to work in an office setting; to stand or sit for prolonged periods of time; to occasionally walk, stoop, bend, kneel, crouch, reach, and twist; to lift, carry, push, and/or pull light to moderate amounts of weight; to operate office equipment requiring repetitive hand movement and fine coordination including use of a computer keyboard; and to verbally communicate to exchange information.   Vision:  See in the normal visual range with or without correction; vision sufficient to read computer screens and printed documents; and to operate assigned equipment.   Hearing:  Hear in the normal audio range with or without correction.    Supplemental Information     WHY SIERRA?      One of Aspen Institute’s Top 150 Community Colleges in the nation   The Accrediting Commission recognized Sierra “for its exemplary practice of providing personnel with opportunities for continued professional development in order to meet its mission.” This includes providing students and employees with a robust set of programs, events, and conferences related to equity-mindedness and supporting the success of our students, etc.   Public Employee’s Retirement System (PERS)  17 paid holidays (including extended time off during the winter break)  12 accrued paid vacation days per year (vacation accrual increases over time)  Competitive benefits package  Flexible work schedules may be available  Currently during summers, some employee groups participate in 4x10 schedules    Sierra College is a Community College located near Sacramento, California where a heavy emphasis is placed on academic excellence and student success. Since its founding in 1936, Sierra College has focused on quality instruction and meeting the evolving needs of the students and communities that it serves. The Sierra Community College District covers more than 3,200 square miles and serves the Northern California foothill counties of Placer and Nevada, as well as parts of El Dorado and Sacramento. We serve over 16,000 students throughout the region in both on-ground and online courses, including students at our main Rocklin Campus as well as at three centers located in Grass Valley, Tahoe/Truckee, and Roseville. Our District prides itself on academic excellence.   Sierra College has a strong commitment to the achievement of equity and inclusion among its faculty, staff, and students and values the rich, diverse backgrounds that make up the campus community. A strong candidate for this position must demonstrate a profound understanding of and experience with successfully supporting individuals with varying backgrounds. This includes persons with disabilities, various gender identities and sexual orientations, as well as individuals from historically underrepresented communities and other groups. Our District is committed to providing strategies for success and proactive student-centered practices and policies focused on eliminating equity gaps to ensure the District provides an inclusive educational and employment environment focused on strategies for success and equitable outcomes for all.   As an institution, Sierra College is committed to eliminating the equity gap in all student populations with dynamic, learner-centered practices and policies that fully engage the college community. The ideal candidate will share the College’s commitment to helping its racially and socioeconomically diverse students succeed in their degree and career objectives. Currently, Sierra College enrolls 16,500 students per term, where approximately: 24% of Sierra College’s students are Latin(o)(a)(x)(e), 3% are African-American, 2% are Filipino, 6% are Asian-American, 7% are multiracial and 55% are White.   The successful candidate will join a College dedicated to the use of culturally responsive strategies and methods that meet the varying needs of our students, faculty, staff, and surrounding community. Sierra College demonstrates its commitment to equity by supporting ongoing professional development for students, faculty, and staff. These opportunities include trainings and workshops on equity and inclusion, active Academic Senate standing committees concerned with student success and equity, a Presidential Equity Advisory Committee (PEAC), culturally responsive student engagement centers, support for our undocumented and AB540 students, campus-wide equity summits, a robust set of programs, events, and conferences related to equity-mindedness and supporting the success of our diverse students.     Need Help With Your Online Account?      Use the online  Help Guide  or contact the  NEOED Applicants Support Line at 855-524-5627  if you need assistance with your online applicant account.    Applicant Support is available between 6 a.m. and 5 p.m. Pacific Time, Monday through Friday.       Helpful Tip:     Please note that as described above a strong candidate for this position must demonstrate a profound understanding of and experience with successfully supporting individuals with varying backgrounds; and therefore, hiring committees assess candidates for these knowledge, skills, and abilities.   Applicants may want to consider incorporating culturally-inclusive/equity-minded strategies practiced and/or evidence of the responsiveness to and understanding of the racial, socioeconomic, and cultural diversity of community college student populations throughout their application materials (including application and documents uploaded, if any).   Please see the Sierra College website for additional helpful tips and tools for prospective applicants .     Travel expenses may be partially reimbursed for candidates traveling beyond a 150 mile radius for second round interviews. All other travel expenses will be borne by the candidate (if in person interviews).      Terms and Conditions of Employment:      Other terms and conditions of employment are specified in the applicable collective bargaining agreements on file in the District Human Resources Department. Position description of record on file in the Human Resources Department.    *Sierra Community College District currently operates campuses in Rocklin, Roseville, Truckee and Grass Valley. In its management of a multi-campus environment, the District reserves right of assignment including the right to change assignment locations and shift assignments based on District need. Although this position may currently reside at the Rocklin campus, the assignment location may be subject to change as needed. Additionally, the district reserves the right to cancel, revise or re-announce this position as well as any and all positions at any time.     EEO     /     TITLE IX     EMPLOYER    Sierra College is an equal employment opportunity employer committed to nondiscrimination and the achievement of diversity and equity among its faculty, staff, and students.    Persons with inquiries about the application of Title IX and/or EEO may contact the Director of Diversity, EEO & Title IX (Title IX Coordinator) at the address below, at (916) 660-7006 or via email at EEOT9@sierracollege.edu .   Persons with questions regarding reasonable accommodation of physical and other disabilities should contact the Sierra College Human Resources Department at (916) 660-7105.    If you have limitations hearing or speaking, the State of California offers a specially-trained Communications Assistant (CA) that can relay telephone conversations for all of your calls. Dial 711 to reach the California Relay Service (CRS). Dialing 711 is for everyone, not just those who have difficulty hearing on a standard phone. If you prefer having your calls immediately answered in your mode of communication, dial one of the toll-free modality and language-specific numbers below. The call will be routed to the CRS provider.     TTY/VCO/HCO to Voice      English 1-800-735-2929    Spanish 1-800-855-3000     Voice to TTY/VCO/HCO      English 1-800-735-2922    Spanish 1-800-855-3000     From or to Speech-to- Speech      English & Spanish 1-800-854-7784  Sierra Community College offers benefit packages to full-time employees including: family coverage health, dental and vision insurance, Public Employee's Retirement System (PERS) OR State Teachers Retirement System (STRS) retirement, income protection, life insurance, sick leave, vacation, and holidays as provided according to District policy.  Closing Date/Time: Continuous
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            Description  Under direction of the Manager, Finance/Bursar processes District student accounts receivable transactions, performs work involved in receiving student payments, refunding students and accounting for sums of money; performs related work as required.   Need Help With Your Online Account?    Use the online Help Guide or contact the NEOGOV Applicants Support Line at 855-524-5627 or Email: support@governmnentjobs.com if you need assistance with your online applicant account.   Applicant Support is available between 6 a.m. and 5 p.m. Pacific Time, Monday through Friday.     Examples Of Functions and Tasks    REPRESENTATIVE DUTIES  - The following duties are typical for this classification. Incumbents may not perform all of the listed duties and/or may be required to perform additional or different duties from those set forth below to address business needs and changing business practices.  Provides general cash control by preparing cash drawers; accepts cash, checks or bankcards for payments on student accounts; maintains sufficient change in cash drawers; counts money and gives changes. Generates daily cash receipts reports and reconciles to cash drawer; prepares daily bank deposits and balances cash receipts reports.Serves as point of contact with students, prospective students, staff and the general public regarding departmental services. Communicates and works closely with Financial Aid, Admissions & Records, Veterans Office, International Office, Residence Hall, Health Center, Counseling, Athletics, Truckee campus, NCC campus, Foundation, ASSC, Police Services and Library.Verifies all deposits are posted to holding bank account.Reconciles bank deposits to Banner (ERP) transactions. Prepares and posts cash clearing journal entry.Processes Financial Aid refunds and overpayments on student accounts using the campus ERP system, (currently Banner software) job process. Uploads payment file to the third party website and posts stale dated refund checks on the student account.Places authorized student accounts on third party payment agreements. Invoices, post payments and tracks receipt of payments from third party agency payers. Reconciles payments from agencies with the student contract and resolves discrepancies. Processes refunds directly to the agencies.Posts payments received from students at customer service window onto their student account into Banner. Follows specific process used in receiving cash, check or credit card.Coordinates cash usage, including time lines, ordering of cash from banks, and setting up multiple cash bags; reconciles and verifies cash bag accounting.Places holds on student records for non-payment of fees as appropriate and in accordance with established District policies and procedures.Processes returned checks from the bank and credit card chargebacks. Researches, contacts the student and posts charge to student account.Initiates process to bill students with unpaid account balances throughout each term.Uploads file of delinquent student accounts to independent collection agency and assists students in resolving past due balances. Reconciles monthly check from collection agency for posting to student account. Verifies student account information is correct on collection agency website. Maintains separate timeline for Return to Title IV student balances submission to independent collection agency as required by Department of Education.Oversees the student payment plan program. Reconciles student account balances between third party payment plan provider’s web-based reports and Banner. Researches and analyzes any discrepancies in payment plan student account balances. Adjusts student account balances on third party records as needed..Prepares Special Events cash bags used for making change at District events. Obtains proper signature and backup documentation and releases cash. Reviews Special Events log to ensure cash bag is returned to the Bursar office timely.Prepares Athletic event game bags for distribution to game manager. Follows up to ensure game bag is returned timely. Reviews reconciliation of ticket sales to cash collected.Processes requests for Athletic Travel Advances. Submits advance requests to Accounts Payable for check issuance, delivers checks to coaches. Reconciles receipts and/or number of athletes receiving cash. Follows up to ensure documentation is received timely after athletic event.Reviews Student Fee Petitions, gathers information and makes recommendations to manager for approval or disapproval.Posts incoming wire transfers from international students to their student accounts.Posts Residence Hall deposits to student accounts and releases refunds to the students at the direction of the Residence Hall Office. Coordinates with Residence Hall staff to schedule refunding of room deposits by deadline required by California state law.Reviews student accounts for bad debt write off. Identifies detail code to use for write off on the student account in Banner. Three terms per fiscal year are written off.Prepares Sierra College Foundation bank deposits and posts to Banner.Assists students with the 1098T form questions, provides re-prints as requested.Participates in testing ERP System, (currently Banner ), a accounts receivable module, as needed for periodic upgrades and patches.Operates office equipment including computer equipment, calculator, copier/scanner, facsimile machine, specialized coin counting equipment and credit card swipe machine.Operates personal computer for word processing, spreadsheets, database management, and basic financial accounting; accesses District host computer, student and/or other databases to enter and extract information.Participates in testing of upgrades to the Banner Student Accounts Receivable module.Interacts with representatives of credit card authorization centers and banks, as appropriate.Advises students, staff members, and the general public regarding District policies and procedures, as appropriate; answers questions and provides directions.Maintains current knowledge of state and federal laws, rules and regulations pertaining to area of responsibility.Routes information to various District organizational units; provides follow-up information as necessary.May train and provide work direction to assigned student workers and temporary help as assigned.Performs related duties as required.   Minimum Qualifications    Education and Experience Guidelines  - Any combination of education and experience that would likely provide the required knowledge and abilities is qualifying. Examples of ways to obtain the knowledge and abilities would be:   Education/Training:  Equivalent to the completion of the twelfth grade.   Experience:  One year of retail or bank cash handling experience .   QUALIFICATIONS  - The following generally describes the knowledge and ability required to enter the job and/or be learned within a short period of time in order to successfully perform the assigned duties.   Knowledge of:    Basic accounting theory, principles and practices including accounting controls, and audit trails.  Basic accounts receivable procedures.  Student registration and enrollment fee processes.  Banking procedures.  Mathematical principles.  Office procedures, methods, and equipment including computers and applicable software applications such as word processing, spreadsheets, and databases.  Principles and practices of financial record keeping.  Methods and techniques of public relations.  English usage, spelling, grammar, and punctuation.     Ability to:    Receive monies and make change accurately.  Perform a variety of routine clerical duties in support of assigned area.  Meet the general public with courtesy and tact.  Plan, organize and prioritize work to meet changing priorities and deadlines.  Work cooperatively with other departments, divisions and outside agencies.  Maintain confidentiality of information.  Make arithmetic calculations and comparisons quickly and accurately.  Operate a calculator and cash register with speed and accuracy.  Type accurately at a rate sufficient to maintain office production.  Operate office equipment including computers and supporting word processing, spreadsheet, and database applications.  Compose and prepare general correspondence and reports.  Understand and follow oral and written instructions.  Communicate clearly and concisely, both orally and in writing.  Establish and maintain effective working relationships with those contacted in the course of work.     PHYSICAL DEMANDS AND WORKING ENVIRONMENT  - The conditions herein are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential job functions.   Environment:  Work is performed primarily in a standard office setting.   Physical:  Primary functions require sufficient physical ability and mobility to work in an office setting; to stand or sit for prolonged periods of time; to occasionally walk, stoop, bend, kneel, crouch, reach, and twist; to lift, carry, push, and/or pull light to moderate amounts of weight; to operate office equipment requiring repetitive hand movement and fine coordination including use of a computer keyboard; and to verbally communicate to exchange information.   Vision:  See in the normal visual range with or without correction; vision sufficient to read computer screens and printed documents; and to operate assigned equipment.   Hearing:  Hear in the normal audio range with or without correction.   Supplemental Information     WHY SIERRA?      One of Aspen Institute’s Top 150 Community Colleges in the nation   The Accrediting Commission recognized Sierra “for its exemplary practice of providing personnel with opportunities for continued professional development in order to meet its mission.” This includes providing students and employees with a robust set of programs, events, and conferences related to equity-mindedness and supporting the success of our students, etc.   Public Employee’s Retirement System (PERS)  17 paid holidays (including extended time off during the winter break)  12 accrued paid vacation days per year (vacation accrual increases over time)  Competitive benefits package  Flexible work schedules may be available  Currently during summers, some employee groups participate in 4x10 schedules    Sierra College is a Community College located near Sacramento, California where a heavy emphasis is placed on academic excellence and student success. Since its founding in 1936, Sierra College has focused on quality instruction and meeting the evolving needs of the students and communities that it serves. The Sierra Community College District covers more than 3,200 square miles and serves the Northern California foothill counties of Placer and Nevada, as well as parts of El Dorado and Sacramento. We serve over 16,000 students throughout the region in both on-ground and online courses, including students at our main Rocklin Campus as well as at three centers located in Grass Valley, Tahoe/Truckee, and Roseville. Our District prides itself on academic excellence.   Sierra College has a strong commitment to the achievement of equity and inclusion among its faculty, staff, and students and values the rich, diverse backgrounds that make up the campus community. A strong candidate for this position must demonstrate a profound understanding of and experience with successfully supporting individuals with varying backgrounds. This includes persons with disabilities, various gender identities and sexual orientations, as well as individuals from historically underrepresented communities and other groups. Our District is committed to providing strategies for success and proactive student-centered practices and policies focused on eliminating equity gaps to ensure the District provides an inclusive educational and employment environment focused on strategies for success and equitable outcomes for all.   As an institution, Sierra College is committed to eliminating the equity gap in all student populations with dynamic, learner-centered practices and policies that fully engage the college community. The ideal candidate will share the College’s commitment to helping its racially and socioeconomically diverse students succeed in their degree and career objectives. Currently, Sierra College enrolls 16,500 students per term, where approximately: 24% of Sierra College’s students are Latin(o)(a)(x)(e), 3% are African-American, 2% are Filipino, 6% are Asian-American, 7% are multiracial and 55% are White.   The successful candidate will join a College dedicated to the use of culturally responsive strategies and methods that meet the varying needs of our students, faculty, staff, and surrounding community. Sierra College demonstrates its commitment to equity by supporting ongoing professional development for students, faculty, and staff. These opportunities include trainings and workshops on equity and inclusion, active Academic Senate standing committees concerned with student success and equity, a Presidential Equity Advisory Committee (PEAC), culturally responsive student engagement centers, support for our undocumented and AB540 students, campus-wide equity summits, a robust set of programs, events, and conferences related to equity-mindedness and supporting the success of our diverse students.     Need Help With Your Online Account?      Use the online  Help Guide  or contact the  NEOED Applicants Support Line at 855-524-5627  if you need assistance with your online applicant account.    Applicant Support is available between 6 a.m. and 5 p.m. Pacific Time, Monday through Friday.       Helpful Tip:     Please note that as described above a strong candidate for this position must demonstrate a profound understanding of and experience with successfully supporting individuals with varying backgrounds; and therefore, hiring committees assess candidates for these knowledge, skills, and abilities.   Applicants may want to consider incorporating culturally-inclusive/equity-minded strategies practiced and/or evidence of the responsiveness to and understanding of the racial, socioeconomic, and cultural diversity of community college student populations throughout their application materials (including application and documents uploaded, if any).   Please see the Sierra College website for additional helpful tips and tools for prospective applicants .     Travel expenses may be partially reimbursed for candidates traveling beyond a 150 mile radius for second round interviews. All other travel expenses will be borne by the candidate (if in person interviews).      Terms and Conditions of Employment:      Other terms and conditions of employment are specified in the applicable collective bargaining agreements on file in the District Human Resources Department. Position description of record on file in the Human Resources Department.    *Sierra Community College District currently operates campuses in Rocklin, Roseville, Truckee and Grass Valley. In its management of a multi-campus environment, the District reserves right of assignment including the right to change assignment locations and shift assignments based on District need. Although this position may currently reside at the Rocklin campus, the assignment location may be subject to change as needed. Additionally, the district reserves the right to cancel, revise or re-announce this position as well as any and all positions at any time.     EEO     /     TITLE IX     EMPLOYER    Sierra College is an equal employment opportunity employer committed to nondiscrimination and the achievement of diversity and equity among its faculty, staff, and students.    Persons with inquiries about the application of Title IX and/or EEO may contact the Director of Diversity, EEO & Title IX (Title IX Coordinator) at the address below, at (916) 660-7006 or via email at EEOT9@sierracollege.edu .   Persons with questions regarding reasonable accommodation of physical and other disabilities should contact the Sierra College Human Resources Department at (916) 660-7105.    If you have limitations hearing or speaking, the State of California offers a specially-trained Communications Assistant (CA) that can relay telephone conversations for all of your calls. Dial 711 to reach the California Relay Service (CRS). Dialing 711 is for everyone, not just those who have difficulty hearing on a standard phone. If you prefer having your calls immediately answered in your mode of communication, dial one of the toll-free modality and language-specific numbers below. The call will be routed to the CRS provider.     TTY/VCO/HCO to Voice      English 1-800-735-2929    Spanish 1-800-855-3000     Voice to TTY/VCO/HCO      English 1-800-735-2922    Spanish 1-800-855-3000     From or to Speech-to- Speech      English & Spanish 1-800-854-7784  Sierra Community College offers benefit packages to full-time employees including: family coverage health, dental and vision insurance, Public Employee's Retirement System (PERS) OR State Teachers Retirement System (STRS) retirement, income protection, life insurance, sick leave, vacation, and holidays as provided according to District policy.  Closing Date/Time: 5/28/2023 11:59 PM Pacific
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        Description  Under direction of the Manager, Finance/Bursar processes District student accounts receivable transactions, performs work involved in receiving student payments, refunding students and accounting for sums of money; performs related work as required.   Need Help With Your Online Account?    Use the online Help Guide or contact the NEOGOV Applicants Support Line at 855-524-5627 or Email: support@governmnentjobs.com if you need assistance with your online applicant account.   Applicant Support is available between 6 a.m. and 5 p.m. Pacific Time, Monday through Friday.     Examples Of Functions and Tasks    REPRESENTATIVE DUTIES  - The following duties are typical for this classification. Incumbents may not perform all of the listed duties and/or may be required to perform additional or different duties from those set forth below to address business needs and changing business practices.  Provides general cash control by preparing cash drawers; accepts cash, checks or bankcards for payments on student accounts; maintains sufficient change in cash drawers; counts money and gives changes. Generates daily cash receipts reports and reconciles to cash drawer; prepares daily bank deposits and balances cash receipts reports.Serves as point of contact with students, prospective students, staff and the general public regarding departmental services. Communicates and works closely with Financial Aid, Admissions & Records, Veterans Office, International Office, Residence Hall, Health Center, Counseling, Athletics, Truckee campus, NCC campus, Foundation, ASSC, Police Services and Library.Verifies all deposits are posted to holding bank account.Reconciles bank deposits to Banner (ERP) transactions. Prepares and posts cash clearing journal entry.Processes Financial Aid refunds and overpayments on student accounts using the campus ERP system, (currently Banner software) job process. Uploads payment file to the third party website and posts stale dated refund checks on the student account.Places authorized student accounts on third party payment agreements. Invoices, post payments and tracks receipt of payments from third party agency payers. Reconciles payments from agencies with the student contract and resolves discrepancies. Processes refunds directly to the agencies.Posts payments received from students at customer service window onto their student account into Banner. Follows specific process used in receiving cash, check or credit card.Coordinates cash usage, including time lines, ordering of cash from banks, and setting up multiple cash bags; reconciles and verifies cash bag accounting.Places holds on student records for non-payment of fees as appropriate and in accordance with established District policies and procedures.Processes returned checks from the bank and credit card chargebacks. Researches, contacts the student and posts charge to student account.Initiates process to bill students with unpaid account balances throughout each term.Uploads file of delinquent student accounts to independent collection agency and assists students in resolving past due balances. Reconciles monthly check from collection agency for posting to student account. Verifies student account information is correct on collection agency website. Maintains separate timeline for Return to Title IV student balances submission to independent collection agency as required by Department of Education.Oversees the student payment plan program. Reconciles student account balances between third party payment plan provider’s web-based reports and Banner. Researches and analyzes any discrepancies in payment plan student account balances. Adjusts student account balances on third party records as needed..Prepares Special Events cash bags used for making change at District events. Obtains proper signature and backup documentation and releases cash. Reviews Special Events log to ensure cash bag is returned to the Bursar office timely.Prepares Athletic event game bags for distribution to game manager. Follows up to ensure game bag is returned timely. Reviews reconciliation of ticket sales to cash collected.Processes requests for Athletic Travel Advances. Submits advance requests to Accounts Payable for check issuance, delivers checks to coaches. Reconciles receipts and/or number of athletes receiving cash. Follows up to ensure documentation is received timely after athletic event.Reviews Student Fee Petitions, gathers information and makes recommendations to manager for approval or disapproval.Posts incoming wire transfers from international students to their student accounts.Posts Residence Hall deposits to student accounts and releases refunds to the students at the direction of the Residence Hall Office. Coordinates with Residence Hall staff to schedule refunding of room deposits by deadline required by California state law.Reviews student accounts for bad debt write off. Identifies detail code to use for write off on the student account in Banner. Three terms per fiscal year are written off.Prepares Sierra College Foundation bank deposits and posts to Banner.Assists students with the 1098T form questions, provides re-prints as requested.Participates in testing ERP System, (currently Banner ), a accounts receivable module, as needed for periodic upgrades and patches.Operates office equipment including computer equipment, calculator, copier/scanner, facsimile machine, specialized coin counting equipment and credit card swipe machine.Operates personal computer for word processing, spreadsheets, database management, and basic financial accounting; accesses District host computer, student and/or other databases to enter and extract information.Participates in testing of upgrades to the Banner Student Accounts Receivable module.Interacts with representatives of credit card authorization centers and banks, as appropriate.Advises students, staff members, and the general public regarding District policies and procedures, as appropriate; answers questions and provides directions.Maintains current knowledge of state and federal laws, rules and regulations pertaining to area of responsibility.Routes information to various District organizational units; provides follow-up information as necessary.May train and provide work direction to assigned student workers and temporary help as assigned.Performs related duties as required.   Minimum Qualifications    Education and Experience Guidelines  - Any combination of education and experience that would likely provide the required knowledge and abilities is qualifying. Examples of ways to obtain the knowledge and abilities would be:   Education/Training:  Equivalent to the completion of the twelfth grade.   Experience:  One year of retail or bank cash handling experience .   QUALIFICATIONS  - The following generally describes the knowledge and ability required to enter the job and/or be learned within a short period of time in order to successfully perform the assigned duties.   Knowledge of:    Basic accounting theory, principles and practices including accounting controls, and audit trails.  Basic accounts receivable procedures.  Student registration and enrollment fee processes.  Banking procedures.  Mathematical principles.  Office procedures, methods, and equipment including computers and applicable software applications such as word processing, spreadsheets, and databases.  Principles and practices of financial record keeping.  Methods and techniques of public relations.  English usage, spelling, grammar, and punctuation.     Ability to:    Receive monies and make change accurately.  Perform a variety of routine clerical duties in support of assigned area.  Meet the general public with courtesy and tact.  Plan, organize and prioritize work to meet changing priorities and deadlines.  Work cooperatively with other departments, divisions and outside agencies.  Maintain confidentiality of information.  Make arithmetic calculations and comparisons quickly and accurately.  Operate a calculator and cash register with speed and accuracy.  Type accurately at a rate sufficient to maintain office production.  Operate office equipment including computers and supporting word processing, spreadsheet, and database applications.  Compose and prepare general correspondence and reports.  Understand and follow oral and written instructions.  Communicate clearly and concisely, both orally and in writing.  Establish and maintain effective working relationships with those contacted in the course of work.     PHYSICAL DEMANDS AND WORKING ENVIRONMENT  - The conditions herein are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential job functions.   Environment:  Work is performed primarily in a standard office setting.   Physical:  Primary functions require sufficient physical ability and mobility to work in an office setting; to stand or sit for prolonged periods of time; to occasionally walk, stoop, bend, kneel, crouch, reach, and twist; to lift, carry, push, and/or pull light to moderate amounts of weight; to operate office equipment requiring repetitive hand movement and fine coordination including use of a computer keyboard; and to verbally communicate to exchange information.   Vision:  See in the normal visual range with or without correction; vision sufficient to read computer screens and printed documents; and to operate assigned equipment.   Hearing:  Hear in the normal audio range with or without correction.   Supplemental Information     WHY SIERRA?      One of Aspen Institute’s Top 150 Community Colleges in the nation   The Accrediting Commission recognized Sierra “for its exemplary practice of providing personnel with opportunities for continued professional development in order to meet its mission.” This includes providing students and employees with a robust set of programs, events, and conferences related to equity-mindedness and supporting the success of our students, etc.   Public Employee’s Retirement System (PERS)  17 paid holidays (including extended time off during the winter break)  12 accrued paid vacation days per year (vacation accrual increases over time)  Competitive benefits package  Flexible work schedules may be available  Currently during summers, some employee groups participate in 4x10 schedules    Sierra College is a Community College located near Sacramento, California where a heavy emphasis is placed on academic excellence and student success. Since its founding in 1936, Sierra College has focused on quality instruction and meeting the evolving needs of the students and communities that it serves. The Sierra Community College District covers more than 3,200 square miles and serves the Northern California foothill counties of Placer and Nevada, as well as parts of El Dorado and Sacramento. We serve over 16,000 students throughout the region in both on-ground and online courses, including students at our main Rocklin Campus as well as at three centers located in Grass Valley, Tahoe/Truckee, and Roseville. Our District prides itself on academic excellence.   Sierra College has a strong commitment to the achievement of equity and inclusion among its faculty, staff, and students and values the rich, diverse backgrounds that make up the campus community. A strong candidate for this position must demonstrate a profound understanding of and experience with successfully supporting individuals with varying backgrounds. This includes persons with disabilities, various gender identities and sexual orientations, as well as individuals from historically underrepresented communities and other groups. Our District is committed to providing strategies for success and proactive student-centered practices and policies focused on eliminating equity gaps to ensure the District provides an inclusive educational and employment environment focused on strategies for success and equitable outcomes for all.   As an institution, Sierra College is committed to eliminating the equity gap in all student populations with dynamic, learner-centered practices and policies that fully engage the college community. The ideal candidate will share the College’s commitment to helping its racially and socioeconomically diverse students succeed in their degree and career objectives. Currently, Sierra College enrolls 16,500 students per term, where approximately: 24% of Sierra College’s students are Latin(o)(a)(x)(e), 3% are African-American, 2% are Filipino, 6% are Asian-American, 7% are multiracial and 55% are White.   The successful candidate will join a College dedicated to the use of culturally responsive strategies and methods that meet the varying needs of our students, faculty, staff, and surrounding community. Sierra College demonstrates its commitment to equity by supporting ongoing professional development for students, faculty, and staff. These opportunities include trainings and workshops on equity and inclusion, active Academic Senate standing committees concerned with student success and equity, a Presidential Equity Advisory Committee (PEAC), culturally responsive student engagement centers, support for our undocumented and AB540 students, campus-wide equity summits, a robust set of programs, events, and conferences related to equity-mindedness and supporting the success of our diverse students.     Need Help With Your Online Account?      Use the online  Help Guide  or contact the  NEOED Applicants Support Line at 855-524-5627  if you need assistance with your online applicant account.    Applicant Support is available between 6 a.m. and 5 p.m. Pacific Time, Monday through Friday.       Helpful Tip:     Please note that as described above a strong candidate for this position must demonstrate a profound understanding of and experience with successfully supporting individuals with varying backgrounds; and therefore, hiring committees assess candidates for these knowledge, skills, and abilities.   Applicants may want to consider incorporating culturally-inclusive/equity-minded strategies practiced and/or evidence of the responsiveness to and understanding of the racial, socioeconomic, and cultural diversity of community college student populations throughout their application materials (including application and documents uploaded, if any).   Please see the Sierra College website for additional helpful tips and tools for prospective applicants .     Travel expenses may be partially reimbursed for candidates traveling beyond a 150 mile radius for second round interviews. All other travel expenses will be borne by the candidate (if in person interviews).      Terms and Conditions of Employment:      Other terms and conditions of employment are specified in the applicable collective bargaining agreements on file in the District Human Resources Department. Position description of record on file in the Human Resources Department.    *Sierra Community College District currently operates campuses in Rocklin, Roseville, Truckee and Grass Valley. In its management of a multi-campus environment, the District reserves right of assignment including the right to change assignment locations and shift assignments based on District need. Although this position may currently reside at the Rocklin campus, the assignment location may be subject to change as needed. Additionally, the district reserves the right to cancel, revise or re-announce this position as well as any and all positions at any time.     EEO     /     TITLE IX     EMPLOYER    Sierra College is an equal employment opportunity employer committed to nondiscrimination and the achievement of diversity and equity among its faculty, staff, and students.    Persons with inquiries about the application of Title IX and/or EEO may contact the Director of Diversity, EEO & Title IX (Title IX Coordinator) at the address below, at (916) 660-7006 or via email at EEOT9@sierracollege.edu .   Persons with questions regarding reasonable accommodation of physical and other disabilities should contact the Sierra College Human Resources Department at (916) 660-7105.    If you have limitations hearing or speaking, the State of California offers a specially-trained Communications Assistant (CA) that can relay telephone conversations for all of your calls. Dial 711 to reach the California Relay Service (CRS). Dialing 711 is for everyone, not just those who have difficulty hearing on a standard phone. If you prefer having your calls immediately answered in your mode of communication, dial one of the toll-free modality and language-specific numbers below. The call will be routed to the CRS provider.     TTY/VCO/HCO to Voice      English 1-800-735-2929    Spanish 1-800-855-3000     Voice to TTY/VCO/HCO      English 1-800-735-2922    Spanish 1-800-855-3000     From or to Speech-to- Speech      English & Spanish 1-800-854-7784  Sierra Community College offers benefit packages to full-time employees including: family coverage health, dental and vision insurance, Public Employee's Retirement System (PERS) OR State Teachers Retirement System (STRS) retirement, income protection, life insurance, sick leave, vacation, and holidays as provided according to District policy.  Closing Date/Time: 5/28/2023 11:59 PM Pacific
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            General Description  The Irvine Ranch Water District is currently accepting applications for an  Operator II  in our Recycling Operations Department.    The District   Irvine Ranch Water District (IRWD) is a progressive, values-driven agency, with an international reputation for its leading-edge financial management practices, water recycling program, water use efficiency practices, water banking, urban runoff treatment, and energy generation and storage. Established in 1961 as a California Water District under the provisions of the California Water Code, IRWD is an independent special district serving central Orange County. IRWD provides high-quality drinking water, reliable sewage collection and treatment, ground-breaking recycled water programs, and environmentally sound urban runoff treatment to its customers. As an independent, not-for-profit public agency, IRWD is governed by a publicly elected five-member Board of Directors. The Board is responsible for the District's policies and decision-making. Day-to-day operations are supervised by the General Manager. Additional information can be found at the District's website: www.IRWD.com.   The Position  Under direct supervision, Operator II's perform work activities related to the operation of sewage treatment and recycling processes and equipment. Monitor treatment process operation and performance. Make adjustments to treatment processes and equipment. Perform established treatment and quality control activities in order to consistently meet effluent discharge requirements, standards and regulations.   Incumbent may be required to work stand-by on a rotational basis and report to work on a callback basis as needed. Standby assignment is at the discretion of the Operations Manager.    DISTINGUISHING CHARACTERISTICS    The Recycling Operations Operator II classification is distinguished from the Recycling Operations Operator I classification in that this classification is the beginning of the journey level for the series and is required to possess a California Water Resources Control Board issued Grade II Wastewater Treatment Plant Operator Certificate at the time of employment.  Summary of Duties  Meet reclaimed water distribution requirements and consistently achieve 100% compliance with all applicable local, state, and federal environmental permit requirements.   Perform all assigned operational duties required to operate the plant efficiently and for responding to emergencies and changing conditions within the plant, including: daily plant process and equipment inspections; review of process performance; process efficiency testing; solids handling and disposal; maintenance of daily log of operations; order and receive bulk chemical deliveries; Dissolved Oxygen profile testing; 30-minute settling Sludge Volume Index (SVI) testing; chlorine residual testing; turbidity testing; H2S testing; micro-organism examination; calibration and maintenance of monitoring equipment.   Make adjustments and/or recommend operational changes to maintain and improve treatment efficiency. Record flow and hour meter readings from gauges, graphs, and related instrumentation and make appropriate calculations as required.   Effectively communicate all facts essential to the efficient operation of the reclamation plant and report all operating problems or emergencies immediately to a higher grade operator, supervisor, or manager as available.   Trouble-shoot variations in operating conditions and report findings as directed to prevent a process imbalance or upset.   Effectively communicate and interact frequently with other departments.   Identify sources of existing or potential operational and mechanical problems with treatment processes and mechanical equipment. Work efficiently to correct, troubleshoot, diagnose and process equipment malfunctions.   Assist with projects such as tank dewatering, cleaning operations and preparation of mechanical equipment to facilitate repairs and replacement as needed.   Perform routine housekeeping and maintenance of assigned treatment plant facilities and equipment.   Inspect the operation of sewage treatment plant including recycling pumps, motors, structures, tanks, and equipment and submit work orders for timely and appropriate repair and/or replacement of treatment process mechanical and related equipment. Utilize Computerized Maintenance Management System (CMMS) for the creation of work orders.   Submit purchase requests for equipment, materials and chemicals. Verify shipments to ensure they are complete and correct.   Maintain all recycling plant process systems in an efficient, safe and cost effective manner   Attend appropriate safety training regarding job duties. Assist in presenting safety topics at the bi-weekly department safety meetings. Report safety violations or safety hazards to management and the Safety Office as soon as possible after awareness.   May be required to respond to a hazardous materials emergency situation and/or chemical spill.  Comply with safety work-related practices and attend relevant safety training.  Perform related duties and responsibilities as required.  Qualifications   Education   High Sch ool graduation or equivalent. For degrees obtained outside of the U.S., an official equivalency evaluation is required.    Completion of 15 college level units related to water/sewage treatment or environmental studies, and/or Water/Sewage Associates Degree is preferred.    Experience   Two (2) years of experience in the operation of a sewage treatment plant, incorporating biological pond treatment, preliminary and primary treatment, Biological Nutrient Removal (BNR) activated sludge treatment, tertiary treatment, and solids handling facilities is required.   Ability to read and interpret standard operating procedures (SOPs), operational manuals and required facility permits is required.  Hazardous materials response experience is desirable.    Certifications   Valid Class C California Driver's license is required.  Valid Grade II Wastewater Treatment Plan Operator Certificate issued by the California State Water Resources Control Board is required.  40 hour Emergency Response, Hazardous Materials Technician Certificate or ability to receive within 12 months from date of hire may be required.  Related Collections System Maintenance, Water Treatment, and/or Water Distribution certifications are highly desirable.    Additional Information    IRWD Corporate Values    Irvine Ranch Water District believes that its values drive the character, culture, and capacity of our organization. IRWD was built on values, and we weave them into the fabric of everything we do. Values are the ingredients in our recipe for both institutional and individual success. They are a code of conduct to promote positive outcomes for others and ourselves. They are more than words on a wall or a website. We live by them every day. We pledge to keep them relevant in an ever-changing world.  IRWD's employees enjoy working in a safe, supportive, and nurturing environment where they form strong bonds with fellow employees. To ensure effective communication and promote a collaborative team environment, employees report to work each day in the office or in the field, depending on their positions.    The physical and mental demands described below are representative of those that must be met by employees to successfully perform the essential functions of this class. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.   Language Ability and Interpersonal Communication  Ability to effectively communicate both orally and written. Ability to communicate effectively with all levels of office/field employees, management, contractors and vendors. Represent District in a professional manner when dealing with outside contractors and regulatory agency officials. Ability to advise and provide interpretation to others on how to apply policies, procedures and standards to specific situations.    Mathematical Ability  Ability to perform basic mathematical functions, including college level algebra and geometry. Must be able to perform algebraic and geometry calculations and water/sewage calculations and formulas.    Technology Ability  Must be familiar with and be able to utilize Microsoft Office Suite.    Judgment and Situational Reasoning Ability  Ability to use professional personal judgment and discretion in performing all job functions.    Physical Requirements  Will lift 50 lbs. on a routine basis. Must be respirator fit-tested annually. Must be clean shaven at alltimes such that facial hair does not interfere with the fit of self-contained breathing apparatus. Ability to exert moderately heavy physical effort in moderate to heavy work, typically involving some combination of climbing and balancing, stooping, kneeling, crouching, crawling, lifting, carrying, pushing, twisting and pulling. Ability to operate equipment and machinery with some requiring complex and rapid adjustments, such as power hand and shop tools, shovel, motor vehicles, compressors, hoists, ladders, drafting tools, etc.    Environmental Adaptability  Ability to work under sometimes uncomfortable conditions with exposure to environmental factors such as raw sewage, toxic agents, wildlife, disease, equipment, traffic, or machinery. Ability to work in a confined space environment and in high locations.  IRWD offers a comprehensive benefits package for eligible employees and their eligible dependents. These benefits include the following: retirement benefits; medical, dental, vision, and life insurance; anda variety of other benefits. Benefits may vary based on employment status. This benefits overview is intended to be a summary, is not intended to be all-inclusive,and may not be applicable to all employees.   Retirement   Employees hired on or after January 1, 2013:  The District, in compliance with the California Public Employees' Pension Reform Act of 2012 (PEPRA), implemented a third tier for new employees hired on or after January 1, 2013. New employees hired on or after January 1, 2013 who have not been in PERS membership or in membership with a reciprocal retirement system within 6 months of hire date will receive benefits under the California Public Employees Retirement System at a 2 percent at age 62 formula. This formula gradually increases to a maximum benefits of 2.5 percent at age 67. Final compensation calculations will be based on the highest three-year average of regular recurring pay. The District pays the employer's share of these costs. The employee share of the pension cost of 7.50% is paid in full by the employees hired under this formula.   Employees hired on or after September 29, 2012 or "Classic" PERS members hired on or after January 1, 2013:  On September 24, 2012, the IRWD Board of Directors approved the addition of a second tier to the CalPERS retirement benefits. New employees hired on or after September 29th through December 31, 2012, and employees hired on or after January 1, 2013 who have been in PERS membership or in membership with a reciprocal retirement system, will receive benefits under the California Public Employees Retirement System at 2 percent at age 60 formula. This formula gradually increases to a maximum benefit of 2.418% at age 63. The District pays the employer share of these costs and the employee share of the pension cost of 7% is paid in full by the employees hired under this formula. Final retirement compensation calculations are based on the highest three-year average of regular, recurring pay.  IRWDdoes not participate or pay into Social Security except for the Medicare portion.   Medical Insurance  IRWD contracts with CalPERS for medical insurance coverage. Employees may elect coverage from a variety of PPO and HMO plans. The employee and District contribution for health insurance varies by plan.Coverage is effective the first day of the month following the date of hire.   Dental Insurance  IRWD contracts with Delta Dental for dental coverage.IRWD pays 100% of the premium for dental coverage for eligible employees and their eligible dependents. Coverage is effective the first day of the month following the date of hire.   Vision Insurance  IRWD contracts with the EyeMed for vision coverage. IRWD pays 100% of the premium for vision coverage for eligible employees and their eligible dependents. Coverage is effective the first day of the month following the date of hire.   Life Insurance  Elgible employees are provided with life insurance coverage equal to three or four times their annual salary, depending on their level of compensation. Eligible dependents are also covered for a flat benefit amount. Coverage is effective the first day of the month following the date of hire.   Deferred Compensation  Participation in adeferred compensation plan is available through Empower Retirement. Enrollment is voluntary and contributions are employee-paid and subject to IRS limits. The District matches employee contributions up to 3% of base pay after 1 year of employment.   Paid Vacation  Eligible employees begin accruing vacation benefits at the rate of 80 hours per year for the first 5 years of employment and are eligible to use paid vacation time after 6 months of employment. Employees accrue 120 hours per year after 5 years of employment and 160 hours per year after 10 years of employment.   Paid Holidays  The District offers 11 scheduled paid holidaysplus one personal holiday per year.   Sick Leave  Eligible employees accrue 96 hours of sick leave annually.   Flexible Spending Accounts  Eligible employees may elect to participate in the District's Flex Advantage program. This program allows employees to deposit pre-tax dollars into special accounts to be used for a variety of purposes, including paying for qualified miscellaneous health care expenses and dependent care expenses. IRWD contracts with a third party administer to process payments from employee accounts using claim forms or a Flex Spending debit card.   Educational Assistance  The District will share in the pre-approved educational costs of tuition and books for employees who wish to attend college or take certification classes.  Closing Date/Time: Continuous
        

    

    
        
            Apr 05, 2024
        

                                    Full Time
                                     
    

    
        General Description  The Irvine Ranch Water District is currently accepting applications for an  Operator II  in our Recycling Operations Department.    The District   Irvine Ranch Water District (IRWD) is a progressive, values-driven agency, with an international reputation for its leading-edge financial management practices, water recycling program, water use efficiency practices, water banking, urban runoff treatment, and energy generation and storage. Established in 1961 as a California Water District under the provisions of the California Water Code, IRWD is an independent special district serving central Orange County. IRWD provides high-quality drinking water, reliable sewage collection and treatment, ground-breaking recycled water programs, and environmentally sound urban runoff treatment to its customers. As an independent, not-for-profit public agency, IRWD is governed by a publicly elected five-member Board of Directors. The Board is responsible for the District's policies and decision-making. Day-to-day operations are supervised by the General Manager. Additional information can be found at the District's website: www.IRWD.com.   The Position  Under direct supervision, Operator II's perform work activities related to the operation of sewage treatment and recycling processes and equipment. Monitor treatment process operation and performance. Make adjustments to treatment processes and equipment. Perform established treatment and quality control activities in order to consistently meet effluent discharge requirements, standards and regulations.   Incumbent may be required to work stand-by on a rotational basis and report to work on a callback basis as needed. Standby assignment is at the discretion of the Operations Manager.    DISTINGUISHING CHARACTERISTICS    The Recycling Operations Operator II classification is distinguished from the Recycling Operations Operator I classification in that this classification is the beginning of the journey level for the series and is required to possess a California Water Resources Control Board issued Grade II Wastewater Treatment Plant Operator Certificate at the time of employment.  Summary of Duties  Meet reclaimed water distribution requirements and consistently achieve 100% compliance with all applicable local, state, and federal environmental permit requirements.   Perform all assigned operational duties required to operate the plant efficiently and for responding to emergencies and changing conditions within the plant, including: daily plant process and equipment inspections; review of process performance; process efficiency testing; solids handling and disposal; maintenance of daily log of operations; order and receive bulk chemical deliveries; Dissolved Oxygen profile testing; 30-minute settling Sludge Volume Index (SVI) testing; chlorine residual testing; turbidity testing; H2S testing; micro-organism examination; calibration and maintenance of monitoring equipment.   Make adjustments and/or recommend operational changes to maintain and improve treatment efficiency. Record flow and hour meter readings from gauges, graphs, and related instrumentation and make appropriate calculations as required.   Effectively communicate all facts essential to the efficient operation of the reclamation plant and report all operating problems or emergencies immediately to a higher grade operator, supervisor, or manager as available.   Trouble-shoot variations in operating conditions and report findings as directed to prevent a process imbalance or upset.   Effectively communicate and interact frequently with other departments.   Identify sources of existing or potential operational and mechanical problems with treatment processes and mechanical equipment. Work efficiently to correct, troubleshoot, diagnose and process equipment malfunctions.   Assist with projects such as tank dewatering, cleaning operations and preparation of mechanical equipment to facilitate repairs and replacement as needed.   Perform routine housekeeping and maintenance of assigned treatment plant facilities and equipment.   Inspect the operation of sewage treatment plant including recycling pumps, motors, structures, tanks, and equipment and submit work orders for timely and appropriate repair and/or replacement of treatment process mechanical and related equipment. Utilize Computerized Maintenance Management System (CMMS) for the creation of work orders.   Submit purchase requests for equipment, materials and chemicals. Verify shipments to ensure they are complete and correct.   Maintain all recycling plant process systems in an efficient, safe and cost effective manner   Attend appropriate safety training regarding job duties. Assist in presenting safety topics at the bi-weekly department safety meetings. Report safety violations or safety hazards to management and the Safety Office as soon as possible after awareness.   May be required to respond to a hazardous materials emergency situation and/or chemical spill.  Comply with safety work-related practices and attend relevant safety training.  Perform related duties and responsibilities as required.  Qualifications   Education   High Sch ool graduation or equivalent. For degrees obtained outside of the U.S., an official equivalency evaluation is required.    Completion of 15 college level units related to water/sewage treatment or environmental studies, and/or Water/Sewage Associates Degree is preferred.    Experience   Two (2) years of experience in the operation of a sewage treatment plant, incorporating biological pond treatment, preliminary and primary treatment, Biological Nutrient Removal (BNR) activated sludge treatment, tertiary treatment, and solids handling facilities is required.   Ability to read and interpret standard operating procedures (SOPs), operational manuals and required facility permits is required.  Hazardous materials response experience is desirable.    Certifications   Valid Class C California Driver's license is required.  Valid Grade II Wastewater Treatment Plan Operator Certificate issued by the California State Water Resources Control Board is required.  40 hour Emergency Response, Hazardous Materials Technician Certificate or ability to receive within 12 months from date of hire may be required.  Related Collections System Maintenance, Water Treatment, and/or Water Distribution certifications are highly desirable.    Additional Information    IRWD Corporate Values    Irvine Ranch Water District believes that its values drive the character, culture, and capacity of our organization. IRWD was built on values, and we weave them into the fabric of everything we do. Values are the ingredients in our recipe for both institutional and individual success. They are a code of conduct to promote positive outcomes for others and ourselves. They are more than words on a wall or a website. We live by them every day. We pledge to keep them relevant in an ever-changing world.  IRWD's employees enjoy working in a safe, supportive, and nurturing environment where they form strong bonds with fellow employees. To ensure effective communication and promote a collaborative team environment, employees report to work each day in the office or in the field, depending on their positions.    The physical and mental demands described below are representative of those that must be met by employees to successfully perform the essential functions of this class. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.   Language Ability and Interpersonal Communication  Ability to effectively communicate both orally and written. Ability to communicate effectively with all levels of office/field employees, management, contractors and vendors. Represent District in a professional manner when dealing with outside contractors and regulatory agency officials. Ability to advise and provide interpretation to others on how to apply policies, procedures and standards to specific situations.    Mathematical Ability  Ability to perform basic mathematical functions, including college level algebra and geometry. Must be able to perform algebraic and geometry calculations and water/sewage calculations and formulas.    Technology Ability  Must be familiar with and be able to utilize Microsoft Office Suite.    Judgment and Situational Reasoning Ability  Ability to use professional personal judgment and discretion in performing all job functions.    Physical Requirements  Will lift 50 lbs. on a routine basis. Must be respirator fit-tested annually. Must be clean shaven at alltimes such that facial hair does not interfere with the fit of self-contained breathing apparatus. Ability to exert moderately heavy physical effort in moderate to heavy work, typically involving some combination of climbing and balancing, stooping, kneeling, crouching, crawling, lifting, carrying, pushing, twisting and pulling. Ability to operate equipment and machinery with some requiring complex and rapid adjustments, such as power hand and shop tools, shovel, motor vehicles, compressors, hoists, ladders, drafting tools, etc.    Environmental Adaptability  Ability to work under sometimes uncomfortable conditions with exposure to environmental factors such as raw sewage, toxic agents, wildlife, disease, equipment, traffic, or machinery. Ability to work in a confined space environment and in high locations.  IRWD offers a comprehensive benefits package for eligible employees and their eligible dependents. These benefits include the following: retirement benefits; medical, dental, vision, and life insurance; anda variety of other benefits. Benefits may vary based on employment status. This benefits overview is intended to be a summary, is not intended to be all-inclusive,and may not be applicable to all employees.   Retirement   Employees hired on or after January 1, 2013:  The District, in compliance with the California Public Employees' Pension Reform Act of 2012 (PEPRA), implemented a third tier for new employees hired on or after January 1, 2013. New employees hired on or after January 1, 2013 who have not been in PERS membership or in membership with a reciprocal retirement system within 6 months of hire date will receive benefits under the California Public Employees Retirement System at a 2 percent at age 62 formula. This formula gradually increases to a maximum benefits of 2.5 percent at age 67. Final compensation calculations will be based on the highest three-year average of regular recurring pay. The District pays the employer's share of these costs. The employee share of the pension cost of 7.50% is paid in full by the employees hired under this formula.   Employees hired on or after September 29, 2012 or "Classic" PERS members hired on or after January 1, 2013:  On September 24, 2012, the IRWD Board of Directors approved the addition of a second tier to the CalPERS retirement benefits. New employees hired on or after September 29th through December 31, 2012, and employees hired on or after January 1, 2013 who have been in PERS membership or in membership with a reciprocal retirement system, will receive benefits under the California Public Employees Retirement System at 2 percent at age 60 formula. This formula gradually increases to a maximum benefit of 2.418% at age 63. The District pays the employer share of these costs and the employee share of the pension cost of 7% is paid in full by the employees hired under this formula. Final retirement compensation calculations are based on the highest three-year average of regular, recurring pay.  IRWDdoes not participate or pay into Social Security except for the Medicare portion.   Medical Insurance  IRWD contracts with CalPERS for medical insurance coverage. Employees may elect coverage from a variety of PPO and HMO plans. The employee and District contribution for health insurance varies by plan.Coverage is effective the first day of the month following the date of hire.   Dental Insurance  IRWD contracts with Delta Dental for dental coverage.IRWD pays 100% of the premium for dental coverage for eligible employees and their eligible dependents. Coverage is effective the first day of the month following the date of hire.   Vision Insurance  IRWD contracts with the EyeMed for vision coverage. IRWD pays 100% of the premium for vision coverage for eligible employees and their eligible dependents. Coverage is effective the first day of the month following the date of hire.   Life Insurance  Elgible employees are provided with life insurance coverage equal to three or four times their annual salary, depending on their level of compensation. Eligible dependents are also covered for a flat benefit amount. Coverage is effective the first day of the month following the date of hire.   Deferred Compensation  Participation in adeferred compensation plan is available through Empower Retirement. Enrollment is voluntary and contributions are employee-paid and subject to IRS limits. The District matches employee contributions up to 3% of base pay after 1 year of employment.   Paid Vacation  Eligible employees begin accruing vacation benefits at the rate of 80 hours per year for the first 5 years of employment and are eligible to use paid vacation time after 6 months of employment. Employees accrue 120 hours per year after 5 years of employment and 160 hours per year after 10 years of employment.   Paid Holidays  The District offers 11 scheduled paid holidaysplus one personal holiday per year.   Sick Leave  Eligible employees accrue 96 hours of sick leave annually.   Flexible Spending Accounts  Eligible employees may elect to participate in the District's Flex Advantage program. This program allows employees to deposit pre-tax dollars into special accounts to be used for a variety of purposes, including paying for qualified miscellaneous health care expenses and dependent care expenses. IRWD contracts with a third party administer to process payments from employee accounts using claim forms or a Flex Spending debit card.   Educational Assistance  The District will share in the pre-approved educational costs of tuition and books for employees who wish to attend college or take certification classes.  Closing Date/Time: Continuous
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             Marketing Statement    Ride BART to a satisfying career that lets you both: 1) make a difference to Bay Area residents, and 2) enjoy excellent pay, benefits, and employment stability. BART is looking for people who like to be challenged, work in a fast-paced environment, and have a passion for connecting riders to work, school and other places they need to go. BART offers a competitive salary, comprehensive health benefits, paid time off, and the CalPERS retirement program.  Job Summary   Pay Rate     AFSCME Pay Band I  Annual Salary Range $ 144,454.42 (Minimum) - $ 187,790.48 (Maximum) The negotiable salary offer will be between $ 144,454.42 - $164,511.99 /annually commensurate with experience and education.    Reports To    Group Manager. Sustainability Program    Current Assignment  Responsible for implementing Actions Items in-order to meet or exceed sustainability goals set by the BART Sustainability Action Plan for energy, GHG emissions, waste reduction and water conservation. See plan details:  https://www.bart.gov/sites/default/files/docs/BART_SustainabilityActionPlan_Final.pdf .   This position includes direct management of key initiatives with an emphasis on coordination across multiple BART departments to ensure sustainability goals are integrated into practice.   Incumbent will determine best resource allocation between internal teams and engaging and managing consultants to complete the work.   Assist in the development of BART’s 2025 Sustainability Action Plan (SAP) to create goals that build upon work previously completed in the 2017 SAP and to align with new sustainability best practices. Continue management practices from 2017 SAP once the 2025 SAP is published.   Manage BART’s customer facing EV charging program implementation, coordinating closely with the selected third-party(ies) and internal BART teams to ensure a smooth completion. Track and process grant funding to minimize BART resources spent on the project.   Lead employee engagement through a Green Team, setting up talks and events to increase sustainability practices among employees outside of work hours.    Selection Process   This position is represented by American Federation of State, County, and Municipal Employees (AFSCME). Applications will be screened to assure that minimum qualifications are met. Those applicants who meet minimum qualifications will then be referred to the hiring department for the completion of further selection processes.     The selection process for this position may include a skills/performance demonstration, a written examination, and/or an individual or panel interview.     The successful candidate must have an employment history demonstrating reliability and dependability; provide copies of certificates, diplomas or other documents as required by law, including those establishing his/her right to work in the U. S.; pass a pre-employment medical examination which includes a drug and alcohol screen, and which is specific to the essential job functions and requirements. Pre-employment processing will also include a background check. (Does not apply to current full-time District employees unless specific job requires additional evaluations)     The selection process for this position will be in accordance with the applicable collective bargaining agreement.   Examples of Duties  Responsible for the overall administration of the department including operating and capital budgets; ensures all requisite procurement, contract compliance, and accounting deliverables are met in accordance with the District rules and regulations.  Develops and manages sustainability projects to assure timely completion and adherence to specifications. Coordinates with other departments and divisions to ensure timely and effective completion of the projects assigned.   Manages, mentors, and/or trains subordinate staff, consultants, and contractors in the most complex technical aspects of sustainability, such as assessing overall greenhouse gas emissions reductions, mitigating climate change impacts, and reducing resource use.   Coordinates with various District departments and outside vendors as needed for agreements, programs, and projects.  Represents the District in meetings with representatives from the community, outside agencies, professional organizations, and the public at large; represents the Group Manager in a variety of meetings and assists in all areas of department administration.   Under supervision of the Group Manager of Sustainability, leads in the development of policies and procedures for achieving District sustainability goals; administers programs, monitors legislative changes; makes changes as needed to policies and procedures; promotes application of public and private partnerships throughout all district activity.   Prepares analytical and statistical reports on assigned projects as needed.   Manages the activities of the District consultants, including their selection; monitors assigned activities ensuring that work is conducted and completed in accordance with contractual obligations.   Provides responsible staff assistance for higher-level management staff on projects and related matters.   Manages and coordinates the work of professional staff, consultants, and interns.   May participate in the selection of assigned staff; coordinates staff training; works with employees to correct deficiencies; assists in the completion of performance appraisals; implements counseling and discipline procedures.     Minimum Qualifications  Education  Possession of a Bachelor’s degree in public policy, business administration, public administration, environmental policy, environmental engineering, planning or closely related field from an accredited college or university.    Experience  Four (4) years of (full-time equivalent) verifiable professional experience in sustainability project and program management or related experience, which must have included at least one (1) year of administrator/supervisory experience.    Substitution  Additional professional experience as outlined above may be substituted for the education on a year for year basis. A college degree is preferred.  Knowledge and Skills  Knowledge of :  Principles, practices and methods of project management, including budgeting and scheduling  Advanced principles and practices of sustainability, resilience, energy conservation, carbon reduction, green building, and green supply chain management  Principles and practices of cost estimating, cost scheduling, and financial analysis  Principles and practices of budget preparation and administration  Methods and techniques of contract development  Methods and techniques of corporate sustainability practices  Principles and techniques of public relations and inter-governmental relations  Principles and practices of contract administration  Related Federal, State and local codes, laws and regulations  Funding and regulatory policies and procedures of various agencies  Principal and practices of supervision, training, and performance evaluation     Skill in :  Managing, supervising, and coordinating assigned projects  Developing and implementing project goals, objectives, procedures, schedules, and budgets  Planning, organizing, scheduling, monitoring, and reviewing project work  Managing project design concepts and solutions  Managing and reviewing project budget analysis, calculations, and cost estimates  Effective communication of sustainability to internal and external audiences  Developing project scopes and schedules  Preparing and tracking budgets, forecasts and schedules  Preparing clear and concise reports  Analyzing problems, identifying alternative solutions, projecting consequences of proposed actions and implementing recommendations in meeting project goals  Interpreting and applying applicable Federal, State and local policies, laws and regulations to support sustainability outcomes  Operating office equipment including computers and supporting word processing and spreadsheet applications  Communicating clearly and concisely, both orally and in writing  Establishing and maintaining effective working relationships with those contacted in the course of work  Selecting, supervising, training, and evaluating staff        Equal Employment Opportunity   GroupBox1     The San Francisco Bay Area Rapid Transit District is an equal opportunity employer. Applicants shall not be discriminated against because of race, color, sex, sexual orientation, gender identity, gender expression, age (40 and above), religion, national origin (including language use restrictions), disability (mental and physical, including HIV and AIDS), ancestry, marital status, military status, veteran status, medical condition (cancer/genetic characteristics and information), or any protected category prohibited by local, state or federal laws.    The BART Human Resources Department will make reasonable efforts in the examination process to accommodate persons with disabilities or for religious reasons. Please advise the Human Resources Department of any special needs in advance of the examination by emailing at least 5 days before your examination date at employment@bart.gov .    Qualified veterans may be eligible to obtain additional veteran's credit in the selection process for this recruitment (effective Jan. 1, 2013). To obtain the credit, veterans must attach to the application a DD214 discharge document or proof of disability and complete/submit the Veteran's Preference Application no later than the closing date of the posting. For more information about this credit please go to the Veteran's Preference Policy and Application link at www.bart.gov/jobs .  The San Francisco Bay Area Rapid Transit District (BART) prides itself in offering best in class benefits packages to employees of the District. Currently, the following benefits may be available to employees in this job classification.   Highlights    Medical Coverage (or $350/month if opted out)   Dental Coverage   Vision Insurance (Basic and Enhanced Plans Available)   Retirement Plan through the CA Public Employees’ Retirement System (CalPERS)    2% @ 55 (Classic Members)   2% @ 62 (PEPRA Members)   Reciprocity available for existing members of many other public retirement systems (see BART website and/or CalPERS website for details)      Money Purchase Pension Plan (in-lieu of participating in Social Security tax)    6.65% employer contribution up to annual maximum of $1,868.65    Deferred Compensation & Roth 457 Sick Leave Accruals (12 days per year) Vacation Accruals (3-6 weeks based on time worked w/ the District) Holidays: 9 observed holidays and 4 floating holidays Life Insurance w/ ability to obtain additional coverage Accidental Death and Dismemberment (AD&D) Insurance Survivor Benefits through BART Short-Term Disability Insurance Long-Term Disability Insurance Flexible Spending Accounts: Health and Dependent Care Commuter Benefits Free BART Passes for BART employees and eligible family members.  Closing Date/Time: 4/15/2024 11:59 PM Pacific
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         Marketing Statement    Ride BART to a satisfying career that lets you both: 1) make a difference to Bay Area residents, and 2) enjoy excellent pay, benefits, and employment stability. BART is looking for people who like to be challenged, work in a fast-paced environment, and have a passion for connecting riders to work, school and other places they need to go. BART offers a competitive salary, comprehensive health benefits, paid time off, and the CalPERS retirement program.  Job Summary   Pay Rate     AFSCME Pay Band I  Annual Salary Range $ 144,454.42 (Minimum) - $ 187,790.48 (Maximum) The negotiable salary offer will be between $ 144,454.42 - $164,511.99 /annually commensurate with experience and education.    Reports To    Group Manager. Sustainability Program    Current Assignment  Responsible for implementing Actions Items in-order to meet or exceed sustainability goals set by the BART Sustainability Action Plan for energy, GHG emissions, waste reduction and water conservation. See plan details:  https://www.bart.gov/sites/default/files/docs/BART_SustainabilityActionPlan_Final.pdf .   This position includes direct management of key initiatives with an emphasis on coordination across multiple BART departments to ensure sustainability goals are integrated into practice.   Incumbent will determine best resource allocation between internal teams and engaging and managing consultants to complete the work.   Assist in the development of BART’s 2025 Sustainability Action Plan (SAP) to create goals that build upon work previously completed in the 2017 SAP and to align with new sustainability best practices. Continue management practices from 2017 SAP once the 2025 SAP is published.   Manage BART’s customer facing EV charging program implementation, coordinating closely with the selected third-party(ies) and internal BART teams to ensure a smooth completion. Track and process grant funding to minimize BART resources spent on the project.   Lead employee engagement through a Green Team, setting up talks and events to increase sustainability practices among employees outside of work hours.    Selection Process   This position is represented by American Federation of State, County, and Municipal Employees (AFSCME). Applications will be screened to assure that minimum qualifications are met. Those applicants who meet minimum qualifications will then be referred to the hiring department for the completion of further selection processes.     The selection process for this position may include a skills/performance demonstration, a written examination, and/or an individual or panel interview.     The successful candidate must have an employment history demonstrating reliability and dependability; provide copies of certificates, diplomas or other documents as required by law, including those establishing his/her right to work in the U. S.; pass a pre-employment medical examination which includes a drug and alcohol screen, and which is specific to the essential job functions and requirements. Pre-employment processing will also include a background check. (Does not apply to current full-time District employees unless specific job requires additional evaluations)     The selection process for this position will be in accordance with the applicable collective bargaining agreement.   Examples of Duties  Responsible for the overall administration of the department including operating and capital budgets; ensures all requisite procurement, contract compliance, and accounting deliverables are met in accordance with the District rules and regulations.  Develops and manages sustainability projects to assure timely completion and adherence to specifications. Coordinates with other departments and divisions to ensure timely and effective completion of the projects assigned.   Manages, mentors, and/or trains subordinate staff, consultants, and contractors in the most complex technical aspects of sustainability, such as assessing overall greenhouse gas emissions reductions, mitigating climate change impacts, and reducing resource use.   Coordinates with various District departments and outside vendors as needed for agreements, programs, and projects.  Represents the District in meetings with representatives from the community, outside agencies, professional organizations, and the public at large; represents the Group Manager in a variety of meetings and assists in all areas of department administration.   Under supervision of the Group Manager of Sustainability, leads in the development of policies and procedures for achieving District sustainability goals; administers programs, monitors legislative changes; makes changes as needed to policies and procedures; promotes application of public and private partnerships throughout all district activity.   Prepares analytical and statistical reports on assigned projects as needed.   Manages the activities of the District consultants, including their selection; monitors assigned activities ensuring that work is conducted and completed in accordance with contractual obligations.   Provides responsible staff assistance for higher-level management staff on projects and related matters.   Manages and coordinates the work of professional staff, consultants, and interns.   May participate in the selection of assigned staff; coordinates staff training; works with employees to correct deficiencies; assists in the completion of performance appraisals; implements counseling and discipline procedures.     Minimum Qualifications  Education  Possession of a Bachelor’s degree in public policy, business administration, public administration, environmental policy, environmental engineering, planning or closely related field from an accredited college or university.    Experience  Four (4) years of (full-time equivalent) verifiable professional experience in sustainability project and program management or related experience, which must have included at least one (1) year of administrator/supervisory experience.    Substitution  Additional professional experience as outlined above may be substituted for the education on a year for year basis. A college degree is preferred.  Knowledge and Skills  Knowledge of :  Principles, practices and methods of project management, including budgeting and scheduling  Advanced principles and practices of sustainability, resilience, energy conservation, carbon reduction, green building, and green supply chain management  Principles and practices of cost estimating, cost scheduling, and financial analysis  Principles and practices of budget preparation and administration  Methods and techniques of contract development  Methods and techniques of corporate sustainability practices  Principles and techniques of public relations and inter-governmental relations  Principles and practices of contract administration  Related Federal, State and local codes, laws and regulations  Funding and regulatory policies and procedures of various agencies  Principal and practices of supervision, training, and performance evaluation     Skill in :  Managing, supervising, and coordinating assigned projects  Developing and implementing project goals, objectives, procedures, schedules, and budgets  Planning, organizing, scheduling, monitoring, and reviewing project work  Managing project design concepts and solutions  Managing and reviewing project budget analysis, calculations, and cost estimates  Effective communication of sustainability to internal and external audiences  Developing project scopes and schedules  Preparing and tracking budgets, forecasts and schedules  Preparing clear and concise reports  Analyzing problems, identifying alternative solutions, projecting consequences of proposed actions and implementing recommendations in meeting project goals  Interpreting and applying applicable Federal, State and local policies, laws and regulations to support sustainability outcomes  Operating office equipment including computers and supporting word processing and spreadsheet applications  Communicating clearly and concisely, both orally and in writing  Establishing and maintaining effective working relationships with those contacted in the course of work  Selecting, supervising, training, and evaluating staff        Equal Employment Opportunity   GroupBox1     The San Francisco Bay Area Rapid Transit District is an equal opportunity employer. Applicants shall not be discriminated against because of race, color, sex, sexual orientation, gender identity, gender expression, age (40 and above), religion, national origin (including language use restrictions), disability (mental and physical, including HIV and AIDS), ancestry, marital status, military status, veteran status, medical condition (cancer/genetic characteristics and information), or any protected category prohibited by local, state or federal laws.    The BART Human Resources Department will make reasonable efforts in the examination process to accommodate persons with disabilities or for religious reasons. Please advise the Human Resources Department of any special needs in advance of the examination by emailing at least 5 days before your examination date at employment@bart.gov .    Qualified veterans may be eligible to obtain additional veteran's credit in the selection process for this recruitment (effective Jan. 1, 2013). To obtain the credit, veterans must attach to the application a DD214 discharge document or proof of disability and complete/submit the Veteran's Preference Application no later than the closing date of the posting. For more information about this credit please go to the Veteran's Preference Policy and Application link at www.bart.gov/jobs .  The San Francisco Bay Area Rapid Transit District (BART) prides itself in offering best in class benefits packages to employees of the District. Currently, the following benefits may be available to employees in this job classification.   Highlights    Medical Coverage (or $350/month if opted out)   Dental Coverage   Vision Insurance (Basic and Enhanced Plans Available)   Retirement Plan through the CA Public Employees’ Retirement System (CalPERS)    2% @ 55 (Classic Members)   2% @ 62 (PEPRA Members)   Reciprocity available for existing members of many other public retirement systems (see BART website and/or CalPERS website for details)      Money Purchase Pension Plan (in-lieu of participating in Social Security tax)    6.65% employer contribution up to annual maximum of $1,868.65    Deferred Compensation & Roth 457 Sick Leave Accruals (12 days per year) Vacation Accruals (3-6 weeks based on time worked w/ the District) Holidays: 9 observed holidays and 4 floating holidays Life Insurance w/ ability to obtain additional coverage Accidental Death and Dismemberment (AD&D) Insurance Survivor Benefits through BART Short-Term Disability Insurance Long-Term Disability Insurance Flexible Spending Accounts: Health and Dependent Care Commuter Benefits Free BART Passes for BART employees and eligible family members.  Closing Date/Time: 4/15/2024 11:59 PM Pacific
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             Marketing Statement    Ride BART to a satisfying career that lets you both: 1) make a difference to Bay Area residents, and 2) enjoy excellent pay, benefits, and employment stability. BART is looking for people who like to be challenged, work in a fast-paced environment, and have a passion for connecting riders to work, school and other places they need to go. BART offers a competitive salary, comprehensive health benefits, paid time off, and the CalPERS retirement program.  Job Summary   Pay Rate   Non-Represented Pay Band E11   Minimum: $148,935.00/year - Maximum: $225,638.00/year   Note: The negotiable salary offer will be between $148,935.00/year - $218,976.00/year and will be commensurate with education and experience.       Reports To     Assistant Chief Infrastructure Delivery Officer      Current Assignment    This job announcement will be used to fill two (2) vacancies- one Group Manager, Systems Engineering and one Group Manager, Systems and Data Analytics Engineering.  Ride BART to a satisfying career that lets you make a difference in the San Francisco Bay Area. BART is the fifth busiest passenger rail system in the nation (pre-pandemic) providing quality service running on an asset base that combines over 50 year-old infrastructure with trend-setting technology.  We are seeking Engineering leadership professionals who have a passion for innovating safe and reliable solutions to complex Engineering problems, creating high performing multidisciplinary teams, and have a passion for enabling Bay Area riders to work, school, and other places they need to go.  The incumbent for Systems and Data Analytics Engineering Group will be accountable for planning, directing, managing, and measuring the Computer Systems Engineering and Fare Collection areas. The incumbent for other Systems Engineering Group will lead Systems Integration, Systems Reliability, Data Analytics, and Field, Testing & Commissioning. The incumbents will be accountable for planning, directing, managing, and measuring the Computer Systems Engineering and Fare Collection areas as well as others such as Systems Integration, Systems Reliability, Data Analytics, and Field, Testing & Commissioning. This Deputy Director level position will lead multiple divisions totaling 20-30 engineering and management staff. The incumbents will be accountable for planning, directing, managing, and measuring the Computer Systems Engineering and Fare Collection areas as well as others such as Systems Integration, Systems Reliability, Data Analytics, and Field, Testing & Commissioning. The incumbents will also be responsible for managing, through subordinate staff, major special Engineering projects throughout the District including contracted professional Engineering, construction, and Maintenance services. The groups play a critical role in achieving and maintaining a State of Good Repair by interacting with Maintenance, Operations, other BART departments, and external agencies.  The selected candidate will demonstrate superior abilities in leadership, technical acumen, and self motivation, as well as extensive management experience, strong communication and organizational skills, and sound judgment driving innovations and achievements in the fields of communications, controls, electronics, networks, and computer systems. The selected incumbent will demonstrate significant achievement in the following areas:    Leading  comprehensive multi-disciplinary Engineering and maintenance programs that prioritize safety but also include procurements, controls, and administration. Innovative  and creative problem solving to optimize asset performance and Sustaining Engineering in an operational environment. Data driven change agent  experience to create and lead transformation that raises the level of group effectiveness and interaction with other organizations using proven tools and techniques. Developing, communicating, and measuring  aggressive goals in support of the organizations mission.     Selection       Process     Applications will be screened to assure that minimum qualifications are met. Those applicants who meet minimum qualifications will then be referred to the hiring department for the completion of further selection processes.    The selection process for this position may include a skills/performance demonstration, a written examination, and a panel and/or individual interview.    The successful candidate must have an employment history demonstrating reliability and dependability; provide copies of certificates, diplomas or other documents as required by law, including those establishing his/her right to work in the U. S; pass a pre-employment medical examination which may include a drug and alcohol screen, and which is specific to the essential job functions and requirements. Pre-employment processing will also include a background check. (Does not apply to current full-time District employees unless specific job requires additional evaluations).   Examples of Duties  Assumes full management responsibility for all assigned Systems Engineering areas, which may include systems integration, systems reliability, computer systems engineering, and fare collection.   Provides technical oversight, direction, and guidance for projects directly or indirectly involving assets managed by Systems Engineering.  Manages the development and implementation of departmental goals, objectives, policies and priorities for each assigned engineering division.  Establishes, within District policy, appropriate service and staffing levels; monitors and evaluates the efficiency and effectiveness of service delivery methods and procedures; allocates resources accordingly.  Plans, directs and coordinates, through subordinate level staff, the Systems Engineering Group's work plan; assigns projects and programmatic areas of responsibility; reviews and evaluates work methods and procedures; meets with key staff to identify and resolve problems.  Assesses and monitors work load, administrative and support systems, and internal reporting relationships; identifies opportunities for improvement; directs and implements changes.  Provides strategic direction in the research, analysis, development and implementation of new technology in assigned programs.  Oversees the administration of special systems engineering projects and major contract design and development projects; oversees and directs the work of consultant and contracted staff.  Monitors developments and legislation related to assigned areas of responsibility; evaluates impact upon District operations; recommends and implements policy and procedural improvements.  Selects, trains, motivates and evaluates assigned personnel; provides or coordinates staff training; works with employees to correct deficiencies; implements discipline and termination procedures.  Oversees and participates in the development and administration of the departmental budget; approves the forecast of funds needed for staffing, equipment, materials and supplies; approves expenditures and implements budgetary adjustments as appropriate and necessary.  Explains, justifies and defends departmental programs, policies and activities; negotiates and resolves sensitive and controversial issues.  Represents the Systems Engineering Group to representatives of manufacturers, vendors, governmental agencies and professional and business organizations; coordinates assigned activities with those of other departments and outside agencies and organizations.  Provides responsible staff assistance to the Chief Engineer; participates on various District management committees; prepares and presents staff reports and other necessary correspondence.  Attends and participates in professional group meetings; stays abreast of new trends and innovations in the field of systems development and engineering.     Minimum Qualifications  Education : Possession of a bachelor’s degree in electronics, computer science or a related field from an accredited college or university.    Experience : The equivalent of six (6) years of (full-time equivalent) verifiable professional experience in electronic communications and computer systems design and development or related experience which must have included at least two (2) years of management and administrative experience.    Substitution:  Additional professional experience as outlined above may be substituted for the education on a year-for- year basis. A college degree is preferred.  Knowledge and Skills  Knowledge of:   Operations, services and activities of a comprehensive systems engineering and design including communications, computer and train control systems engineering  Principles and practices of communications, electronics, computer and train control systems design  Principles and practices of project and contract management  Principles and practices of policy development and administration  Principles and practices of budget preparation and administration  Principles and practices of program development and administration  Principles of supervision, training and performance evaluation  Related Federal, State and local laws, codes and regulations     Skill/Ability in :  Managing a comprehensive communication, computer and train control systems engineering and design program  Developing and administering departmental goals, objectives and procedures  Analyzing and assessing policies and operational needs and making appropriate adjustments  Identifying and responding to sensitive community and organizational issues, concerns and needs  Delegating authority and responsibility  Selecting, supervising, training and evaluating staff  Preparing clear and concise administrative and financial reports  Preparing and administering large and complex budgets  Interpreting and applying applicable Federal, State and local policies, laws and regulations  Communicating clearly and concisely, both orally and in writing  Establishing and maintaining effective working relationships with those contacted in the course of work        Equal Employment Opportunity   GroupBox1     The San Francisco Bay Area Rapid Transit District is an equal opportunity employer. Applicants shall not be discriminated against because of race, color, sex, sexual orientation, gender identity, gender expression, age (40 and above), religion, national origin (including language use restrictions), disability (mental and physical, including HIV and AIDS), ancestry, marital status, military status, veteran status, medical condition (cancer/genetic characteristics and information), or any protected category prohibited by local, state or federal laws.    The BART Human Resources Department will make reasonable efforts in the examination process to accommodate persons with disabilities or for religious reasons. Please advise the Human Resources Department of any special needs in advance of the examination by emailing at least 5 days before your examination date at employment@bart.gov .    Qualified veterans may be eligible to obtain additional veteran's credit in the selection process for this recruitment (effective Jan. 1, 2013). To obtain the credit, veterans must attach to the application a DD214 discharge document or proof of disability and complete/submit the Veteran's Preference Application no later than the closing date of the posting. For more information about this credit please go to the Veteran's Preference Policy and Application link at www.bart.gov/jobs .  The San Francisco Bay Area Rapid Transit District (BART) prides itself in offering best in class benefits packages to employees of the District. Currently, the following benefits may be available to employees in this job classification.   Highlights    Medical Coverage (or $350/month if opted out)   Dental Coverage   Vision Insurance (Basic and Enhanced Plans Available)   Retirement Plan through the CA Public Employees’ Retirement System (CalPERS)    2% @ 55 (Classic Members)   2% @ 62 (PEPRA Members)   3% at 50 (Safety Members - Classic)   2.7% @ 57 (Safety Members - PEPRA)   Reciprocity available for existing members of many other public retirement systems (see BART website and/or CalPERS website for details)      Money Purchase Pension Plan (in-lieu of participating in Social Security tax)    6.65% employer contribution up to annual maximum of $1,868.65    Deferred Compensation & Roth 457 Sick Leave Accruals (12 days per year) Vacation Accruals (3-6 weeks based on time worked w/ the District) Holidays: 9 observed holidays and 5 floating holidays Life Insurance w/ ability to obtain additional coverage Accidental Death and Dismemberment (AD&D) Insurance Survivor Benefits through BART Short-Term Disability Insurance Long-Term Disability Insurance Flexible Spending Accounts: Health and Dependent Care Commuter Benefits Free BART Passes for BART employees and eligible family members.  Closing Date/Time: Continuous
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         Marketing Statement    Ride BART to a satisfying career that lets you both: 1) make a difference to Bay Area residents, and 2) enjoy excellent pay, benefits, and employment stability. BART is looking for people who like to be challenged, work in a fast-paced environment, and have a passion for connecting riders to work, school and other places they need to go. BART offers a competitive salary, comprehensive health benefits, paid time off, and the CalPERS retirement program.  Job Summary   Pay Rate   Non-Represented Pay Band E11   Minimum: $148,935.00/year - Maximum: $225,638.00/year   Note: The negotiable salary offer will be between $148,935.00/year - $218,976.00/year and will be commensurate with education and experience.       Reports To     Assistant Chief Infrastructure Delivery Officer      Current Assignment    This job announcement will be used to fill two (2) vacancies- one Group Manager, Systems Engineering and one Group Manager, Systems and Data Analytics Engineering.  Ride BART to a satisfying career that lets you make a difference in the San Francisco Bay Area. BART is the fifth busiest passenger rail system in the nation (pre-pandemic) providing quality service running on an asset base that combines over 50 year-old infrastructure with trend-setting technology.  We are seeking Engineering leadership professionals who have a passion for innovating safe and reliable solutions to complex Engineering problems, creating high performing multidisciplinary teams, and have a passion for enabling Bay Area riders to work, school, and other places they need to go.  The incumbent for Systems and Data Analytics Engineering Group will be accountable for planning, directing, managing, and measuring the Computer Systems Engineering and Fare Collection areas. The incumbent for other Systems Engineering Group will lead Systems Integration, Systems Reliability, Data Analytics, and Field, Testing & Commissioning. The incumbents will be accountable for planning, directing, managing, and measuring the Computer Systems Engineering and Fare Collection areas as well as others such as Systems Integration, Systems Reliability, Data Analytics, and Field, Testing & Commissioning. This Deputy Director level position will lead multiple divisions totaling 20-30 engineering and management staff. The incumbents will be accountable for planning, directing, managing, and measuring the Computer Systems Engineering and Fare Collection areas as well as others such as Systems Integration, Systems Reliability, Data Analytics, and Field, Testing & Commissioning. The incumbents will also be responsible for managing, through subordinate staff, major special Engineering projects throughout the District including contracted professional Engineering, construction, and Maintenance services. The groups play a critical role in achieving and maintaining a State of Good Repair by interacting with Maintenance, Operations, other BART departments, and external agencies.  The selected candidate will demonstrate superior abilities in leadership, technical acumen, and self motivation, as well as extensive management experience, strong communication and organizational skills, and sound judgment driving innovations and achievements in the fields of communications, controls, electronics, networks, and computer systems. The selected incumbent will demonstrate significant achievement in the following areas:    Leading  comprehensive multi-disciplinary Engineering and maintenance programs that prioritize safety but also include procurements, controls, and administration. Innovative  and creative problem solving to optimize asset performance and Sustaining Engineering in an operational environment. Data driven change agent  experience to create and lead transformation that raises the level of group effectiveness and interaction with other organizations using proven tools and techniques. Developing, communicating, and measuring  aggressive goals in support of the organizations mission.     Selection       Process     Applications will be screened to assure that minimum qualifications are met. Those applicants who meet minimum qualifications will then be referred to the hiring department for the completion of further selection processes.    The selection process for this position may include a skills/performance demonstration, a written examination, and a panel and/or individual interview.    The successful candidate must have an employment history demonstrating reliability and dependability; provide copies of certificates, diplomas or other documents as required by law, including those establishing his/her right to work in the U. S; pass a pre-employment medical examination which may include a drug and alcohol screen, and which is specific to the essential job functions and requirements. Pre-employment processing will also include a background check. (Does not apply to current full-time District employees unless specific job requires additional evaluations).   Examples of Duties  Assumes full management responsibility for all assigned Systems Engineering areas, which may include systems integration, systems reliability, computer systems engineering, and fare collection.   Provides technical oversight, direction, and guidance for projects directly or indirectly involving assets managed by Systems Engineering.  Manages the development and implementation of departmental goals, objectives, policies and priorities for each assigned engineering division.  Establishes, within District policy, appropriate service and staffing levels; monitors and evaluates the efficiency and effectiveness of service delivery methods and procedures; allocates resources accordingly.  Plans, directs and coordinates, through subordinate level staff, the Systems Engineering Group's work plan; assigns projects and programmatic areas of responsibility; reviews and evaluates work methods and procedures; meets with key staff to identify and resolve problems.  Assesses and monitors work load, administrative and support systems, and internal reporting relationships; identifies opportunities for improvement; directs and implements changes.  Provides strategic direction in the research, analysis, development and implementation of new technology in assigned programs.  Oversees the administration of special systems engineering projects and major contract design and development projects; oversees and directs the work of consultant and contracted staff.  Monitors developments and legislation related to assigned areas of responsibility; evaluates impact upon District operations; recommends and implements policy and procedural improvements.  Selects, trains, motivates and evaluates assigned personnel; provides or coordinates staff training; works with employees to correct deficiencies; implements discipline and termination procedures.  Oversees and participates in the development and administration of the departmental budget; approves the forecast of funds needed for staffing, equipment, materials and supplies; approves expenditures and implements budgetary adjustments as appropriate and necessary.  Explains, justifies and defends departmental programs, policies and activities; negotiates and resolves sensitive and controversial issues.  Represents the Systems Engineering Group to representatives of manufacturers, vendors, governmental agencies and professional and business organizations; coordinates assigned activities with those of other departments and outside agencies and organizations.  Provides responsible staff assistance to the Chief Engineer; participates on various District management committees; prepares and presents staff reports and other necessary correspondence.  Attends and participates in professional group meetings; stays abreast of new trends and innovations in the field of systems development and engineering.     Minimum Qualifications  Education : Possession of a bachelor’s degree in electronics, computer science or a related field from an accredited college or university.    Experience : The equivalent of six (6) years of (full-time equivalent) verifiable professional experience in electronic communications and computer systems design and development or related experience which must have included at least two (2) years of management and administrative experience.    Substitution:  Additional professional experience as outlined above may be substituted for the education on a year-for- year basis. A college degree is preferred.  Knowledge and Skills  Knowledge of:   Operations, services and activities of a comprehensive systems engineering and design including communications, computer and train control systems engineering  Principles and practices of communications, electronics, computer and train control systems design  Principles and practices of project and contract management  Principles and practices of policy development and administration  Principles and practices of budget preparation and administration  Principles and practices of program development and administration  Principles of supervision, training and performance evaluation  Related Federal, State and local laws, codes and regulations     Skill/Ability in :  Managing a comprehensive communication, computer and train control systems engineering and design program  Developing and administering departmental goals, objectives and procedures  Analyzing and assessing policies and operational needs and making appropriate adjustments  Identifying and responding to sensitive community and organizational issues, concerns and needs  Delegating authority and responsibility  Selecting, supervising, training and evaluating staff  Preparing clear and concise administrative and financial reports  Preparing and administering large and complex budgets  Interpreting and applying applicable Federal, State and local policies, laws and regulations  Communicating clearly and concisely, both orally and in writing  Establishing and maintaining effective working relationships with those contacted in the course of work        Equal Employment Opportunity   GroupBox1     The San Francisco Bay Area Rapid Transit District is an equal opportunity employer. Applicants shall not be discriminated against because of race, color, sex, sexual orientation, gender identity, gender expression, age (40 and above), religion, national origin (including language use restrictions), disability (mental and physical, including HIV and AIDS), ancestry, marital status, military status, veteran status, medical condition (cancer/genetic characteristics and information), or any protected category prohibited by local, state or federal laws.    The BART Human Resources Department will make reasonable efforts in the examination process to accommodate persons with disabilities or for religious reasons. Please advise the Human Resources Department of any special needs in advance of the examination by emailing at least 5 days before your examination date at employment@bart.gov .    Qualified veterans may be eligible to obtain additional veteran's credit in the selection process for this recruitment (effective Jan. 1, 2013). To obtain the credit, veterans must attach to the application a DD214 discharge document or proof of disability and complete/submit the Veteran's Preference Application no later than the closing date of the posting. For more information about this credit please go to the Veteran's Preference Policy and Application link at www.bart.gov/jobs .  The San Francisco Bay Area Rapid Transit District (BART) prides itself in offering best in class benefits packages to employees of the District. Currently, the following benefits may be available to employees in this job classification.   Highlights    Medical Coverage (or $350/month if opted out)   Dental Coverage   Vision Insurance (Basic and Enhanced Plans Available)   Retirement Plan through the CA Public Employees’ Retirement System (CalPERS)    2% @ 55 (Classic Members)   2% @ 62 (PEPRA Members)   3% at 50 (Safety Members - Classic)   2.7% @ 57 (Safety Members - PEPRA)   Reciprocity available for existing members of many other public retirement systems (see BART website and/or CalPERS website for details)      Money Purchase Pension Plan (in-lieu of participating in Social Security tax)    6.65% employer contribution up to annual maximum of $1,868.65    Deferred Compensation & Roth 457 Sick Leave Accruals (12 days per year) Vacation Accruals (3-6 weeks based on time worked w/ the District) Holidays: 9 observed holidays and 5 floating holidays Life Insurance w/ ability to obtain additional coverage Accidental Death and Dismemberment (AD&D) Insurance Survivor Benefits through BART Short-Term Disability Insurance Long-Term Disability Insurance Flexible Spending Accounts: Health and Dependent Care Commuter Benefits Free BART Passes for BART employees and eligible family members.  Closing Date/Time: Continuous
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            General Description  We are excited to announce that we are accepting applications for the position of  Engineer.     This position will remain open until filled.     The District   Irvine Ranch Water District (IRWD) is a progressive, values-driven agency, with an international reputation for its leading-edge financial management practices, water recycling program, water use efficiency practices, water banking, urban runoff treatment, and energy generation and storage. Established in 1961 as a California Water District under the provisions of the California Water Code, IRWD is an independent special district serving central Orange County. IRWD provides high-quality drinking water, reliable sewage collection and treatment, ground-breaking recycled water programs, and environmentally sound urban runoff treatment to its customers. As an independent, not-for-profit public agency, IRWD is governed by a publicly elected five-member Board of Directors. The Board is responsible for the District's policies and decision-making. Day-to-day operations are supervised by the General Manager. Additional information can be found at the District's website: www.IRWD.com .    The Position   The Engineer will, under direction, plan and oversee the planning, design and preparation of plans, specifications and cost estimates for water, sewage and recycled water systems engineering work with emphasis on design, construction and operations; coordinate various planning efforts; and serve as project manager related to capital improvement projects. Incumbents may be assigned to work in any area including dams and storage, infrastructure planning, operations support and pipelines, and treatment and conveyance.   The ideal candidate  is knowledgeable of the most current information, theories, techniques, practices, and procedures in engineering and will use this knowledge to ensure quality, consistency, and compliance with district and industry standards when delivering reports, Board agenda items, preliminary and final designs, and contractual documents; and when reviewing designs submitted by consultants, developers, and other entities. The ideal candidate will determine the necessary activities, their logical sequence, interdependencies, and allocation of resources for complex planning, design, and construction projects; and will define project goals and criteria for success. Lastly, the ideal candidate will be able to develop and maintain work relationships with staff and stakeholders and continuously work to improve relationships, contacts, and networks for the benefit of Irvine Ranch Water District.   Summary of Duties  Act as Project Manager/Engineer for simple to moderately complex planning, design, and construction projects. Prepare correspondence and reports in a professional manner complying with District standards.  Prepare agenda items and supporting material for Committee and Board action.  Develop preliminary and final designs for a wide variety of engineering projects.  Maintain a variety of records and prepare correspondence and reports in a professional manner complying with District standards.  Prepare contractual documents on design and construction projects.  Review designs submitted by consultants, developers, and other entities for compliance with standards.  Review shop drawings and other construction submittals for compliance with the approved plans and specifications.  Prepare Requests for Proposals for retaining consultants.  Review work of and give instruction to consultants.  Comply with District safety work-related practices and attend relevant safety training.  Responsible for all other work-related duties.  Qualifications   Education:   A combination of education and experience equivalent to a bachelor’s degree in civil, mechanical, or electrical engineering or a related field, and experience as described below. For degrees obtained outside of the U.S., an official equivalency evaluation is required.   Experience:  Five years of professional engineering experience, preferably with a public agency or consultant/contract provider to a public agency AND registration as a Professional Engineer (P.E.)* in the State of California.  *Four years of additional experience - for a total of nine years of experience for the Engineer - will be qualifying without registration as a P.E.  CAD experience desirable.   License/Certifications Required  Depending on assignment, possession of a valid California Class C driver’s license may be required.  Engineering-in-Training (E.I.T.) Certificate or State of California Professional Engineer (P.E.) registration as noted.  Additional Information    IRWD Corporate Values   Irvine Ranch Water District believes that its values drive the character, culture, and capacity of our organization. IRWD was built on values, and we weave them into the fabric of everything we do. Values are the ingredients in our recipe for both institutional and individual success. They are a code of conduct to promote positive outcomes for others and ourselves. They are more than words on a wall or a website. We live by them every day. We pledge to keep them relevant in an ever-changing world.  IRWD's employees enjoy working in a safe, supportive, and nurturing environment where they form strong bonds with fellow employees. To ensure effective communication and promote a collaborative team environment, employees report to work each day in the office or in the field, depending on their positions.    The physical and mental demands described below are representative of those that must be met by employees to successfully perform the essential functions of this class. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.    Language Ability and Interpersonal Communication  Ability to communicate effectively with all levels of office/field employees and management. Represent District in a professional manner when dealing with outside professional and vendors. Ability to explain, demonstrate and clarify to others within well established policies, procedures and standards, as well as the ability to follow specific instructions and respond to simple and difficult requests from others.    Mathematical Ability  Ability to add, subtract, multiply, divide and calculate percentages. Understanding of advanced principles and mathematical reasoning and the ability to successfully apply that knowledge to solve scientific and engineering problems.   Technology Ability  Proficient in the use of MS Office Suite (Word, Excel). Keyboarding abilities sufficient to perform the job.   Judgment and Situational Reasoning Ability  Ability to use good personal judgment and discretion in performing all job functions. Ability to remain calm in crisis and emergency situations. Ability to use discretion when handling and disseminating sensitive information.    Physical Requirements  Regularly required to sit, walk, bend, stoop and stand. Occasionally required to lift up to 25 lbs.    Environmental Adaptability  Noise level is generally equivalent to typical office environment. Ability to work in an environment, which may expose employee to hazardous materials and environment. Occasional visits to construction sites where noise level may be higher than typical office environment.  IRWD offers a comprehensive benefits package for eligible employees and their eligible dependents. These benefits include the following: retirement benefits; medical, dental, vision, and life insurance; anda variety of other benefits. Benefits may vary based on employment status. This benefits overview is intended to be a summary, is not intended to be all-inclusive,and may not be applicable to all employees.   Retirement   Employees hired on or after January 1, 2013:  The District, in compliance with the California Public Employees' Pension Reform Act of 2012 (PEPRA), implemented a third tier for new employees hired on or after January 1, 2013. New employees hired on or after January 1, 2013 who have not been in PERS membership or in membership with a reciprocal retirement system within 6 months of hire date will receive benefits under the California Public Employees Retirement System at a 2 percent at age 62 formula. This formula gradually increases to a maximum benefits of 2.5 percent at age 67. Final compensation calculations will be based on the highest three-year average of regular recurring pay. The District pays the employer's share of these costs. The employee share of the pension cost of 7.50% is paid in full by the employees hired under this formula.   Employees hired on or after September 29, 2012 or "Classic" PERS members hired on or after January 1, 2013:  On September 24, 2012, the IRWD Board of Directors approved the addition of a second tier to the CalPERS retirement benefits. New employees hired on or after September 29th through December 31, 2012, and employees hired on or after January 1, 2013 who have been in PERS membership or in membership with a reciprocal retirement system, will receive benefits under the California Public Employees Retirement System at 2 percent at age 60 formula. This formula gradually increases to a maximum benefit of 2.418% at age 63. The District pays the employer share of these costs and the employee share of the pension cost of 7% is paid in full by the employees hired under this formula. Final retirement compensation calculations are based on the highest three-year average of regular, recurring pay.  IRWDdoes not participate or pay into Social Security except for the Medicare portion.   Medical Insurance  IRWD contracts with CalPERS for medical insurance coverage. Employees may elect coverage from a variety of PPO and HMO plans. The employee and District contribution for health insurance varies by plan.Coverage is effective the first day of the month following the date of hire.   Dental Insurance  IRWD contracts with Delta Dental for dental coverage.IRWD pays 100% of the premium for dental coverage for eligible employees and their eligible dependents. Coverage is effective the first day of the month following the date of hire.   Vision Insurance  IRWD contracts with the EyeMed for vision coverage. IRWD pays 100% of the premium for vision coverage for eligible employees and their eligible dependents. Coverage is effective the first day of the month following the date of hire.   Life Insurance  Elgible employees are provided with life insurance coverage equal to three or four times their annual salary, depending on their level of compensation. Eligible dependents are also covered for a flat benefit amount. Coverage is effective the first day of the month following the date of hire.   Deferred Compensation  Participation in adeferred compensation plan is available through Empower Retirement. Enrollment is voluntary and contributions are employee-paid and subject to IRS limits. The District matches employee contributions up to 3% of base pay after 1 year of employment.   Paid Vacation  Eligible employees begin accruing vacation benefits at the rate of 80 hours per year for the first 5 years of employment and are eligible to use paid vacation time after 6 months of employment. Employees accrue 120 hours per year after 5 years of employment and 160 hours per year after 10 years of employment.   Paid Holidays  The District offers 11 scheduled paid holidaysplus one personal holiday per year.   Sick Leave  Eligible employees accrue 96 hours of sick leave annually.   Flexible Spending Accounts  Eligible employees may elect to participate in the District's Flex Advantage program. This program allows employees to deposit pre-tax dollars into special accounts to be used for a variety of purposes, including paying for qualified miscellaneous health care expenses and dependent care expenses. IRWD contracts with a third party administer to process payments from employee accounts using claim forms or a Flex Spending debit card.   Educational Assistance  The District will share in the pre-approved educational costs of tuition and books for employees who wish to attend college or take certification classes.
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        General Description  We are excited to announce that we are accepting applications for the position of  Engineer.     This position will remain open until filled.     The District   Irvine Ranch Water District (IRWD) is a progressive, values-driven agency, with an international reputation for its leading-edge financial management practices, water recycling program, water use efficiency practices, water banking, urban runoff treatment, and energy generation and storage. Established in 1961 as a California Water District under the provisions of the California Water Code, IRWD is an independent special district serving central Orange County. IRWD provides high-quality drinking water, reliable sewage collection and treatment, ground-breaking recycled water programs, and environmentally sound urban runoff treatment to its customers. As an independent, not-for-profit public agency, IRWD is governed by a publicly elected five-member Board of Directors. The Board is responsible for the District's policies and decision-making. Day-to-day operations are supervised by the General Manager. Additional information can be found at the District's website: www.IRWD.com .    The Position   The Engineer will, under direction, plan and oversee the planning, design and preparation of plans, specifications and cost estimates for water, sewage and recycled water systems engineering work with emphasis on design, construction and operations; coordinate various planning efforts; and serve as project manager related to capital improvement projects. Incumbents may be assigned to work in any area including dams and storage, infrastructure planning, operations support and pipelines, and treatment and conveyance.   The ideal candidate  is knowledgeable of the most current information, theories, techniques, practices, and procedures in engineering and will use this knowledge to ensure quality, consistency, and compliance with district and industry standards when delivering reports, Board agenda items, preliminary and final designs, and contractual documents; and when reviewing designs submitted by consultants, developers, and other entities. The ideal candidate will determine the necessary activities, their logical sequence, interdependencies, and allocation of resources for complex planning, design, and construction projects; and will define project goals and criteria for success. Lastly, the ideal candidate will be able to develop and maintain work relationships with staff and stakeholders and continuously work to improve relationships, contacts, and networks for the benefit of Irvine Ranch Water District.   Summary of Duties  Act as Project Manager/Engineer for simple to moderately complex planning, design, and construction projects. Prepare correspondence and reports in a professional manner complying with District standards.  Prepare agenda items and supporting material for Committee and Board action.  Develop preliminary and final designs for a wide variety of engineering projects.  Maintain a variety of records and prepare correspondence and reports in a professional manner complying with District standards.  Prepare contractual documents on design and construction projects.  Review designs submitted by consultants, developers, and other entities for compliance with standards.  Review shop drawings and other construction submittals for compliance with the approved plans and specifications.  Prepare Requests for Proposals for retaining consultants.  Review work of and give instruction to consultants.  Comply with District safety work-related practices and attend relevant safety training.  Responsible for all other work-related duties.  Qualifications   Education:   A combination of education and experience equivalent to a bachelor’s degree in civil, mechanical, or electrical engineering or a related field, and experience as described below. For degrees obtained outside of the U.S., an official equivalency evaluation is required.   Experience:  Five years of professional engineering experience, preferably with a public agency or consultant/contract provider to a public agency AND registration as a Professional Engineer (P.E.)* in the State of California.  *Four years of additional experience - for a total of nine years of experience for the Engineer - will be qualifying without registration as a P.E.  CAD experience desirable.   License/Certifications Required  Depending on assignment, possession of a valid California Class C driver’s license may be required.  Engineering-in-Training (E.I.T.) Certificate or State of California Professional Engineer (P.E.) registration as noted.  Additional Information    IRWD Corporate Values   Irvine Ranch Water District believes that its values drive the character, culture, and capacity of our organization. IRWD was built on values, and we weave them into the fabric of everything we do. Values are the ingredients in our recipe for both institutional and individual success. They are a code of conduct to promote positive outcomes for others and ourselves. They are more than words on a wall or a website. We live by them every day. We pledge to keep them relevant in an ever-changing world.  IRWD's employees enjoy working in a safe, supportive, and nurturing environment where they form strong bonds with fellow employees. To ensure effective communication and promote a collaborative team environment, employees report to work each day in the office or in the field, depending on their positions.    The physical and mental demands described below are representative of those that must be met by employees to successfully perform the essential functions of this class. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.    Language Ability and Interpersonal Communication  Ability to communicate effectively with all levels of office/field employees and management. Represent District in a professional manner when dealing with outside professional and vendors. Ability to explain, demonstrate and clarify to others within well established policies, procedures and standards, as well as the ability to follow specific instructions and respond to simple and difficult requests from others.    Mathematical Ability  Ability to add, subtract, multiply, divide and calculate percentages. Understanding of advanced principles and mathematical reasoning and the ability to successfully apply that knowledge to solve scientific and engineering problems.   Technology Ability  Proficient in the use of MS Office Suite (Word, Excel). Keyboarding abilities sufficient to perform the job.   Judgment and Situational Reasoning Ability  Ability to use good personal judgment and discretion in performing all job functions. Ability to remain calm in crisis and emergency situations. Ability to use discretion when handling and disseminating sensitive information.    Physical Requirements  Regularly required to sit, walk, bend, stoop and stand. Occasionally required to lift up to 25 lbs.    Environmental Adaptability  Noise level is generally equivalent to typical office environment. Ability to work in an environment, which may expose employee to hazardous materials and environment. Occasional visits to construction sites where noise level may be higher than typical office environment.  IRWD offers a comprehensive benefits package for eligible employees and their eligible dependents. These benefits include the following: retirement benefits; medical, dental, vision, and life insurance; anda variety of other benefits. Benefits may vary based on employment status. This benefits overview is intended to be a summary, is not intended to be all-inclusive,and may not be applicable to all employees.   Retirement   Employees hired on or after January 1, 2013:  The District, in compliance with the California Public Employees' Pension Reform Act of 2012 (PEPRA), implemented a third tier for new employees hired on or after January 1, 2013. New employees hired on or after January 1, 2013 who have not been in PERS membership or in membership with a reciprocal retirement system within 6 months of hire date will receive benefits under the California Public Employees Retirement System at a 2 percent at age 62 formula. This formula gradually increases to a maximum benefits of 2.5 percent at age 67. Final compensation calculations will be based on the highest three-year average of regular recurring pay. The District pays the employer's share of these costs. The employee share of the pension cost of 7.50% is paid in full by the employees hired under this formula.   Employees hired on or after September 29, 2012 or "Classic" PERS members hired on or after January 1, 2013:  On September 24, 2012, the IRWD Board of Directors approved the addition of a second tier to the CalPERS retirement benefits. New employees hired on or after September 29th through December 31, 2012, and employees hired on or after January 1, 2013 who have been in PERS membership or in membership with a reciprocal retirement system, will receive benefits under the California Public Employees Retirement System at 2 percent at age 60 formula. This formula gradually increases to a maximum benefit of 2.418% at age 63. The District pays the employer share of these costs and the employee share of the pension cost of 7% is paid in full by the employees hired under this formula. Final retirement compensation calculations are based on the highest three-year average of regular, recurring pay.  IRWDdoes not participate or pay into Social Security except for the Medicare portion.   Medical Insurance  IRWD contracts with CalPERS for medical insurance coverage. Employees may elect coverage from a variety of PPO and HMO plans. The employee and District contribution for health insurance varies by plan.Coverage is effective the first day of the month following the date of hire.   Dental Insurance  IRWD contracts with Delta Dental for dental coverage.IRWD pays 100% of the premium for dental coverage for eligible employees and their eligible dependents. Coverage is effective the first day of the month following the date of hire.   Vision Insurance  IRWD contracts with the EyeMed for vision coverage. IRWD pays 100% of the premium for vision coverage for eligible employees and their eligible dependents. Coverage is effective the first day of the month following the date of hire.   Life Insurance  Elgible employees are provided with life insurance coverage equal to three or four times their annual salary, depending on their level of compensation. Eligible dependents are also covered for a flat benefit amount. Coverage is effective the first day of the month following the date of hire.   Deferred Compensation  Participation in adeferred compensation plan is available through Empower Retirement. Enrollment is voluntary and contributions are employee-paid and subject to IRS limits. The District matches employee contributions up to 3% of base pay after 1 year of employment.   Paid Vacation  Eligible employees begin accruing vacation benefits at the rate of 80 hours per year for the first 5 years of employment and are eligible to use paid vacation time after 6 months of employment. Employees accrue 120 hours per year after 5 years of employment and 160 hours per year after 10 years of employment.   Paid Holidays  The District offers 11 scheduled paid holidaysplus one personal holiday per year.   Sick Leave  Eligible employees accrue 96 hours of sick leave annually.   Flexible Spending Accounts  Eligible employees may elect to participate in the District's Flex Advantage program. This program allows employees to deposit pre-tax dollars into special accounts to be used for a variety of purposes, including paying for qualified miscellaneous health care expenses and dependent care expenses. IRWD contracts with a third party administer to process payments from employee accounts using claim forms or a Flex Spending debit card.   Educational Assistance  The District will share in the pre-approved educational costs of tuition and books for employees who wish to attend college or take certification classes.
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              Under direction from the General Manager, plans, organizes, coordinates, and manages a variety of programs and District-wide initiatives; performs a wide variety of highly responsible, complex, and diverse advanced level professional duties involved in providing administrative, analytical, policy, and technical support to the General Manager’s Office; plans, directs, and coordinates legislative activities and intergovernmental affairs and programs; coordinates and manages the development of District-wide policies, plans, programs, and projects; represents the District to federal, state, and local agencies, industry groups, community groups, educational institutions, and the public; and performs related work as required.    DISTINGUISHING CHARACTERISTICS   Special Assistant to the General Manager is a single position senior management classification reporting directly to the General Manager. Under direction, within a framework of broad policies and procedures, the incumbent is responsible for coordinating the development of: District-wide programs, strategic plan implementation, legislative and intergovernmental affairs programs, and other projects of District-wide impact. Assignments are given in general terms and are subject to review upon completion. There is significant latitude for independent judgment and action in defined areas of work.    This classification is distinguished from other senior management classifications within the District by the specific responsibility for directing and coordinating projects of District-wide impact and focus on strategic, legislative, and intergovernmental affairs. This classification is distinguished from the General Manager in that the latter is the chief executive responsible for the effectiveness of all District operations, implementation of Board policy, and provides direction to this classification.    The Ideal Candidate for Special Assistant to the General Manager will:    
 
  Possess    deep knowledge and understanding of local and state governments, including special districts, and the water industry in California, the legislative process, and the laws, regulations, and standards that apply to the industry, and to ACWD and its mission. 
  Demonstrate    critical, strategic, and innovative thinking, political savvy, situational awareness, attention to detail, problem solving, and project management skills, and the ability to independently research and develop ideas and concepts into reasonable and actionable plans and strategies and manage projects from inception to completion. 
  Posses  s    exceptional verbal and written communication skills to effectively engage with multiple audiences such as staff, management, governing bodies, legislators, other agencies, and the public, in a wide array of settings. 
  Work collaboratively    with internal staff and teams, external partners, industry groups, and interested parties, exhibiting tenacity and leadership to achieve organizational goals. 
  Demonstrate    a commitment to diversity and inclusion in the workplace and a commitment to promoting a culture of respect, professionalism, service, and belonging. 
  Exhibit    a strong service ethic in support of staff, peers, the industry, and other internal and external customers, and a strong commitment to excellence and integrity. 
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          Under direction from the General Manager, plans, organizes, coordinates, and manages a variety of programs and District-wide initiatives; performs a wide variety of highly responsible, complex, and diverse advanced level professional duties involved in providing administrative, analytical, policy, and technical support to the General Manager’s Office; plans, directs, and coordinates legislative activities and intergovernmental affairs and programs; coordinates and manages the development of District-wide policies, plans, programs, and projects; represents the District to federal, state, and local agencies, industry groups, community groups, educational institutions, and the public; and performs related work as required.    DISTINGUISHING CHARACTERISTICS   Special Assistant to the General Manager is a single position senior management classification reporting directly to the General Manager. Under direction, within a framework of broad policies and procedures, the incumbent is responsible for coordinating the development of: District-wide programs, strategic plan implementation, legislative and intergovernmental affairs programs, and other projects of District-wide impact. Assignments are given in general terms and are subject to review upon completion. There is significant latitude for independent judgment and action in defined areas of work.    This classification is distinguished from other senior management classifications within the District by the specific responsibility for directing and coordinating projects of District-wide impact and focus on strategic, legislative, and intergovernmental affairs. This classification is distinguished from the General Manager in that the latter is the chief executive responsible for the effectiveness of all District operations, implementation of Board policy, and provides direction to this classification.    The Ideal Candidate for Special Assistant to the General Manager will:    
 
  Possess    deep knowledge and understanding of local and state governments, including special districts, and the water industry in California, the legislative process, and the laws, regulations, and standards that apply to the industry, and to ACWD and its mission. 
  Demonstrate    critical, strategic, and innovative thinking, political savvy, situational awareness, attention to detail, problem solving, and project management skills, and the ability to independently research and develop ideas and concepts into reasonable and actionable plans and strategies and manage projects from inception to completion. 
  Posses  s    exceptional verbal and written communication skills to effectively engage with multiple audiences such as staff, management, governing bodies, legislators, other agencies, and the public, in a wide array of settings. 
  Work collaboratively    with internal staff and teams, external partners, industry groups, and interested parties, exhibiting tenacity and leadership to achieve organizational goals. 
  Demonstrate    a commitment to diversity and inclusion in the workplace and a commitment to promoting a culture of respect, professionalism, service, and belonging. 
  Exhibit    a strong service ethic in support of staff, peers, the industry, and other internal and external customers, and a strong commitment to excellence and integrity. 
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            General Description  We are excited to announce that we are accepting applications for the position of   User Support Administrator.    The first round of applications will be reviewed by Monday, March 4th, 2024.      The District   Irvine Ranch Water District (IRWD) is a progressive, values-driven agency, with an international reputation for its leading-edge financial management practices, water recycling program, water use efficiency practices, water banking, urban runoff treatment, and energy generation and storage. Established in 1961 as a California Water District under the provisions of the California Water Code, IRWD is an independent special district serving central Orange County. IRWD provides high-quality drinking water, reliable sewage collection and treatment, ground-breaking recycled water programs, and environmentally sound urban runoff treatment to its customers. As an independent, not-for-profit public agency, IRWD is governed by a publicly elected five-member Board of Directors. The Board is responsible for the District's policies and decision-making. Day-to-day operations are supervised by the General Manager. Additional information can be found at the District's website: www.IRWD.com .   The Position    Under general supervision, responsible for the installation, administration and support of business desktop infrastructure, cybersecurity, telephony, printing, and mobile systems.   The ideal User Support Administrator candidate will:    Be comprehensively knowledgeable  in the administration and installation of Microsoft Windows and Microsoft Office suite.   Be familiar with configuring and supporting  Office 365, Teams, SharePoint, Power BI, PowerShell, Microsoft Endpoint Manager, AZURE AD, and Mobile devices (iOS/Android).   Use knowledge and judgment  in applying appropriate methods and techniques to ensure speed, quality, and consistency when performing installations and supporting end users with software or products.   Readily identify current opportunities for improvement  in end-user support and produce novel, resourceful, creative, or imaginative approaches to hardware or software issues.   Show a high level of care and thoroughness  in handling the details of the job.   Handle complaints and disputes with neutrality, composure, and tact.   Summary of Duties  Install business desktop infrastructure, cybersecurity, telephony, and mobile equipment as required.  Perform hardware support for business desktop infrastructure, cybersecurity, telephony, printing, and mobile equipment.  Perform software and operating system support for business desktop infrastructure, cybersecurity, telephony, printing, and mobile systems.  Perform desktop system analysis and programming as required.  Perform troubleshooting for business desktop infrastructure, cybersecurity, telephony, printing, and mobile systems as needed.  Provide monitoring of business desktop infrastructure.  Provide user assistance as required.  Comply with District safety work-related practices and attend relevant safety training.  Perform other related duties as assigned.  Qualifications   Education :    A combination of education and experience equivalent to a Bachelor’s degree in Information Systems, Computer Science, or related field, is required. Work experience may be substituted on a year-for-year basis. For degrees obtained outside of the U.S., an official equivalency evaluation is required.     Experience:    Three years of experience in information systems, enterprise computer networks and associated software products; two years in Microsoft Windows administration and installation, Microsoft Office suite system administration and installation required.  Experience in installing and supporting Office 365, Teams, SharePoint, mobile devices (iOS/Android), Microsoft 365 certifications, and PowerShell automation is desired.    Additional Information    IRWD Corporate Values   Irvine Ranch Water District believes that its values drive the character, culture, and capacity of our organization. IRWD was built on values, and we weave them into the fabric of everything we do. Values are the ingredients in our recipe for both institutional and individual success. They are a code of conduct to promote positive outcomes for others and ourselves. They are more than words on a wall or a website. We live by them every day. We pledge to keep them relevant in an ever-changing world.  IRWD's employees enjoy working in a safe, supportive, and nurturing environment where they form strong bonds withfellow employees. To ensure effective communication and promote a collaborative team environment, employees report towork each day in the office or in the field, depending on their positions.    The physical and mental demands described below are representative of those that must be met by employees to successfully perform the essential functions of this class. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.     Language Ability and Interpersonal Communication  Ability to communicate effectively with all levels of office/field employees and management. Represent District in a professional manner when dealing with outside suppliers and customers. Ability to explain, demonstrate and clarify to others within well established policies, procedures and standards, as well as the ability to follow specific instructions and respond to simple and difficult requests from others.     Mathematical Ability  Ability to add, subtract, multiply, and divide and calculate percentages, decimals and fractions.   Technology Ability  Proficient in the use of Microsoft Office Suite (Word, Excel, PowerPoint).    Judgment and Situational Reasoning Ability  Ability to use good personal judgment and discretion in performing all job functions.    Physical Requirements  Regularly required to sit, bend, stoop and stand. Occasionally required to lift up to 50 lbs.    Environmental Adaptability  Noise level is generally equivalent to typical office environment. Ability to work in an environment, which may expose employee to hazardous materials, and environment. Occasional visits to construction sites where noise level may be higher than typical office environment.  IRWD offers a comprehensive benefits package for eligible employees and their eligible dependents. These benefits include the following: retirement benefits; medical, dental, vision, and life insurance; anda variety of other benefits. Benefits may vary based on employment status. This benefits overview is intended to be a summary, is not intended to be all-inclusive,and may not be applicable to all employees.   Retirement   Employees hired on or after January 1, 2013:  The District, in compliance with the California Public Employees' Pension Reform Act of 2012 (PEPRA), implemented a third tier for new employees hired on or after January 1, 2013. New employees hired on or after January 1, 2013 who have not been in PERS membership or in membership with a reciprocal retirement system within 6 months of hire date will receive benefits under the California Public Employees Retirement System at a 2 percent at age 62 formula. This formula gradually increases to a maximum benefits of 2.5 percent at age 67. Final compensation calculations will be based on the highest three-year average of regular recurring pay. The District pays the employer's share of these costs. The employee share of the pension cost of 7.50% is paid in full by the employees hired under this formula.   Employees hired on or after September 29, 2012 or "Classic" PERS members hired on or after January 1, 2013:  On September 24, 2012, the IRWD Board of Directors approved the addition of a second tier to the CalPERS retirement benefits. New employees hired on or after September 29th through December 31, 2012, and employees hired on or after January 1, 2013 who have been in PERS membership or in membership with a reciprocal retirement system, will receive benefits under the California Public Employees Retirement System at 2 percent at age 60 formula. This formula gradually increases to a maximum benefit of 2.418% at age 63. The District pays the employer share of these costs and the employee share of the pension cost of 7% is paid in full by the employees hired under this formula. Final retirement compensation calculations are based on the highest three-year average of regular, recurring pay.  IRWDdoes not participate or pay into Social Security except for the Medicare portion.   Medical Insurance  IRWD contracts with CalPERS for medical insurance coverage. Employees may elect coverage from a variety of PPO and HMO plans. The employee and District contribution for health insurance varies by plan.Coverage is effective the first day of the month following the date of hire.   Dental Insurance  IRWD contracts with Delta Dental for dental coverage.IRWD pays 100% of the premium for dental coverage for eligible employees and their eligible dependents. Coverage is effective the first day of the month following the date of hire.   Vision Insurance  IRWD contracts with the EyeMed for vision coverage. IRWD pays 100% of the premium for vision coverage for eligible employees and their eligible dependents. Coverage is effective the first day of the month following the date of hire.   Life Insurance  Elgible employees are provided with life insurance coverage equal to three or four times their annual salary, depending on their level of compensation. Eligible dependents are also covered for a flat benefit amount. Coverage is effective the first day of the month following the date of hire.   Deferred Compensation  Participation in adeferred compensation plan is available through Empower Retirement. Enrollment is voluntary and contributions are employee-paid and subject to IRS limits. The District matches employee contributions up to 3% of base pay after 1 year of employment.   Paid Vacation  Eligible employees begin accruing vacation benefits at the rate of 80 hours per year for the first 5 years of employment and are eligible to use paid vacation time after 6 months of employment. Employees accrue 120 hours per year after 5 years of employment and 160 hours per year after 10 years of employment.   Paid Holidays  The District offers 11 scheduled paid holidaysplus one personal holiday per year.   Sick Leave  Eligible employees accrue 96 hours of sick leave annually.   Flexible Spending Accounts  Eligible employees may elect to participate in the District's Flex Advantage program. This program allows employees to deposit pre-tax dollars into special accounts to be used for a variety of purposes, including paying for qualified miscellaneous health care expenses and dependent care expenses. IRWD contracts with a third party administer to process payments from employee accounts using claim forms or a Flex Spending debit card.   Educational Assistance  The District will share in the pre-approved educational costs of tuition and books for employees who wish to attend college or take certification classes.
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        General Description  We are excited to announce that we are accepting applications for the position of   User Support Administrator.    The first round of applications will be reviewed by Monday, March 4th, 2024.      The District   Irvine Ranch Water District (IRWD) is a progressive, values-driven agency, with an international reputation for its leading-edge financial management practices, water recycling program, water use efficiency practices, water banking, urban runoff treatment, and energy generation and storage. Established in 1961 as a California Water District under the provisions of the California Water Code, IRWD is an independent special district serving central Orange County. IRWD provides high-quality drinking water, reliable sewage collection and treatment, ground-breaking recycled water programs, and environmentally sound urban runoff treatment to its customers. As an independent, not-for-profit public agency, IRWD is governed by a publicly elected five-member Board of Directors. The Board is responsible for the District's policies and decision-making. Day-to-day operations are supervised by the General Manager. Additional information can be found at the District's website: www.IRWD.com .   The Position    Under general supervision, responsible for the installation, administration and support of business desktop infrastructure, cybersecurity, telephony, printing, and mobile systems.   The ideal User Support Administrator candidate will:    Be comprehensively knowledgeable  in the administration and installation of Microsoft Windows and Microsoft Office suite.   Be familiar with configuring and supporting  Office 365, Teams, SharePoint, Power BI, PowerShell, Microsoft Endpoint Manager, AZURE AD, and Mobile devices (iOS/Android).   Use knowledge and judgment  in applying appropriate methods and techniques to ensure speed, quality, and consistency when performing installations and supporting end users with software or products.   Readily identify current opportunities for improvement  in end-user support and produce novel, resourceful, creative, or imaginative approaches to hardware or software issues.   Show a high level of care and thoroughness  in handling the details of the job.   Handle complaints and disputes with neutrality, composure, and tact.   Summary of Duties  Install business desktop infrastructure, cybersecurity, telephony, and mobile equipment as required.  Perform hardware support for business desktop infrastructure, cybersecurity, telephony, printing, and mobile equipment.  Perform software and operating system support for business desktop infrastructure, cybersecurity, telephony, printing, and mobile systems.  Perform desktop system analysis and programming as required.  Perform troubleshooting for business desktop infrastructure, cybersecurity, telephony, printing, and mobile systems as needed.  Provide monitoring of business desktop infrastructure.  Provide user assistance as required.  Comply with District safety work-related practices and attend relevant safety training.  Perform other related duties as assigned.  Qualifications   Education :    A combination of education and experience equivalent to a Bachelor’s degree in Information Systems, Computer Science, or related field, is required. Work experience may be substituted on a year-for-year basis. For degrees obtained outside of the U.S., an official equivalency evaluation is required.     Experience:    Three years of experience in information systems, enterprise computer networks and associated software products; two years in Microsoft Windows administration and installation, Microsoft Office suite system administration and installation required.  Experience in installing and supporting Office 365, Teams, SharePoint, mobile devices (iOS/Android), Microsoft 365 certifications, and PowerShell automation is desired.    Additional Information    IRWD Corporate Values   Irvine Ranch Water District believes that its values drive the character, culture, and capacity of our organization. IRWD was built on values, and we weave them into the fabric of everything we do. Values are the ingredients in our recipe for both institutional and individual success. They are a code of conduct to promote positive outcomes for others and ourselves. They are more than words on a wall or a website. We live by them every day. We pledge to keep them relevant in an ever-changing world.  IRWD's employees enjoy working in a safe, supportive, and nurturing environment where they form strong bonds withfellow employees. To ensure effective communication and promote a collaborative team environment, employees report towork each day in the office or in the field, depending on their positions.    The physical and mental demands described below are representative of those that must be met by employees to successfully perform the essential functions of this class. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.     Language Ability and Interpersonal Communication  Ability to communicate effectively with all levels of office/field employees and management. Represent District in a professional manner when dealing with outside suppliers and customers. Ability to explain, demonstrate and clarify to others within well established policies, procedures and standards, as well as the ability to follow specific instructions and respond to simple and difficult requests from others.     Mathematical Ability  Ability to add, subtract, multiply, and divide and calculate percentages, decimals and fractions.   Technology Ability  Proficient in the use of Microsoft Office Suite (Word, Excel, PowerPoint).    Judgment and Situational Reasoning Ability  Ability to use good personal judgment and discretion in performing all job functions.    Physical Requirements  Regularly required to sit, bend, stoop and stand. Occasionally required to lift up to 50 lbs.    Environmental Adaptability  Noise level is generally equivalent to typical office environment. Ability to work in an environment, which may expose employee to hazardous materials, and environment. Occasional visits to construction sites where noise level may be higher than typical office environment.  IRWD offers a comprehensive benefits package for eligible employees and their eligible dependents. These benefits include the following: retirement benefits; medical, dental, vision, and life insurance; anda variety of other benefits. Benefits may vary based on employment status. This benefits overview is intended to be a summary, is not intended to be all-inclusive,and may not be applicable to all employees.   Retirement   Employees hired on or after January 1, 2013:  The District, in compliance with the California Public Employees' Pension Reform Act of 2012 (PEPRA), implemented a third tier for new employees hired on or after January 1, 2013. New employees hired on or after January 1, 2013 who have not been in PERS membership or in membership with a reciprocal retirement system within 6 months of hire date will receive benefits under the California Public Employees Retirement System at a 2 percent at age 62 formula. This formula gradually increases to a maximum benefits of 2.5 percent at age 67. Final compensation calculations will be based on the highest three-year average of regular recurring pay. The District pays the employer's share of these costs. The employee share of the pension cost of 7.50% is paid in full by the employees hired under this formula.   Employees hired on or after September 29, 2012 or "Classic" PERS members hired on or after January 1, 2013:  On September 24, 2012, the IRWD Board of Directors approved the addition of a second tier to the CalPERS retirement benefits. New employees hired on or after September 29th through December 31, 2012, and employees hired on or after January 1, 2013 who have been in PERS membership or in membership with a reciprocal retirement system, will receive benefits under the California Public Employees Retirement System at 2 percent at age 60 formula. This formula gradually increases to a maximum benefit of 2.418% at age 63. The District pays the employer share of these costs and the employee share of the pension cost of 7% is paid in full by the employees hired under this formula. Final retirement compensation calculations are based on the highest three-year average of regular, recurring pay.  IRWDdoes not participate or pay into Social Security except for the Medicare portion.   Medical Insurance  IRWD contracts with CalPERS for medical insurance coverage. Employees may elect coverage from a variety of PPO and HMO plans. The employee and District contribution for health insurance varies by plan.Coverage is effective the first day of the month following the date of hire.   Dental Insurance  IRWD contracts with Delta Dental for dental coverage.IRWD pays 100% of the premium for dental coverage for eligible employees and their eligible dependents. Coverage is effective the first day of the month following the date of hire.   Vision Insurance  IRWD contracts with the EyeMed for vision coverage. IRWD pays 100% of the premium for vision coverage for eligible employees and their eligible dependents. Coverage is effective the first day of the month following the date of hire.   Life Insurance  Elgible employees are provided with life insurance coverage equal to three or four times their annual salary, depending on their level of compensation. Eligible dependents are also covered for a flat benefit amount. Coverage is effective the first day of the month following the date of hire.   Deferred Compensation  Participation in adeferred compensation plan is available through Empower Retirement. Enrollment is voluntary and contributions are employee-paid and subject to IRS limits. The District matches employee contributions up to 3% of base pay after 1 year of employment.   Paid Vacation  Eligible employees begin accruing vacation benefits at the rate of 80 hours per year for the first 5 years of employment and are eligible to use paid vacation time after 6 months of employment. Employees accrue 120 hours per year after 5 years of employment and 160 hours per year after 10 years of employment.   Paid Holidays  The District offers 11 scheduled paid holidaysplus one personal holiday per year.   Sick Leave  Eligible employees accrue 96 hours of sick leave annually.   Flexible Spending Accounts  Eligible employees may elect to participate in the District's Flex Advantage program. This program allows employees to deposit pre-tax dollars into special accounts to be used for a variety of purposes, including paying for qualified miscellaneous health care expenses and dependent care expenses. IRWD contracts with a third party administer to process payments from employee accounts using claim forms or a Flex Spending debit card.   Educational Assistance  The District will share in the pre-approved educational costs of tuition and books for employees who wish to attend college or take certification classes.
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             Marketing Statement    Ride BART to a satisfying career that lets you both: 1) make a difference to Bay Area residents, and 2) enjoy excellent pay, benefits, and employment stability. BART is looking for people who like to be challenged, work in a fast-paced environment, and have a passion for connecting riders to work, school and other places they need to go. BART offers a competitive salary, comprehensive health benefits, paid time off, and the CalPERS retirement program.  Job Summary   Pay Rate  $139,192.00 /annually - $210,876.00 /annually (Non-Represented Pay Band 10) Initial salary is negotiable between $175,034.00 - $187,000.00, commensurate with experience and education.    Reports To  General Manager   Current Assignment  Under direction from the General Manager this position designs, develops, implements and oversees programs focused on addressing homelessness and related issues within the BART system; works with internal and external stakeholders to ensure services performed by BART departments are integrated internally and with similar services provided by state, and federal agencies, counties, cities and community organizations; serves as the primary subject matter expert within the BART system on matters related to homelessness and the health and social welfare of BART riders; serves as the top advisor and strategic partner for the General Manager, executive leadership, and Board of Directors on such matters; performs other duties as assigned.   Selection Process  Applications will be screened to assure that minimum qualifications are met. Those applicants who meet minimum qualifications will then be referred to the hiring department for the completion of further selection processes.  The selection process for this position may include a skills/performance demonstration, a written examination, and a panel and/or individual interview.  The successful candidate must have an employment history demonstrating reliability and dependability; provide copies of certificates, diplomas or other documents as required by law, including those establishing his/her right to work in the U. S; pass a pre-employment medical examination which may include a drug and alcohol screen, and which is specific to the essential job functions and requirements. Pre-employment processing will also include a background check. (Does not apply to current full-time District employees unless specific job requires additional evaluations).  Examples of Duties  Develops and administers the Strategic Homeless Action Plan for BART.  Develops and manages partnerships with external stakeholders - including cities, counties, state and federal agencies, and non-profit organizations; coordinates priorities and services with external stakeholders; and, leads advocacy efforts focused on securing support and resources from external partners.  Partners with key BART departments to assess needs, problem solve, test ideas, identify and secure funding, develop metrics, and implement results based on accountability measures that utilize data and metrics to measure program performance.  Presents information, proposals and reports to staff, Board of Directors, community members and organizations, and other government agencies.  Partners with BART Communications Department to create and distribute program updates, announcements, stories, and other relevant information to a wide range of stakeholders.  Develops and manages program budget; advocates for and works to secure additional funding and resources, including drafting contract and grant proposals; and proposes and implements creative measures to maximize available funding, including effectively negotiating costs and utilizing internal and external partnerships as a way to expand services and capacity.  Coordinates with Labor Relations and unions on current and potential programs to ensure services do not generate union concerns and violate union contract rules.  Partners with BART Police Department to ensure all programs are in alignment with the Progressive Policing policies.  Partners with the Office of the General Counsel to develop and update policies, service agreements, and other agreements and contracts.  Collaborates with the Government and Community Relations Department to develop and implement strategies to engage elected officials and community leaders.  Works with the Grants Division within the Office of Performance and Budget to identify and pursue funding opportunities.  Directs outreach and passenger wellness programs, including elevator attendant program, homeless outreach activities, and restroom attendant program.  Provides responsible and effective advice and consultation to the General Manager, Deputy General Manager, executive management team, and Board of Directors.   Minimum Qualifications  Education  Possession of a bachelor’s degree in Public Policy, Social Welfare, Health Care Administration, Public Administration, or a closely related field from an accredited college or university.    Experience  The equivalent of five (5) years of full-time professional verifiable experience designing, developing and implementing health and/or human services programs that involved multiple service providers, which includes at least two (2) years of management-level experience.    Substitution  Additional professional experience as outlined above may be substituted for the education on a year-for- year basis. A college degree is preferred.  Knowledge and Skills  Knowledge of :  Local and national issues and trends related to homelessness, mental health crisis response programs, substance use disorder treatment, and supportive housing services  Best practices and historical context of the role between law enforcement functions and health and social service functions, including homeless and mental health services  Principles and practices of effective project management  Methods and techniques of effective communication  Principles and practices of government budget development and management  Current office procedures and practices, including the use of online computer equipment     Skill/Ability in:    Developing and implementing new programs in alignment with broader strategic priorities  Working with elected officials, community groups, and external stakeholders  Developing creative solutions to challenging operational issues  Providing leadership and communication to foster effective internal and external coordination and partnerships  Working with multiple stakeholders and balancing competing interests and/or priorities  Exercising sound judgment within established guidelines  Establishing and maintaining effective working relationships with those contacted in the course of work      Equal Employment Opportunity   GroupBox1     The San Francisco Bay Area Rapid Transit District is an equal opportunity employer. Applicants shall not be discriminated against because of race, color, sex, sexual orientation, gender identity, gender expression, age (40 and above), religion, national origin (including language use restrictions), disability (mental and physical, including HIV and AIDS), ancestry, marital status, military status, veteran status, medical condition (cancer/genetic characteristics and information), or any protected category prohibited by local, state or federal laws.    The BART Human Resources Department will make reasonable efforts in the examination process to accommodate persons with disabilities or for religious reasons. Please advise the Human Resources Department of any special needs in advance of the examination by emailing at least 5 days before your examination date at employment@bart.gov .    Qualified veterans may be eligible to obtain additional veteran's credit in the selection process for this recruitment (effective Jan. 1, 2013). To obtain the credit, veterans must attach to the application a DD214 discharge document or proof of disability and complete/submit the Veteran's Preference Application no later than the closing date of the posting. For more information about this credit please go to the Veteran's Preference Policy and Application link at www.bart.gov/jobs .  The San Francisco Bay Area Rapid Transit District (BART) prides itself in offering best in class benefits packages to employees of the District. Currently, the following benefits may be available to employees in this job classification.   Highlights    Medical Coverage (or $350/month if opted out)   Dental Coverage   Vision Insurance (Basic and Enhanced Plans Available)   Retirement Plan through the CA Public Employees’ Retirement System (CalPERS)    2% @ 55 (Classic Members)   2% @ 62 (PEPRA Members)   3% at 50 (Safety Members - Classic)   2.7% @ 57 (Safety Members - PEPRA)   Reciprocity available for existing members of many other public retirement systems (see BART website and/or CalPERS website for details)      Money Purchase Pension Plan (in-lieu of participating in Social Security tax)    6.65% employer contribution up to annual maximum of $1,868.65    Deferred Compensation & Roth 457 Sick Leave Accruals (12 days per year) Vacation Accruals (3-6 weeks based on time worked w/ the District) Holidays: 9 observed holidays and 5 floating holidays Life Insurance w/ ability to obtain additional coverage Accidental Death and Dismemberment (AD&D) Insurance Survivor Benefits through BART Short-Term Disability Insurance Long-Term Disability Insurance Flexible Spending Accounts: Health and Dependent Care Commuter Benefits Free BART Passes for BART employees and eligible family members.  Closing Date/Time: Continuous
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         Marketing Statement    Ride BART to a satisfying career that lets you both: 1) make a difference to Bay Area residents, and 2) enjoy excellent pay, benefits, and employment stability. BART is looking for people who like to be challenged, work in a fast-paced environment, and have a passion for connecting riders to work, school and other places they need to go. BART offers a competitive salary, comprehensive health benefits, paid time off, and the CalPERS retirement program.  Job Summary   Pay Rate  $139,192.00 /annually - $210,876.00 /annually (Non-Represented Pay Band 10) Initial salary is negotiable between $175,034.00 - $187,000.00, commensurate with experience and education.    Reports To  General Manager   Current Assignment  Under direction from the General Manager this position designs, develops, implements and oversees programs focused on addressing homelessness and related issues within the BART system; works with internal and external stakeholders to ensure services performed by BART departments are integrated internally and with similar services provided by state, and federal agencies, counties, cities and community organizations; serves as the primary subject matter expert within the BART system on matters related to homelessness and the health and social welfare of BART riders; serves as the top advisor and strategic partner for the General Manager, executive leadership, and Board of Directors on such matters; performs other duties as assigned.   Selection Process  Applications will be screened to assure that minimum qualifications are met. Those applicants who meet minimum qualifications will then be referred to the hiring department for the completion of further selection processes.  The selection process for this position may include a skills/performance demonstration, a written examination, and a panel and/or individual interview.  The successful candidate must have an employment history demonstrating reliability and dependability; provide copies of certificates, diplomas or other documents as required by law, including those establishing his/her right to work in the U. S; pass a pre-employment medical examination which may include a drug and alcohol screen, and which is specific to the essential job functions and requirements. Pre-employment processing will also include a background check. (Does not apply to current full-time District employees unless specific job requires additional evaluations).  Examples of Duties  Develops and administers the Strategic Homeless Action Plan for BART.  Develops and manages partnerships with external stakeholders - including cities, counties, state and federal agencies, and non-profit organizations; coordinates priorities and services with external stakeholders; and, leads advocacy efforts focused on securing support and resources from external partners.  Partners with key BART departments to assess needs, problem solve, test ideas, identify and secure funding, develop metrics, and implement results based on accountability measures that utilize data and metrics to measure program performance.  Presents information, proposals and reports to staff, Board of Directors, community members and organizations, and other government agencies.  Partners with BART Communications Department to create and distribute program updates, announcements, stories, and other relevant information to a wide range of stakeholders.  Develops and manages program budget; advocates for and works to secure additional funding and resources, including drafting contract and grant proposals; and proposes and implements creative measures to maximize available funding, including effectively negotiating costs and utilizing internal and external partnerships as a way to expand services and capacity.  Coordinates with Labor Relations and unions on current and potential programs to ensure services do not generate union concerns and violate union contract rules.  Partners with BART Police Department to ensure all programs are in alignment with the Progressive Policing policies.  Partners with the Office of the General Counsel to develop and update policies, service agreements, and other agreements and contracts.  Collaborates with the Government and Community Relations Department to develop and implement strategies to engage elected officials and community leaders.  Works with the Grants Division within the Office of Performance and Budget to identify and pursue funding opportunities.  Directs outreach and passenger wellness programs, including elevator attendant program, homeless outreach activities, and restroom attendant program.  Provides responsible and effective advice and consultation to the General Manager, Deputy General Manager, executive management team, and Board of Directors.   Minimum Qualifications  Education  Possession of a bachelor’s degree in Public Policy, Social Welfare, Health Care Administration, Public Administration, or a closely related field from an accredited college or university.    Experience  The equivalent of five (5) years of full-time professional verifiable experience designing, developing and implementing health and/or human services programs that involved multiple service providers, which includes at least two (2) years of management-level experience.    Substitution  Additional professional experience as outlined above may be substituted for the education on a year-for- year basis. A college degree is preferred.  Knowledge and Skills  Knowledge of :  Local and national issues and trends related to homelessness, mental health crisis response programs, substance use disorder treatment, and supportive housing services  Best practices and historical context of the role between law enforcement functions and health and social service functions, including homeless and mental health services  Principles and practices of effective project management  Methods and techniques of effective communication  Principles and practices of government budget development and management  Current office procedures and practices, including the use of online computer equipment     Skill/Ability in:    Developing and implementing new programs in alignment with broader strategic priorities  Working with elected officials, community groups, and external stakeholders  Developing creative solutions to challenging operational issues  Providing leadership and communication to foster effective internal and external coordination and partnerships  Working with multiple stakeholders and balancing competing interests and/or priorities  Exercising sound judgment within established guidelines  Establishing and maintaining effective working relationships with those contacted in the course of work      Equal Employment Opportunity   GroupBox1     The San Francisco Bay Area Rapid Transit District is an equal opportunity employer. Applicants shall not be discriminated against because of race, color, sex, sexual orientation, gender identity, gender expression, age (40 and above), religion, national origin (including language use restrictions), disability (mental and physical, including HIV and AIDS), ancestry, marital status, military status, veteran status, medical condition (cancer/genetic characteristics and information), or any protected category prohibited by local, state or federal laws.    The BART Human Resources Department will make reasonable efforts in the examination process to accommodate persons with disabilities or for religious reasons. Please advise the Human Resources Department of any special needs in advance of the examination by emailing at least 5 days before your examination date at employment@bart.gov .    Qualified veterans may be eligible to obtain additional veteran's credit in the selection process for this recruitment (effective Jan. 1, 2013). To obtain the credit, veterans must attach to the application a DD214 discharge document or proof of disability and complete/submit the Veteran's Preference Application no later than the closing date of the posting. For more information about this credit please go to the Veteran's Preference Policy and Application link at www.bart.gov/jobs .  The San Francisco Bay Area Rapid Transit District (BART) prides itself in offering best in class benefits packages to employees of the District. Currently, the following benefits may be available to employees in this job classification.   Highlights    Medical Coverage (or $350/month if opted out)   Dental Coverage   Vision Insurance (Basic and Enhanced Plans Available)   Retirement Plan through the CA Public Employees’ Retirement System (CalPERS)    2% @ 55 (Classic Members)   2% @ 62 (PEPRA Members)   3% at 50 (Safety Members - Classic)   2.7% @ 57 (Safety Members - PEPRA)   Reciprocity available for existing members of many other public retirement systems (see BART website and/or CalPERS website for details)      Money Purchase Pension Plan (in-lieu of participating in Social Security tax)    6.65% employer contribution up to annual maximum of $1,868.65    Deferred Compensation & Roth 457 Sick Leave Accruals (12 days per year) Vacation Accruals (3-6 weeks based on time worked w/ the District) Holidays: 9 observed holidays and 5 floating holidays Life Insurance w/ ability to obtain additional coverage Accidental Death and Dismemberment (AD&D) Insurance Survivor Benefits through BART Short-Term Disability Insurance Long-Term Disability Insurance Flexible Spending Accounts: Health and Dependent Care Commuter Benefits Free BART Passes for BART employees and eligible family members.  Closing Date/Time: Continuous
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            Description  Sierra College is requesting TEMPORARY APPLICATIONS be submitted for a short term/temporary Human Resources Specialist position for the Rocklin Campus. Applications submitted to this pool will be kept on file for one year. These positions will be part time or full time depending on need but will last no more than 175 days.  Examples Of Functions and Tasks   Under general direction of the Human Resources Manager, this position performs specialized functions supporting the operations and administrative functions of the Human Resources Department including Recruiting/EEO, Salary Administration, Benefits Administration, Compensation Analysis, Employee Relations, Leave of Absence Program Administration, Workers’ Compensation Program Administration and Organizational Development.    Representative Duties  - The following duties are typical for this classification. Incumbents may not perform all of the listed duties and/or may be required to perform additional or different duties from those set forth below to address business needs and changing business practices.   1. Input employment information into District integrated database, including compensation and benefits, for all District employees (full-time permanent, part-time faculty, student and temporary)  2. Compile and maintain records, files, and employment-related reports, including reconciliations, audits, adjustments, historical data, etc. This includes the development and submission of employment-date for Federal, State, and Local agencies as well as Board Agenda items pertaining to employment actions. This may additionally include performing complex analysis of employment data and submitting statistics and trends for executive review.   3. Interpret employment laws and human resource regulations in the areas of benefits, employment policies and procedures, equivalency processing, credentialing, salary schedule movement and various other functions.  4. May evaluate applicant academic background of teaching credentials to determine compliance with minimum eligibility requirements for full-time and part-time faculty and educational administrator positions; determines placement on salary schedule; notifies applicants and employees regarding eligibility for positions.  5. May conduct New Employee Orientation Sessions as well as provide information regarding health and welfare benefits programs, HR/Payroll procedures, and language in the Collective Bargaining Agreements to new employees; this includes ensuring that all required employment documentation is obtained for new regular faculty, management, and classified employees.  6. May evaluate and compute salary adjustments for employees based on range, step, longevity or other changes such as reclassifications and out-of-class assignments; submit data, salary rate and related information to payroll for processing.  7. May perform complex compensation analysis, which includes evaluating and analyzing professional development credits for faculty movement on the salary schedules; researching personnel files and verifying employment, seniority, and/or other factors to determine movement on the classified/management salary schedules. This includes notifying faculty members and other employees of their movement on the salary schedules as well as submitting the necessary processing information to payroll.  8. May administer the District’s Leaves of Absence Program.  9. May administer the District’s Benefit (health and welfare) Program including medical, dental, vision and life insurances, short & long-term disability (STD/LTD) insurance, State Teachers' Retirement System (STRS), Public Employees' Retirement System (PERS) pension programs, EAP, Wellness, 457 & 403(b) annuities.  10. May provide technical assistance to District staff regarding their employment and/or benefit programs. This includes interpretation of CBA rules, employment laws, and new healthcare regulations relating to benefit programs.  11. May coordinate communication of benefits information District-wide; assist new, active, retired, terminated, and COBRA employees with benefit selections, changes, concerns, and various issues related to health benefits program; coordinates open enrollment activities.  12. May review provisions of applicable state and federal laws, collective bargaining agreements, carrier contracts, and board-adopted documents to determine necessary changes required in various benefit programs.  13. May coordinate, interpret, process and maintain Workers’ Compensation claims; establish lists of occupational health care providers and hospitals; informs employees of rights and benefits under Workers’ Compensation programs; serves as liaison with the District’s Workers’ Compensation carrier.  14. May develop and/or maintain collective bargaining agreements, salary schedules, employment eligibility and retirement forms, faculty and educational administrator contracts and a variety of other procedural information as required.  15. May provide technical and procedural guidance to staff on recruitment and selection procedures including strategies for outreach and the design and use of candidate selection methods; consults with administrators District-wide on specific recruitment and selection activities.   16. May prepare and distribute position vacancy announcements to newspapers, periodicals, external agencies, web sites, and other areas of access; works with publishing agencies, newspapers, and employment agencies to post and monitor activity relating to job announcements.  17. May accept, control, and process applications for full-time, part-time and temporary positions; reviews applications for required information; develops, maintains and updates applicant mailing lists and provides applicant pools to managers; maintains and updates all recruitment files.  18. May contact successful job applicants for interviews as well as correspond by letter to those not receiving interviews.  19. May provide employment and general information about the District to prospective job applicants, staff and students; this includes compiling and forwarding any special request information to selection committees.  20. May consult with selection committee chairpersons and EEO representatives to develop and prepare rating guidelines for applications, interviews, performance demonstrations, and supplemental materials or processes; this includes organizing and assembling applications, supporting materials, and approved interview/rating guides for selection committees.   21. May monitor the progress of selection committees during screening, assessment, and interviews; this includes facilitating committee processes by scheduling meetings, logistics, candidate testing, and communications. May review committee member ratings for consistency and EEO compliance; monitors and resolves problems; discusses exceptions and/or inconsistencies among committee members with the Manager of Human Resources.  22. May monitor employment activities and provides statistical and demographic information on recruitment and employment of full and part-time staff to support EEO analysis; this includes compiling and organizing data on the composition of job applicant pools.   23. May serve as initial contact for the Human Resources office and provides information to employees and the public on Human Resources programs and services; this includes providing employees with information on the Employee Assistance Program, Retirement, Employee Wellness, Leaves of Absence and Short/Long-Term Disability.  24. May train and provide work direction to assigned student workers and temporary help as assigned.  25. May complete and/or participate in salary surveys, benefit surveys and/or employment practice surveys.  26. May administer and analyze employee surveys.  27. May create and maintain personnel files.  28. May complete and/or conduct employment verifications.   29. Operate a variety of office equipment including computers and applicable word processing applications; composes correspondence.  30. Perform related duties as required.    QUALIFICATIONS   - The following generally describes the knowledge and ability required to enter the job and/or be learned within a short period of time in order to successfully perform the assigned duties.    Knowledge of:   Operational characteristics, services, and activities of a college human resources program.  Generally accepted personnel management practices, fair employment practices, Workers’ Compensation regulations and other laws governing human resources.  Pertinent academic requirements for faculty and educational administrators.  Principles and practices of health and welfare benefits administration.  Insurance contracts and their interpretation.  Principles and procedures of payroll processing.  Mathematical principles and practices.  Office procedures, methods, and equipment including computers and applicable software applications such as word processing, spreadsheets, and databases.  Principles and procedures of record keeping and filing.  Principles of business letter writing and basic report preparation.  Methods and techniques of public relations.  Pertinent federal, state, and local laws, codes, and regulations.   Ability to:   Analyze academic background information and ensure compliance with established regulations.  Apply rules for State academic minimum qualifications and teaching credentials.  Serve as liaison to third party administrator for employee benefits.  Interpret labor contract provisions and apply salary structures to employee status changes.  Coordinate and assist employees with the selection and maintenance of, changes to, and issues concerning health and welfare benefits.  Coordinate, maintain and document group benefits program elements including the set up of employee enrollment services.  Maintain various insurance and benefit program records and files and prepare required reports.  Organize office area for efficient customer service and timely document processing.  Perform mathematical calculations in the determination of payroll.  Coordinate assigned functions with other District departments as appropriate.  Respond to requests from the general public regarding District employment practices and procedures.  Maintain confidentiality of records and sensitive issues.  Operate office equipment including computers and supporting word processing, spreadsheet and database applications.  Independently prepare routine correspondence and memoranda.  Communicate clearly and concisely, both orally and in writing.  Establish and maintain effective working relationships with those contacted in the course of work.  Minimum Qualifications     Education and Experience Guidelines   - Any combination of education and experience that would likely provide the required knowledge and abilities is qualifying. A typical way to obtain the knowledge and abilities would be:     Education/Training:    Equivalent to completion of the twelfth grade supplemented by college level course work in business administration, human resources or a related field.    Experience:    Two years of increasingly responsible experience in human resources including employment procedures, evaluation of academic background for compliance with State regulations, benefits administration and basic payroll processing functions.    Physical Demands and Working Environment  - T he conditions herein are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential job functions.     Environment   :  Work is performed primarily in a standard office setting.    Physical   :  Primary functions require sufficient physical ability and mobility to work in an office setting; to stand or sit for prolonged periods of time; to occasionally walk, stoop, bend, kneel, crouch, reach, and twist; to lift, carry, push, and/or pull light to moderate amounts of weight; to operate office equipment requiring repetitive hand movement and fine coordination including use of a computer keyboard; and to verbally communicate to exchange information.    Vision   :  See in the normal visual range with or without correction; vision sufficient to read computer screens and printed documents; and to operate assigned equipment.    Hearing  : Hear in the normal audio range with or without correction.   Supplemental Information    WHY SIERRA?     One of Aspen Institute’s Top 150 Community Colleges in the nation  The Accrediting Commission recognized Sierra “for its exemplary practice of providing personnel with opportunities for continued professional development in order to meet its mission.” This includes providing students and employees with a robust set of programs, events, and conferences related to equity-mindedness and supporting the success of our students, etc.   Flexible work schedules may be available  Currently during summers, some employee groups participate in 4x10 schedules    Sierra College is a Community College located near Sacramento, California where a heavy emphasis is placed on academic excellence and student success. Since its founding in 1936, Sierra College has focused on quality instruction and meeting the evolving needs of the students and communities that it serves. The Sierra Community College District covers more than 3,200 square miles and serves the Northern California foothill counties of Placer and Nevada, as well as parts of El Dorado and Sacramento. We serve over 16,000 students throughout the region in both on-ground and online courses, including students at our main Rocklin Campus as well as at three centers located in Grass Valley, Tahoe/Truckee, and Roseville. Our District prides itself on academic excellence.   Sierra College has a strong commitment to the achievement of equity and inclusion among its faculty, staff, and students and values the rich, diverse backgrounds that make up the campus community. A strong candidate for this position must demonstrate a profound understanding of and experience with successfully supporting individuals with varying backgrounds. This includes persons with disabilities, various gender identities and sexual orientations, as well as individuals from historically underrepresented communities and other groups. Our District is committed to providing strategies for success and proactive student-centered practices and policies focused on eliminating equity gaps to ensure the District provides an inclusive educational and employment environment focused on strategies for success and equitable outcomes for all.   As an institution, Sierra College is committed to eliminating the equity gap in all student populations with dynamic, learner-centered practices and policies that fully engage the college community. The ideal candidate will share the College’s commitment to helping its racially and socioeconomically diverse students succeed in their degree and career objectives. Currently, Sierra College enrolls 16,500 students per term, where approximately: 24% of Sierra College’s students are Latin(o)(a)(x)(e), 3% are African-American, 2% are Filipino, 6% are Asian-American, 7% are multiracial and 55% are White.   The successful candidate will join a College dedicated to the use of culturally responsive strategies and methods that meet the varying needs of our students, faculty, staff, and surrounding community. Sierra College demonstrates its commitment to equity by supporting ongoing professional development for students, faculty, and staff. These opportunities include trainings and workshops on equity and inclusion, active Academic Senate standing committees concerned with student success and equity, a Presidential Equity Advisory Committee (PEAC), culturally responsive student engagement centers, support for our undocumented and AB540 students, campus-wide equity summits, a robust set of programs, events, and conferences related to equity-mindedness and supporting the success of our diverse students.    Need Help With Your Online Account?    Use the online  Help Guide  or contact the  NEOED Applicants Support Line at 855-524-5627  if you need assistance with your online applicant account.   Applicant Support is available between 6 a.m. and 5 p.m. Pacific Time, Monday through Friday.     Helpful Tip:   Please note that as described above a strong candidate for this position must demonstrate a profound understanding of and experience with successfully supporting individuals with varying backgrounds; and therefore, hiring committees assess candidates for these knowledge, skills, and abilities.   Applicants may want to consider incorporating culturally-inclusive/equity-minded strategies practiced and/or evidence of the responsiveness to and understanding of the racial, socioeconomic, and cultural diversity of community college student populations throughout their application materials (including application and documents uploaded, if any).   Please see the Sierra College website for additional helpful tips and tools for prospective applicants .    Travel expenses may be partially reimbursed for candidates traveling beyond a 150 mile radius for second round interviews. All other travel expenses will be borne by the candidate (if in person interviews).    Terms and Conditions of Employment:    Other terms and conditions of employment are specified in the applicable collective bargaining agreements on file in the District Human Resources Department. Position description of record on file in the Human Resources Department.   *Sierra Community College District currently operates campuses in Rocklin, Roseville, Truckee and Grass Valley. In its management of a multi-campus environment, the District reserves right of assignment including the right to change assignment locations and shift assignments based on District need. Although this position may currently reside at the Rocklin campus, the assignment location may be subject to change as needed. Additionally, the district reserves the right to cancel, revise or re-announce this position as well as any and all positions at any time.   EEO   /   TITLE IX    EMPLOYER    Sierra College is an equal employment opportunity employer committed to nondiscrimination and the achievement of diversity and equity among its faculty, staff, and students.   Persons with inquiries about the application of Title IX and/or EEO may contact the Director of Diversity, EEO & Title IX (Title IX Coordinator) at the address below, at (916) 660-7006 or via email at EEOT9@sierracollege.edu .  Persons with questions regarding reasonable accommodation of physical and other disabilities should contact the Sierra College Human Resources Department at (916) 660-7105.  If you have limitations hearing or speaking, the State of California offers a specially-trained Communications Assistant (CA) that can relay telephone conversations for all of your calls. Dial 711 to reach the California Relay Service (CRS). Dialing 711 is for everyone, not just those who have difficulty hearing on a standard phone. If you prefer having your calls immediately answered in your mode of communication, dial one of the toll-free modality and language-specific numbers below. The call will be routed to the CRS provider.    TTY/VCO/HCO to Voice     English 1-800-735-2929   Spanish 1-800-855-3000   Voice to TTY/VCO/HCO     English 1-800-735-2922   Spanish 1-800-855-3000   From or to Speech-to- Speech     English & Spanish 1-800-854-7784  This position is inelgible for Sierra College Benefits.  Closing Date/Time: Continuous
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        Description  Sierra College is requesting TEMPORARY APPLICATIONS be submitted for a short term/temporary Human Resources Specialist position for the Rocklin Campus. Applications submitted to this pool will be kept on file for one year. These positions will be part time or full time depending on need but will last no more than 175 days.  Examples Of Functions and Tasks   Under general direction of the Human Resources Manager, this position performs specialized functions supporting the operations and administrative functions of the Human Resources Department including Recruiting/EEO, Salary Administration, Benefits Administration, Compensation Analysis, Employee Relations, Leave of Absence Program Administration, Workers’ Compensation Program Administration and Organizational Development.    Representative Duties  - The following duties are typical for this classification. Incumbents may not perform all of the listed duties and/or may be required to perform additional or different duties from those set forth below to address business needs and changing business practices.   1. Input employment information into District integrated database, including compensation and benefits, for all District employees (full-time permanent, part-time faculty, student and temporary)  2. Compile and maintain records, files, and employment-related reports, including reconciliations, audits, adjustments, historical data, etc. This includes the development and submission of employment-date for Federal, State, and Local agencies as well as Board Agenda items pertaining to employment actions. This may additionally include performing complex analysis of employment data and submitting statistics and trends for executive review.   3. Interpret employment laws and human resource regulations in the areas of benefits, employment policies and procedures, equivalency processing, credentialing, salary schedule movement and various other functions.  4. May evaluate applicant academic background of teaching credentials to determine compliance with minimum eligibility requirements for full-time and part-time faculty and educational administrator positions; determines placement on salary schedule; notifies applicants and employees regarding eligibility for positions.  5. May conduct New Employee Orientation Sessions as well as provide information regarding health and welfare benefits programs, HR/Payroll procedures, and language in the Collective Bargaining Agreements to new employees; this includes ensuring that all required employment documentation is obtained for new regular faculty, management, and classified employees.  6. May evaluate and compute salary adjustments for employees based on range, step, longevity or other changes such as reclassifications and out-of-class assignments; submit data, salary rate and related information to payroll for processing.  7. May perform complex compensation analysis, which includes evaluating and analyzing professional development credits for faculty movement on the salary schedules; researching personnel files and verifying employment, seniority, and/or other factors to determine movement on the classified/management salary schedules. This includes notifying faculty members and other employees of their movement on the salary schedules as well as submitting the necessary processing information to payroll.  8. May administer the District’s Leaves of Absence Program.  9. May administer the District’s Benefit (health and welfare) Program including medical, dental, vision and life insurances, short & long-term disability (STD/LTD) insurance, State Teachers' Retirement System (STRS), Public Employees' Retirement System (PERS) pension programs, EAP, Wellness, 457 & 403(b) annuities.  10. May provide technical assistance to District staff regarding their employment and/or benefit programs. This includes interpretation of CBA rules, employment laws, and new healthcare regulations relating to benefit programs.  11. May coordinate communication of benefits information District-wide; assist new, active, retired, terminated, and COBRA employees with benefit selections, changes, concerns, and various issues related to health benefits program; coordinates open enrollment activities.  12. May review provisions of applicable state and federal laws, collective bargaining agreements, carrier contracts, and board-adopted documents to determine necessary changes required in various benefit programs.  13. May coordinate, interpret, process and maintain Workers’ Compensation claims; establish lists of occupational health care providers and hospitals; informs employees of rights and benefits under Workers’ Compensation programs; serves as liaison with the District’s Workers’ Compensation carrier.  14. May develop and/or maintain collective bargaining agreements, salary schedules, employment eligibility and retirement forms, faculty and educational administrator contracts and a variety of other procedural information as required.  15. May provide technical and procedural guidance to staff on recruitment and selection procedures including strategies for outreach and the design and use of candidate selection methods; consults with administrators District-wide on specific recruitment and selection activities.   16. May prepare and distribute position vacancy announcements to newspapers, periodicals, external agencies, web sites, and other areas of access; works with publishing agencies, newspapers, and employment agencies to post and monitor activity relating to job announcements.  17. May accept, control, and process applications for full-time, part-time and temporary positions; reviews applications for required information; develops, maintains and updates applicant mailing lists and provides applicant pools to managers; maintains and updates all recruitment files.  18. May contact successful job applicants for interviews as well as correspond by letter to those not receiving interviews.  19. May provide employment and general information about the District to prospective job applicants, staff and students; this includes compiling and forwarding any special request information to selection committees.  20. May consult with selection committee chairpersons and EEO representatives to develop and prepare rating guidelines for applications, interviews, performance demonstrations, and supplemental materials or processes; this includes organizing and assembling applications, supporting materials, and approved interview/rating guides for selection committees.   21. May monitor the progress of selection committees during screening, assessment, and interviews; this includes facilitating committee processes by scheduling meetings, logistics, candidate testing, and communications. May review committee member ratings for consistency and EEO compliance; monitors and resolves problems; discusses exceptions and/or inconsistencies among committee members with the Manager of Human Resources.  22. May monitor employment activities and provides statistical and demographic information on recruitment and employment of full and part-time staff to support EEO analysis; this includes compiling and organizing data on the composition of job applicant pools.   23. May serve as initial contact for the Human Resources office and provides information to employees and the public on Human Resources programs and services; this includes providing employees with information on the Employee Assistance Program, Retirement, Employee Wellness, Leaves of Absence and Short/Long-Term Disability.  24. May train and provide work direction to assigned student workers and temporary help as assigned.  25. May complete and/or participate in salary surveys, benefit surveys and/or employment practice surveys.  26. May administer and analyze employee surveys.  27. May create and maintain personnel files.  28. May complete and/or conduct employment verifications.   29. Operate a variety of office equipment including computers and applicable word processing applications; composes correspondence.  30. Perform related duties as required.    QUALIFICATIONS   - The following generally describes the knowledge and ability required to enter the job and/or be learned within a short period of time in order to successfully perform the assigned duties.    Knowledge of:   Operational characteristics, services, and activities of a college human resources program.  Generally accepted personnel management practices, fair employment practices, Workers’ Compensation regulations and other laws governing human resources.  Pertinent academic requirements for faculty and educational administrators.  Principles and practices of health and welfare benefits administration.  Insurance contracts and their interpretation.  Principles and procedures of payroll processing.  Mathematical principles and practices.  Office procedures, methods, and equipment including computers and applicable software applications such as word processing, spreadsheets, and databases.  Principles and procedures of record keeping and filing.  Principles of business letter writing and basic report preparation.  Methods and techniques of public relations.  Pertinent federal, state, and local laws, codes, and regulations.   Ability to:   Analyze academic background information and ensure compliance with established regulations.  Apply rules for State academic minimum qualifications and teaching credentials.  Serve as liaison to third party administrator for employee benefits.  Interpret labor contract provisions and apply salary structures to employee status changes.  Coordinate and assist employees with the selection and maintenance of, changes to, and issues concerning health and welfare benefits.  Coordinate, maintain and document group benefits program elements including the set up of employee enrollment services.  Maintain various insurance and benefit program records and files and prepare required reports.  Organize office area for efficient customer service and timely document processing.  Perform mathematical calculations in the determination of payroll.  Coordinate assigned functions with other District departments as appropriate.  Respond to requests from the general public regarding District employment practices and procedures.  Maintain confidentiality of records and sensitive issues.  Operate office equipment including computers and supporting word processing, spreadsheet and database applications.  Independently prepare routine correspondence and memoranda.  Communicate clearly and concisely, both orally and in writing.  Establish and maintain effective working relationships with those contacted in the course of work.  Minimum Qualifications     Education and Experience Guidelines   - Any combination of education and experience that would likely provide the required knowledge and abilities is qualifying. A typical way to obtain the knowledge and abilities would be:     Education/Training:    Equivalent to completion of the twelfth grade supplemented by college level course work in business administration, human resources or a related field.    Experience:    Two years of increasingly responsible experience in human resources including employment procedures, evaluation of academic background for compliance with State regulations, benefits administration and basic payroll processing functions.    Physical Demands and Working Environment  - T he conditions herein are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential job functions.     Environment   :  Work is performed primarily in a standard office setting.    Physical   :  Primary functions require sufficient physical ability and mobility to work in an office setting; to stand or sit for prolonged periods of time; to occasionally walk, stoop, bend, kneel, crouch, reach, and twist; to lift, carry, push, and/or pull light to moderate amounts of weight; to operate office equipment requiring repetitive hand movement and fine coordination including use of a computer keyboard; and to verbally communicate to exchange information.    Vision   :  See in the normal visual range with or without correction; vision sufficient to read computer screens and printed documents; and to operate assigned equipment.    Hearing  : Hear in the normal audio range with or without correction.   Supplemental Information    WHY SIERRA?     One of Aspen Institute’s Top 150 Community Colleges in the nation  The Accrediting Commission recognized Sierra “for its exemplary practice of providing personnel with opportunities for continued professional development in order to meet its mission.” This includes providing students and employees with a robust set of programs, events, and conferences related to equity-mindedness and supporting the success of our students, etc.   Flexible work schedules may be available  Currently during summers, some employee groups participate in 4x10 schedules    Sierra College is a Community College located near Sacramento, California where a heavy emphasis is placed on academic excellence and student success. Since its founding in 1936, Sierra College has focused on quality instruction and meeting the evolving needs of the students and communities that it serves. The Sierra Community College District covers more than 3,200 square miles and serves the Northern California foothill counties of Placer and Nevada, as well as parts of El Dorado and Sacramento. We serve over 16,000 students throughout the region in both on-ground and online courses, including students at our main Rocklin Campus as well as at three centers located in Grass Valley, Tahoe/Truckee, and Roseville. Our District prides itself on academic excellence.   Sierra College has a strong commitment to the achievement of equity and inclusion among its faculty, staff, and students and values the rich, diverse backgrounds that make up the campus community. A strong candidate for this position must demonstrate a profound understanding of and experience with successfully supporting individuals with varying backgrounds. This includes persons with disabilities, various gender identities and sexual orientations, as well as individuals from historically underrepresented communities and other groups. Our District is committed to providing strategies for success and proactive student-centered practices and policies focused on eliminating equity gaps to ensure the District provides an inclusive educational and employment environment focused on strategies for success and equitable outcomes for all.   As an institution, Sierra College is committed to eliminating the equity gap in all student populations with dynamic, learner-centered practices and policies that fully engage the college community. The ideal candidate will share the College’s commitment to helping its racially and socioeconomically diverse students succeed in their degree and career objectives. Currently, Sierra College enrolls 16,500 students per term, where approximately: 24% of Sierra College’s students are Latin(o)(a)(x)(e), 3% are African-American, 2% are Filipino, 6% are Asian-American, 7% are multiracial and 55% are White.   The successful candidate will join a College dedicated to the use of culturally responsive strategies and methods that meet the varying needs of our students, faculty, staff, and surrounding community. Sierra College demonstrates its commitment to equity by supporting ongoing professional development for students, faculty, and staff. These opportunities include trainings and workshops on equity and inclusion, active Academic Senate standing committees concerned with student success and equity, a Presidential Equity Advisory Committee (PEAC), culturally responsive student engagement centers, support for our undocumented and AB540 students, campus-wide equity summits, a robust set of programs, events, and conferences related to equity-mindedness and supporting the success of our diverse students.    Need Help With Your Online Account?    Use the online  Help Guide  or contact the  NEOED Applicants Support Line at 855-524-5627  if you need assistance with your online applicant account.   Applicant Support is available between 6 a.m. and 5 p.m. Pacific Time, Monday through Friday.     Helpful Tip:   Please note that as described above a strong candidate for this position must demonstrate a profound understanding of and experience with successfully supporting individuals with varying backgrounds; and therefore, hiring committees assess candidates for these knowledge, skills, and abilities.   Applicants may want to consider incorporating culturally-inclusive/equity-minded strategies practiced and/or evidence of the responsiveness to and understanding of the racial, socioeconomic, and cultural diversity of community college student populations throughout their application materials (including application and documents uploaded, if any).   Please see the Sierra College website for additional helpful tips and tools for prospective applicants .    Travel expenses may be partially reimbursed for candidates traveling beyond a 150 mile radius for second round interviews. All other travel expenses will be borne by the candidate (if in person interviews).    Terms and Conditions of Employment:    Other terms and conditions of employment are specified in the applicable collective bargaining agreements on file in the District Human Resources Department. Position description of record on file in the Human Resources Department.   *Sierra Community College District currently operates campuses in Rocklin, Roseville, Truckee and Grass Valley. In its management of a multi-campus environment, the District reserves right of assignment including the right to change assignment locations and shift assignments based on District need. Although this position may currently reside at the Rocklin campus, the assignment location may be subject to change as needed. Additionally, the district reserves the right to cancel, revise or re-announce this position as well as any and all positions at any time.   EEO   /   TITLE IX    EMPLOYER    Sierra College is an equal employment opportunity employer committed to nondiscrimination and the achievement of diversity and equity among its faculty, staff, and students.   Persons with inquiries about the application of Title IX and/or EEO may contact the Director of Diversity, EEO & Title IX (Title IX Coordinator) at the address below, at (916) 660-7006 or via email at EEOT9@sierracollege.edu .  Persons with questions regarding reasonable accommodation of physical and other disabilities should contact the Sierra College Human Resources Department at (916) 660-7105.  If you have limitations hearing or speaking, the State of California offers a specially-trained Communications Assistant (CA) that can relay telephone conversations for all of your calls. Dial 711 to reach the California Relay Service (CRS). Dialing 711 is for everyone, not just those who have difficulty hearing on a standard phone. If you prefer having your calls immediately answered in your mode of communication, dial one of the toll-free modality and language-specific numbers below. The call will be routed to the CRS provider.    TTY/VCO/HCO to Voice     English 1-800-735-2929   Spanish 1-800-855-3000   Voice to TTY/VCO/HCO     English 1-800-735-2922   Spanish 1-800-855-3000   From or to Speech-to- Speech     English & Spanish 1-800-854-7784  This position is inelgible for Sierra College Benefits.  Closing Date/Time: Continuous
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            Description   Under general supervision of assigned manager, performs a variety of specialized and technical duties in support of financial aid programs and services; provide students, staff and the public with financial aid information and processing assistance; receives, reviews, and validates financial aid applications, performs needs analysis, and determines eligibility and awards in accordance with District policies and procedures and federal, state, and local requirements. The Financial Aid Outreach Technician is a technical level classification performing a wide range of program and administrative support duties for the Financial Aid program to support low-income students.    Need Help With Your Online Account?      Use the online  Help Guide  or contact the  NEOGOV Applicants Support Line at 855-524-5627  if you need assistance with your online applicant account.    Applicant Support is available between 6 a.m. and 5 p.m. Pacific Time, Monday through Friday.     Examples Of Functions and Tasks    REPRESENTATIVE DUTIES  - The following duties are typical for this classification. Incumbents may not perform all of the listed duties and/or may be required to perform additional or different duties from those set forth below to address business needs and changing business practices.   Serves as point of contact for students, prospective students, staff, and the general public regarding financial aid services; provides technical information and assistance; explains program applications, policies, procedures, requirements, and restrictions; develops promotional and informational materials for distribution on and off campus; maintains assigned resource material.Verifies and reviews financial aid materials, applications e.g.: Free Application for Financial Aid (FAFSA) student records, files and reports for completeness and conformance with established regulations and procedures.Performs a variety of technical duties in support of the program; provides technical assistance and information to students, parents, and staff regarding financial aid programs and services as well as various benefits and their applicability to individual situations; instructs students in proper completion of forms and applications; explains application requirements and restrictions; notifies ineligible applicants; explores and resolves conflicts or mitigating circumstances; maintains records; conducts financial aid workshops and classroom presentations.Plans, organizes, schedules, and conducts orientations, workshops, seminars, class presentations, tours, meetings, and other activities on and off campus to raise awareness about financial aid; arranges and confirms speakers; reserves facilities and makes other necessary arrangements.Reviews applications and supporting documentations for discrepancies or conflict of data elements between application and supporting documents including Department of Homeland Security (DHS), Social Security Administration (SSA), Selective Service, IRS forms, judicial court documentation, and Veterans Administration documents; resolves data element conflicts/discrepancies; checks academic and financial aid historical records for probations or termination status; analyzes data submitted by applicants/parents and compares/contrasts information provided on various federal tax forms and other document; finalizes corrected data elements and sets record clearance for packaging.Processes applications and verification forms; determines student eligibility for federal and/or state grants, loans, the Federal Work Study (FWS) program and Board of Governor’s Fee Waiver (BOGW) program using federal methodology, need analysis, and state-defined income criteria; establishes initial cost of attendance for each student data record received from grant funding agencies; applies federal methodology to calculate student’s financial need; identifies unusual circumstances for possible alternative processing; requests and analyzes records and other information needed to determine status of application and forms; researches and resolves problems.Participates in mid-term transfer activities; informs NSLDS regarding mid-year transfers for Title IV aid; develops and maintains reports to identify mid-year transfers; accesses “alerts” sent to schools by NSLDS; monitors changes in student eligibility of Title IV aid; identifies new information generated by NSLDS Alert Program regarding new loads, disbursements, and changes in outstanding principal balance of loan; analyzes relevant information that could affect student eligibility and disbursement for Pell Grant and Title IV loans.Participates in fund management for assigned programs; coordinates award activities; maintains records of awards; posts data; monitors entitlements and earnings; provides periodic reports; performs fund expenditure projections; monitors year to date spending; coordinates with other offices regarding disbursement of fund programs and student holds to outstanding college debt; prepares check disbursement reports; disburses loan checks.Participates in a full range of reporting duties; assists in compiling, analyzing, and maintaining data for the maintenance of various records and the preparation of various reports; identifies required data elements to create database queries; creates selection sets; coordinates with other staff to obtain data; researches error reports and makes adjustments.Performs a full range of clerical and administrative duties in support of program operations; relieves manager of administrative details including to research and resolve problems; troubleshoots computer information processing system problems; assembles files and duplicates materials; composes and prepares office correspondence, materials, reports, forms, brochures, presentations, handbooks, manuals, and consumer information; answers phones, refers callers, and takes messages; maintains and orders supplies; oversees work of student workers in the office.Maintains current knowledge and learn new state and federal laws, rules, and regulations pertaining to financial aid; reviews updated or new technical instructions or references; attends seminars, conferences, workshops, and other training sessions; participates in the development of new/revised procedures to accommodate changes; assists in providing training and direction to others regarding changes and new regulations including to create and disseminate new instructions.Compiles and tabulates data from various sources and prepares appropriate forms, schedules, and reports; lists, abstracts, or summarizes data; inputs and reviews data and prepares special and periodic reports related to assigned project and/or program area including state and federally mandated reports; verifies accuracy, completeness, and compliance to rules, procedures, regulations, policies, and other mandatesEstablishes and maintains records including student records; maintains complex, interrelated filing systems that may include confidential files; collects, compiles, and records narrative, statistical, and financial data and other information; researches and verifies information as requested.Develops individualized financial aid service plans to meet institutional and low income student needs; schedules appointments for on- and off-campus meetings, conferences, and workshops.May train and provide work direction to assigned student workers and temporary help as assigned.Performs related duties as required.   Minimum Qualifications    QUALIFICATIONS  - The following generally describes the knowledge and ability required to enter the job and/or be learned within a short period of time in order to successfully perform the assigned duties.     Knowledge of:     Student financial aid processes and procedures including applicable federal and state laws and regulations regarding student grants and loans.  General accounting and bookkeeping practices and techniques. State and federal tax returns, schedules, and attachments.  Office procedures, methods, and equipment including computers and applicable software applications such as word processing, spreadsheets, and databases.  Mathematical principles and practices.  English usage, spelling, grammar and punctuation.  Principles and procedures of record keeping and filing  Principles of business letter writing and basic report preparation. Supervisory principles.  Methods and techniques of conflict resolution.  Pertinent federal, state, and local laws, codes, and regulations including state and federal labor law as it applies to the employment of students and DHS employment requirements and documentation.    Ability to:    Understand the organization and operation of the assigned office and/or program area as necessary to assume assigned responsibilities.  Understand, apply, and ensure compliance with administrative and office policies and procedures as well as pertinent laws, regulations, and ordinances.  Perform a range of technical, program support, administrative, and clerical duties involving the use of independent judgment and personal initiative.  Coordinate and conduct workshops, seminars, special event, class presentations, orientations, and tours.  Provide specialized assistance, training, and information to students, faculty, administrators, staff, and the public concerning assigned program area, functions, and resources.  Orient students, staff, and public to resources and services related to area of assignment. Research, compile, analyze, and interpret data.  Independently compose and prepare routine correspondence and memoranda. Prepare a variety of clear and concise administrative and financial records.  Implement and maintain filing systems.  Compile information and write reports, business correspondence, and procedure manuals using correct English usage, grammar, spelling, punctuation and vocabulary.  Respond to requests and inquiries from students, staff, or the public; effectively present technical information in person or on the telephone to students, staff, or the public.  Screen, interview, and assess needs of students and clients. Use sound judgment in recognizing scope of authority.  Exercise good judgment and discretion in analyzing and resolving confidential, difficult, and sensitive situations.  Type or enter data at a speed necessary for successful job performance. Train and provide work direction to others.  Plan and organize work to meet schedules and changing deadlines.  Operate office equipment including computers and supporting word processing, spreadsheet, and database applications.  Adapt to changing technologies and learn functionality of new equipment and systems.  Work under steady pressure with frequent interruptions and a high degree of public contact by phone or in person.  Work effectively with minimal supervision.  Communicate clearly and concisely, both orally and in writing.  Establish and maintain effective working relationships with those contacted in the course of work.    Education and Experience Guidelines  - Any combination of education and experience that would likely provide the required knowledge and abilities is qualifying. Examples of ways to obtain the knowledge and abilities would be:    Education/Training:  Equivalent to completion of the twelfth grade supplemented by college level course work in business administration, accounting, or a related field.   Experience:  Two years of increasingly responsible clerical and program support experience preferably in an educational or accounting office.   License or Certificate:  Ability to obtain specialized certifications as required.    PHYSICAL DEMANDS AND WORKING ENVIRONMENT  - The conditions herein are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential job functions.     Environment:  Work is performed primarily in a standard office setting.     Physical:  Primary functions require sufficient physical ability and mobility to work in an office setting; to stand or sit for prolonged periods of time; to occasionally walk, stoop, bend, kneel, crouch, reach, and twist; to lift, carry, push, and/or pull light to moderate amounts of weight; to operate office equipment requiring repetitive hand movement and fine coordination including use of a computer keyboard; and to verbally communicate to exchange information.     Vision:  See in the normal visual range with or without correction; vision sufficient to read computer screens and printed documents; and to operate assigned equipment.     Hearing:  Hear in the normal audio range with or without correction.    Supplemental Information   WHY SIERRA?    One of Aspen Institute’s Top 150 Community Colleges in the nation  The Accrediting Commission recognized Sierra “for its exemplary practice of providing personnel with opportunities for continued professional development in order to meet its mission.” This includes providing students and employees with a robust set of programs, events, and conferences related to equity-mindedness and supporting the success of our students, etc.   Public Employee’s Retirement System (PERS)  17 paid holidays (including extended time off during the winter break)  12 accrued paid vacation days per year (vacation accrual increases over time)  Competitive benefits package  Flexible work schedules may be available  Currently during summers, some employee groups participate in 4x10 schedules   Sierra College is a Community College located near Sacramento, California where a heavy emphasis is placed on academic excellence and student success. Since its founding in 1936, Sierra College has focused on quality instruction and meeting the evolving needs of the students and communities that it serves. The Sierra Community College District covers more than 3,200 square miles and serves the Northern California foothill counties of Placer and Nevada, as well as parts of El Dorado and Sacramento. We serve over 16,000 students throughout the region in both on-ground and online courses, including students at our main Rocklin Campus as well as at three centers located in Grass Valley, Tahoe/Truckee, and Roseville. Our District prides itself on academic excellence.    Sierra College has a strong commitment to the achievement of equity and inclusion among its faculty, staff, and students and values the rich, diverse backgrounds that make up the campus community. A strong candidate for this position must demonstrate a profound understanding of and experience with successfully supporting individuals with varying backgrounds. This includes persons with disabilities, various gender identities and sexual orientations, as well as individuals from historically underrepresented communities and other groups. Our District is committed to providing strategies for success and proactive student-centered practices and policies focused on eliminating equity gaps to ensure the District provides an inclusive educational and employment environment focused on strategies for success and equitable outcomes for all.    As an institution, Sierra College is committed to eliminating the equity gap in all student populations with dynamic, learner-centered practices and policies that fully engage the college community. The ideal candidate will share the College’s commitment to helping its racially and socioeconomically diverse students succeed in their degree and career objectives. Currently, Sierra College enrolls 16,500 students per term, where approximately: 24% of Sierra College’s students are Latin(o)(a)(x)(e), 3% are African-American, 2% are Filipino, 6% are Asian-American, 7% are multiracial and 55% are White.    The successful candidate will join a College dedicated to the use of culturally responsive strategies and methods that meet the varying needs of our students, faculty, staff, and surrounding community. Sierra College demonstrates its commitment to equity by supporting ongoing professional development for students, faculty, and staff. These opportunities include trainings and workshops on equity and inclusion, active Academic Senate standing committees concerned with student success and equity, a Presidential Equity Advisory Committee (PEAC), culturally responsive student engagement centers, support for our undocumented and AB540 students, campus-wide equity summits, a robust set of programs, events, and conferences related to equity-mindedness and supporting the success of our diverse students.    Need Help With Your Online Account?   Use the online  Help Guide  or contact the  NEOED Applicants Support Line at 855-524-5627  if you need assistance with your online applicant account.   Applicant Support is available between 6 a.m. and 5 p.m. Pacific Time, Monday through Friday.     Helpful Tip:  Please note that as described above a strong candidate for this position must demonstrate a profound understanding of and experience with successfully supporting individuals with varying backgrounds; and therefore, hiring committees assess candidates for these knowledge, skills, and abilities.  Applicants may want to consider incorporating culturally-inclusive/equity-minded strategies practiced and/or evidence of the responsiveness to and understanding of the racial, socioeconomic, and cultural diversity of community college student populations throughout their application materials (including application and documents uploaded, if any).    Please see the Sierra College website for additional helpful tips and tools for prospective applicants .    Travel expenses may be partially reimbursed for candidates traveling beyond a 150 mile radius for second round interviews. All other travel expenses will be borne by the candidate (if in person interviews).    Terms and Conditions of Employment:     Other terms and conditions of employment are specified in the applicable collective bargaining agreements on file in the District Human Resources Department. Position description of record on file in the Human Resources Department.   *Sierra Community College District currently operates campuses in Rocklin, Roseville, Truckee and Grass Valley. In its management of a multi-campus environment, the District reserves right of assignment including the right to change assignment locations and shift assignments based on District need. Although this position may currently reside at the Rocklin campus, the assignment location may be subject to change as needed. Additionally, the district reserves the right to cancel, revise or re-announce this position as well as any and all positions at any time.   EEO   /   TITLE IX    EMPLOYER   Sierra College is an equal employment opportunity employer committed to nondiscrimination and the achievement of diversity and equity among its faculty, staff, and students.    Persons with inquiries about the application of Title IX and/or EEO may contact the Director of Diversity, EEO & Title IX (Title IX Coordinator) at the address below, at (916) 660-7006 or via email at EEOT9@sierracollege.edu .  Persons with questions regarding reasonable accommodation of physical and other disabilities should contact the Sierra College Human Resources Department at (916) 660-7105.   If you have limitations hearing or speaking, the State of California offers a specially-trained Communications Assistant (CA) that can relay telephone conversations for all of your calls. Dial 711 to reach the California Relay Service (CRS). Dialing 711 is for everyone, not just those who have difficulty hearing on a standard phone. If you prefer having your calls immediately answered in your mode of communication, dial one of the toll-free modality and language-specific numbers below. The call will be routed to the CRS provider.    TTY/VCO/HCO to Voice   English 1-800-735-2929 Spanish 1-800-855-3000    Voice to TTY/VCO/HCO   English 1-800-735-2922 Spanish 1-800-855-3000    From or to Speech-to- Speech   English & Spanish 1-800-854-7784  Sierra Community College offers benefit packages to full-time employees including: family coverage health, dental and vision insurance, Public Employee's Retirement System (PERS) OR State Teachers Retirement System (STRS) retirement, income protection, life insurance, sick leave, vacation, and holidays as provided according to District policy.  Closing Date/Time: 5/22/2023 11:59 PM Pacific
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        Description   Under general supervision of assigned manager, performs a variety of specialized and technical duties in support of financial aid programs and services; provide students, staff and the public with financial aid information and processing assistance; receives, reviews, and validates financial aid applications, performs needs analysis, and determines eligibility and awards in accordance with District policies and procedures and federal, state, and local requirements. The Financial Aid Outreach Technician is a technical level classification performing a wide range of program and administrative support duties for the Financial Aid program to support low-income students.    Need Help With Your Online Account?      Use the online  Help Guide  or contact the  NEOGOV Applicants Support Line at 855-524-5627  if you need assistance with your online applicant account.    Applicant Support is available between 6 a.m. and 5 p.m. Pacific Time, Monday through Friday.     Examples Of Functions and Tasks    REPRESENTATIVE DUTIES  - The following duties are typical for this classification. Incumbents may not perform all of the listed duties and/or may be required to perform additional or different duties from those set forth below to address business needs and changing business practices.   Serves as point of contact for students, prospective students, staff, and the general public regarding financial aid services; provides technical information and assistance; explains program applications, policies, procedures, requirements, and restrictions; develops promotional and informational materials for distribution on and off campus; maintains assigned resource material.Verifies and reviews financial aid materials, applications e.g.: Free Application for Financial Aid (FAFSA) student records, files and reports for completeness and conformance with established regulations and procedures.Performs a variety of technical duties in support of the program; provides technical assistance and information to students, parents, and staff regarding financial aid programs and services as well as various benefits and their applicability to individual situations; instructs students in proper completion of forms and applications; explains application requirements and restrictions; notifies ineligible applicants; explores and resolves conflicts or mitigating circumstances; maintains records; conducts financial aid workshops and classroom presentations.Plans, organizes, schedules, and conducts orientations, workshops, seminars, class presentations, tours, meetings, and other activities on and off campus to raise awareness about financial aid; arranges and confirms speakers; reserves facilities and makes other necessary arrangements.Reviews applications and supporting documentations for discrepancies or conflict of data elements between application and supporting documents including Department of Homeland Security (DHS), Social Security Administration (SSA), Selective Service, IRS forms, judicial court documentation, and Veterans Administration documents; resolves data element conflicts/discrepancies; checks academic and financial aid historical records for probations or termination status; analyzes data submitted by applicants/parents and compares/contrasts information provided on various federal tax forms and other document; finalizes corrected data elements and sets record clearance for packaging.Processes applications and verification forms; determines student eligibility for federal and/or state grants, loans, the Federal Work Study (FWS) program and Board of Governor’s Fee Waiver (BOGW) program using federal methodology, need analysis, and state-defined income criteria; establishes initial cost of attendance for each student data record received from grant funding agencies; applies federal methodology to calculate student’s financial need; identifies unusual circumstances for possible alternative processing; requests and analyzes records and other information needed to determine status of application and forms; researches and resolves problems.Participates in mid-term transfer activities; informs NSLDS regarding mid-year transfers for Title IV aid; develops and maintains reports to identify mid-year transfers; accesses “alerts” sent to schools by NSLDS; monitors changes in student eligibility of Title IV aid; identifies new information generated by NSLDS Alert Program regarding new loads, disbursements, and changes in outstanding principal balance of loan; analyzes relevant information that could affect student eligibility and disbursement for Pell Grant and Title IV loans.Participates in fund management for assigned programs; coordinates award activities; maintains records of awards; posts data; monitors entitlements and earnings; provides periodic reports; performs fund expenditure projections; monitors year to date spending; coordinates with other offices regarding disbursement of fund programs and student holds to outstanding college debt; prepares check disbursement reports; disburses loan checks.Participates in a full range of reporting duties; assists in compiling, analyzing, and maintaining data for the maintenance of various records and the preparation of various reports; identifies required data elements to create database queries; creates selection sets; coordinates with other staff to obtain data; researches error reports and makes adjustments.Performs a full range of clerical and administrative duties in support of program operations; relieves manager of administrative details including to research and resolve problems; troubleshoots computer information processing system problems; assembles files and duplicates materials; composes and prepares office correspondence, materials, reports, forms, brochures, presentations, handbooks, manuals, and consumer information; answers phones, refers callers, and takes messages; maintains and orders supplies; oversees work of student workers in the office.Maintains current knowledge and learn new state and federal laws, rules, and regulations pertaining to financial aid; reviews updated or new technical instructions or references; attends seminars, conferences, workshops, and other training sessions; participates in the development of new/revised procedures to accommodate changes; assists in providing training and direction to others regarding changes and new regulations including to create and disseminate new instructions.Compiles and tabulates data from various sources and prepares appropriate forms, schedules, and reports; lists, abstracts, or summarizes data; inputs and reviews data and prepares special and periodic reports related to assigned project and/or program area including state and federally mandated reports; verifies accuracy, completeness, and compliance to rules, procedures, regulations, policies, and other mandatesEstablishes and maintains records including student records; maintains complex, interrelated filing systems that may include confidential files; collects, compiles, and records narrative, statistical, and financial data and other information; researches and verifies information as requested.Develops individualized financial aid service plans to meet institutional and low income student needs; schedules appointments for on- and off-campus meetings, conferences, and workshops.May train and provide work direction to assigned student workers and temporary help as assigned.Performs related duties as required.   Minimum Qualifications    QUALIFICATIONS  - The following generally describes the knowledge and ability required to enter the job and/or be learned within a short period of time in order to successfully perform the assigned duties.     Knowledge of:     Student financial aid processes and procedures including applicable federal and state laws and regulations regarding student grants and loans.  General accounting and bookkeeping practices and techniques. State and federal tax returns, schedules, and attachments.  Office procedures, methods, and equipment including computers and applicable software applications such as word processing, spreadsheets, and databases.  Mathematical principles and practices.  English usage, spelling, grammar and punctuation.  Principles and procedures of record keeping and filing  Principles of business letter writing and basic report preparation. Supervisory principles.  Methods and techniques of conflict resolution.  Pertinent federal, state, and local laws, codes, and regulations including state and federal labor law as it applies to the employment of students and DHS employment requirements and documentation.    Ability to:    Understand the organization and operation of the assigned office and/or program area as necessary to assume assigned responsibilities.  Understand, apply, and ensure compliance with administrative and office policies and procedures as well as pertinent laws, regulations, and ordinances.  Perform a range of technical, program support, administrative, and clerical duties involving the use of independent judgment and personal initiative.  Coordinate and conduct workshops, seminars, special event, class presentations, orientations, and tours.  Provide specialized assistance, training, and information to students, faculty, administrators, staff, and the public concerning assigned program area, functions, and resources.  Orient students, staff, and public to resources and services related to area of assignment. Research, compile, analyze, and interpret data.  Independently compose and prepare routine correspondence and memoranda. Prepare a variety of clear and concise administrative and financial records.  Implement and maintain filing systems.  Compile information and write reports, business correspondence, and procedure manuals using correct English usage, grammar, spelling, punctuation and vocabulary.  Respond to requests and inquiries from students, staff, or the public; effectively present technical information in person or on the telephone to students, staff, or the public.  Screen, interview, and assess needs of students and clients. Use sound judgment in recognizing scope of authority.  Exercise good judgment and discretion in analyzing and resolving confidential, difficult, and sensitive situations.  Type or enter data at a speed necessary for successful job performance. Train and provide work direction to others.  Plan and organize work to meet schedules and changing deadlines.  Operate office equipment including computers and supporting word processing, spreadsheet, and database applications.  Adapt to changing technologies and learn functionality of new equipment and systems.  Work under steady pressure with frequent interruptions and a high degree of public contact by phone or in person.  Work effectively with minimal supervision.  Communicate clearly and concisely, both orally and in writing.  Establish and maintain effective working relationships with those contacted in the course of work.    Education and Experience Guidelines  - Any combination of education and experience that would likely provide the required knowledge and abilities is qualifying. Examples of ways to obtain the knowledge and abilities would be:    Education/Training:  Equivalent to completion of the twelfth grade supplemented by college level course work in business administration, accounting, or a related field.   Experience:  Two years of increasingly responsible clerical and program support experience preferably in an educational or accounting office.   License or Certificate:  Ability to obtain specialized certifications as required.    PHYSICAL DEMANDS AND WORKING ENVIRONMENT  - The conditions herein are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential job functions.     Environment:  Work is performed primarily in a standard office setting.     Physical:  Primary functions require sufficient physical ability and mobility to work in an office setting; to stand or sit for prolonged periods of time; to occasionally walk, stoop, bend, kneel, crouch, reach, and twist; to lift, carry, push, and/or pull light to moderate amounts of weight; to operate office equipment requiring repetitive hand movement and fine coordination including use of a computer keyboard; and to verbally communicate to exchange information.     Vision:  See in the normal visual range with or without correction; vision sufficient to read computer screens and printed documents; and to operate assigned equipment.     Hearing:  Hear in the normal audio range with or without correction.    Supplemental Information   WHY SIERRA?    One of Aspen Institute’s Top 150 Community Colleges in the nation  The Accrediting Commission recognized Sierra “for its exemplary practice of providing personnel with opportunities for continued professional development in order to meet its mission.” This includes providing students and employees with a robust set of programs, events, and conferences related to equity-mindedness and supporting the success of our students, etc.   Public Employee’s Retirement System (PERS)  17 paid holidays (including extended time off during the winter break)  12 accrued paid vacation days per year (vacation accrual increases over time)  Competitive benefits package  Flexible work schedules may be available  Currently during summers, some employee groups participate in 4x10 schedules   Sierra College is a Community College located near Sacramento, California where a heavy emphasis is placed on academic excellence and student success. Since its founding in 1936, Sierra College has focused on quality instruction and meeting the evolving needs of the students and communities that it serves. The Sierra Community College District covers more than 3,200 square miles and serves the Northern California foothill counties of Placer and Nevada, as well as parts of El Dorado and Sacramento. We serve over 16,000 students throughout the region in both on-ground and online courses, including students at our main Rocklin Campus as well as at three centers located in Grass Valley, Tahoe/Truckee, and Roseville. Our District prides itself on academic excellence.    Sierra College has a strong commitment to the achievement of equity and inclusion among its faculty, staff, and students and values the rich, diverse backgrounds that make up the campus community. A strong candidate for this position must demonstrate a profound understanding of and experience with successfully supporting individuals with varying backgrounds. This includes persons with disabilities, various gender identities and sexual orientations, as well as individuals from historically underrepresented communities and other groups. Our District is committed to providing strategies for success and proactive student-centered practices and policies focused on eliminating equity gaps to ensure the District provides an inclusive educational and employment environment focused on strategies for success and equitable outcomes for all.    As an institution, Sierra College is committed to eliminating the equity gap in all student populations with dynamic, learner-centered practices and policies that fully engage the college community. The ideal candidate will share the College’s commitment to helping its racially and socioeconomically diverse students succeed in their degree and career objectives. Currently, Sierra College enrolls 16,500 students per term, where approximately: 24% of Sierra College’s students are Latin(o)(a)(x)(e), 3% are African-American, 2% are Filipino, 6% are Asian-American, 7% are multiracial and 55% are White.    The successful candidate will join a College dedicated to the use of culturally responsive strategies and methods that meet the varying needs of our students, faculty, staff, and surrounding community. Sierra College demonstrates its commitment to equity by supporting ongoing professional development for students, faculty, and staff. These opportunities include trainings and workshops on equity and inclusion, active Academic Senate standing committees concerned with student success and equity, a Presidential Equity Advisory Committee (PEAC), culturally responsive student engagement centers, support for our undocumented and AB540 students, campus-wide equity summits, a robust set of programs, events, and conferences related to equity-mindedness and supporting the success of our diverse students.    Need Help With Your Online Account?   Use the online  Help Guide  or contact the  NEOED Applicants Support Line at 855-524-5627  if you need assistance with your online applicant account.   Applicant Support is available between 6 a.m. and 5 p.m. Pacific Time, Monday through Friday.     Helpful Tip:  Please note that as described above a strong candidate for this position must demonstrate a profound understanding of and experience with successfully supporting individuals with varying backgrounds; and therefore, hiring committees assess candidates for these knowledge, skills, and abilities.  Applicants may want to consider incorporating culturally-inclusive/equity-minded strategies practiced and/or evidence of the responsiveness to and understanding of the racial, socioeconomic, and cultural diversity of community college student populations throughout their application materials (including application and documents uploaded, if any).    Please see the Sierra College website for additional helpful tips and tools for prospective applicants .    Travel expenses may be partially reimbursed for candidates traveling beyond a 150 mile radius for second round interviews. All other travel expenses will be borne by the candidate (if in person interviews).    Terms and Conditions of Employment:     Other terms and conditions of employment are specified in the applicable collective bargaining agreements on file in the District Human Resources Department. Position description of record on file in the Human Resources Department.   *Sierra Community College District currently operates campuses in Rocklin, Roseville, Truckee and Grass Valley. In its management of a multi-campus environment, the District reserves right of assignment including the right to change assignment locations and shift assignments based on District need. Although this position may currently reside at the Rocklin campus, the assignment location may be subject to change as needed. Additionally, the district reserves the right to cancel, revise or re-announce this position as well as any and all positions at any time.   EEO   /   TITLE IX    EMPLOYER   Sierra College is an equal employment opportunity employer committed to nondiscrimination and the achievement of diversity and equity among its faculty, staff, and students.    Persons with inquiries about the application of Title IX and/or EEO may contact the Director of Diversity, EEO & Title IX (Title IX Coordinator) at the address below, at (916) 660-7006 or via email at EEOT9@sierracollege.edu .  Persons with questions regarding reasonable accommodation of physical and other disabilities should contact the Sierra College Human Resources Department at (916) 660-7105.   If you have limitations hearing or speaking, the State of California offers a specially-trained Communications Assistant (CA) that can relay telephone conversations for all of your calls. Dial 711 to reach the California Relay Service (CRS). Dialing 711 is for everyone, not just those who have difficulty hearing on a standard phone. If you prefer having your calls immediately answered in your mode of communication, dial one of the toll-free modality and language-specific numbers below. The call will be routed to the CRS provider.    TTY/VCO/HCO to Voice   English 1-800-735-2929 Spanish 1-800-855-3000    Voice to TTY/VCO/HCO   English 1-800-735-2922 Spanish 1-800-855-3000    From or to Speech-to- Speech   English & Spanish 1-800-854-7784  Sierra Community College offers benefit packages to full-time employees including: family coverage health, dental and vision insurance, Public Employee's Retirement System (PERS) OR State Teachers Retirement System (STRS) retirement, income protection, life insurance, sick leave, vacation, and holidays as provided according to District policy.  Closing Date/Time: 5/22/2023 11:59 PM Pacific
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                    Hayward, California, United States
                
                    

        
            Job Details   Level : Entry    Job Location : Hayward Area Recreation District (HARD) - Hayward, CA    Position Type : Hourly    Education Level : High School    Salary Range : $23.63 - $30.16 Hourly    Job Shift : Any    Job Category : Public Safety   Are you an aspiring public safety professional or currently working in Security? Are you searching for a pathway position to gain experience in the field of public safety? Do you have military experience? The Hayward Area Recreation and Park District is currently hiring Park Rangers to join our team!      The Hayward Area Recreation and Park District, known locally as “H.A.R.D.," is an independent special purpose district created to provide park and recreation services for over 309,000 residents. Our boundaries encompass a 100 square-mile area, which includes the City of Hayward and the unincorporated communities of Castro Valley, San Lorenzo, Ashland, Cherryland, and Fairview.     A Park Ranger follows a leadership model that practices value-based principles when responding to the needs of the community and District. In following this model, a Park Ranger practices leadership that is collaborative, creative, adaptive, is multi-directional, and non-coercive. A Park Ranger provides services with the understanding that leaders, followers, and participants develop a common purpose to achieve mutual goals.     This position will regularly patrol our parks and facilities to ensure they are safe and secure. As a front-facing member of our team, you will be an ambassador of our organization for the general public, enforcing all District rules, issuing citations and building good community relationships with our park attendees.     We will provide you all the support you need to succeed in this role. Training will include PC 832 Laws of Arrest, CORI/CLETS training for the use of hand-held radios, De-escalation training, First Aid, CPR/AED, Narcan, Pepper Spray, Title 22 and Blood Borne Pathogens training.     The ideal candidate for this position is observant, tactful, firm and has an aptitude for customer service. This person thrives while working independently. Some experience in public safety and/or security/loss prevention is desired but not required. Students working on a degree in Criminology, Fire Science or Public Safety are highly encouraged to apply!      Here are the details about the positions:         Available Positions: 3       Hourly Pay Rate: $23.63 - $30.16       Work Schedule: 24 to 30 hours/week with flexibility       Typical Work hours: 8-hour shifts between the hours of 4PM - 12AM, Weekdays and Weekends       Part-Time, Hourly Position          This recruitment can close at any time. We will be establishing an eligibility list at the end of this interview process for selected candidates.     WORKING CONDITIONS     This position requires prolonged sitting, standing, walking, reaching, twisting, turning, kneeling, bending, squatting, and stooping in the performance of daily activities for the entire shift. The position also requires grasping, repetitive hand movement and fine coordination in using a computer keyboard. The need to lift, drag and push equipment weighing up to 50 lbs. When in the field, this position is required to walk and stand during emergency situations, including on uneven and slippery surfaces.     SELECTION PROCESS:      Application screening     Initial Interview to evaluate candidate's education, training, experience and personal fitness for the position. The initial interview may consist of the following:    Written Exam     Oral Interview      Candidates who successfully pass 1 and 2 will be invited to a Ride-Along with the Public Safety Manager and Public Safety Supervisor, upon their discretion, will be forwarded to Part (4)     Candidates who successfully pass Parts I-III will be invited to a Second Panel Interview     Candidates who are forwarded to this stage will proceed to a screening process which may consist of the following:    Review of DMV driving record     Review of work history through previous employers     Review of character references     Review of Criminal Conviction record       Under the oversight of the Public Safety Manager, general supervision is provided by the Park Ranger Supervisor. Park Rangers are tasked with the protection of property and maintenance of order, dissemination of information, and enforcement of the rules and regulations of the Hayward Area Recreation and Park District. Schedules will vary depending upon the needs of HARD and agreed upon availability of personnel. However, Ranger hours will not exceed forty (40) hours per week, and may be adjusted seasonally. Although scheduling is flexible, personnel must be available for consistent day shifts, evenings/nights shifts, weekend shifts and holidays, with most shifts between 6:00 a.m. and midnight. A Park Ranger does not have police officer responsibilities but does assist local law enforcement agencies through the use of radio communications and in the enforcement of HARD rules and regulations. This position contributes to PARS (Public Agency Retirement Services).    EXAMPLE OF DUTIES        Patrol parks and secure facilities     Enforce rules and regulations     Strengthen public relations through community engagement     Issue citations and parking tickets for violations of H.A.R.D. regulations     Appear and testify in court pursuant to issuance of citations        MINIMUM QUALIFICATIONS        Applicants must be 18 years of age     Applicants must have high school diploma or GED     Applicants must possess a valid California Vehicle Operations License and have a good driving record.        KNOWLEDGE AND ABILITIES        Knowledge of modern methods of patrolling and preserving order.     Knowledge of First Aid and CPR.     Possess a keen sense of awareness and ability to report observations.     Ability to read, write, and comprehend reports.     Ability to be firm, but tactful in stressful situations. Ability to react effectively in emergencies and maintain order.     Ability to operate a pickup truck and passenger car safely.     Thorough knowledge and understanding of the rules, regulations, and ordinances of the Hayward Area Recreation and Park District and local, county, and state laws applicable to the District.     Ability to maintain harmonious working relationships with other employees and the public.     Ability to complete a formalized field training program, along with FEMA on-line courses IS-00100.c and IS-00700.a, CPR, Pepper Spray training, CORI, and Blood Borne Pathogens training within 6 months of hire date.        EXPERIENCE      Prior experience as a Park Ranger, Security Officer, Loss Prevention Specialist, or Criminal Justice Education is desirable.     Note: Any offer of employment is conditional upon a satisfactory fingerprint clearance and/or background check with the Department of Justice (DOJ) via LiveScan.
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        Job Details   Level : Entry    Job Location : Hayward Area Recreation District (HARD) - Hayward, CA    Position Type : Hourly    Education Level : High School    Salary Range : $23.63 - $30.16 Hourly    Job Shift : Any    Job Category : Public Safety   Are you an aspiring public safety professional or currently working in Security? Are you searching for a pathway position to gain experience in the field of public safety? Do you have military experience? The Hayward Area Recreation and Park District is currently hiring Park Rangers to join our team!      The Hayward Area Recreation and Park District, known locally as “H.A.R.D.," is an independent special purpose district created to provide park and recreation services for over 309,000 residents. Our boundaries encompass a 100 square-mile area, which includes the City of Hayward and the unincorporated communities of Castro Valley, San Lorenzo, Ashland, Cherryland, and Fairview.     A Park Ranger follows a leadership model that practices value-based principles when responding to the needs of the community and District. In following this model, a Park Ranger practices leadership that is collaborative, creative, adaptive, is multi-directional, and non-coercive. A Park Ranger provides services with the understanding that leaders, followers, and participants develop a common purpose to achieve mutual goals.     This position will regularly patrol our parks and facilities to ensure they are safe and secure. As a front-facing member of our team, you will be an ambassador of our organization for the general public, enforcing all District rules, issuing citations and building good community relationships with our park attendees.     We will provide you all the support you need to succeed in this role. Training will include PC 832 Laws of Arrest, CORI/CLETS training for the use of hand-held radios, De-escalation training, First Aid, CPR/AED, Narcan, Pepper Spray, Title 22 and Blood Borne Pathogens training.     The ideal candidate for this position is observant, tactful, firm and has an aptitude for customer service. This person thrives while working independently. Some experience in public safety and/or security/loss prevention is desired but not required. Students working on a degree in Criminology, Fire Science or Public Safety are highly encouraged to apply!      Here are the details about the positions:         Available Positions: 3       Hourly Pay Rate: $23.63 - $30.16       Work Schedule: 24 to 30 hours/week with flexibility       Typical Work hours: 8-hour shifts between the hours of 4PM - 12AM, Weekdays and Weekends       Part-Time, Hourly Position          This recruitment can close at any time. We will be establishing an eligibility list at the end of this interview process for selected candidates.     WORKING CONDITIONS     This position requires prolonged sitting, standing, walking, reaching, twisting, turning, kneeling, bending, squatting, and stooping in the performance of daily activities for the entire shift. The position also requires grasping, repetitive hand movement and fine coordination in using a computer keyboard. The need to lift, drag and push equipment weighing up to 50 lbs. When in the field, this position is required to walk and stand during emergency situations, including on uneven and slippery surfaces.     SELECTION PROCESS:      Application screening     Initial Interview to evaluate candidate's education, training, experience and personal fitness for the position. The initial interview may consist of the following:    Written Exam     Oral Interview      Candidates who successfully pass 1 and 2 will be invited to a Ride-Along with the Public Safety Manager and Public Safety Supervisor, upon their discretion, will be forwarded to Part (4)     Candidates who successfully pass Parts I-III will be invited to a Second Panel Interview     Candidates who are forwarded to this stage will proceed to a screening process which may consist of the following:    Review of DMV driving record     Review of work history through previous employers     Review of character references     Review of Criminal Conviction record       Under the oversight of the Public Safety Manager, general supervision is provided by the Park Ranger Supervisor. Park Rangers are tasked with the protection of property and maintenance of order, dissemination of information, and enforcement of the rules and regulations of the Hayward Area Recreation and Park District. Schedules will vary depending upon the needs of HARD and agreed upon availability of personnel. However, Ranger hours will not exceed forty (40) hours per week, and may be adjusted seasonally. Although scheduling is flexible, personnel must be available for consistent day shifts, evenings/nights shifts, weekend shifts and holidays, with most shifts between 6:00 a.m. and midnight. A Park Ranger does not have police officer responsibilities but does assist local law enforcement agencies through the use of radio communications and in the enforcement of HARD rules and regulations. This position contributes to PARS (Public Agency Retirement Services).    EXAMPLE OF DUTIES        Patrol parks and secure facilities     Enforce rules and regulations     Strengthen public relations through community engagement     Issue citations and parking tickets for violations of H.A.R.D. regulations     Appear and testify in court pursuant to issuance of citations        MINIMUM QUALIFICATIONS        Applicants must be 18 years of age     Applicants must have high school diploma or GED     Applicants must possess a valid California Vehicle Operations License and have a good driving record.        KNOWLEDGE AND ABILITIES        Knowledge of modern methods of patrolling and preserving order.     Knowledge of First Aid and CPR.     Possess a keen sense of awareness and ability to report observations.     Ability to read, write, and comprehend reports.     Ability to be firm, but tactful in stressful situations. Ability to react effectively in emergencies and maintain order.     Ability to operate a pickup truck and passenger car safely.     Thorough knowledge and understanding of the rules, regulations, and ordinances of the Hayward Area Recreation and Park District and local, county, and state laws applicable to the District.     Ability to maintain harmonious working relationships with other employees and the public.     Ability to complete a formalized field training program, along with FEMA on-line courses IS-00100.c and IS-00700.a, CPR, Pepper Spray training, CORI, and Blood Borne Pathogens training within 6 months of hire date.        EXPERIENCE      Prior experience as a Park Ranger, Security Officer, Loss Prevention Specialist, or Criminal Justice Education is desirable.     Note: Any offer of employment is conditional upon a satisfactory fingerprint clearance and/or background check with the Department of Justice (DOJ) via LiveScan.
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            Title:  Project Specialist (SC - Case Manager)   Job Category:  NBU   Job Opening Date:  March 20, 2024   Job Closing Date:  June 30, 2024   Locations:  Saddleback College   Department:    Pay Grade, for more information click on this link:     https://www.socccd.edu/departments/human-resources/contracts-and-salary-schedules    Pay Type:  Hourly   Hours Per Week:  0   Job Description:   Under the supervision of the department Director or Dean, and the day-to-day direction of the Program Coordinator, the Case Manager will assess, define, and promote early identification of students in need of basic needs resources. The Case Manager will assess, plan, implement, monitor, and evaluate the actions required to address barriers preventing academic, behavioral, attendance, and social-emotional success. The Case Manager will not serve in a clinical capacity (i.e., provide psychotherapy to students), but will perform case management duties, facilitate referral access and service utilization, and address any questions or concerns originating from student. The Case Manager will assist students who need resources to appropriate on- and off-campus programs.  DISTINGUISHING CHARACTERISTICS The Basic Needs division at Saddleback College serves student populations that experience unique challenges accessing nuanced support. These students require specialized support navigating federal, state, county, and local eligibility criteria to access resources that are oftentimes beyond the capacity of traditional community college programs and personnel. Help-seeking behaviors amongst these student populations can be limited due to the sensitivity of their identities. The ever-changing nature of law and policy can lend itself to unclear eligibility criteria which can negatively impact these students. Thus, access to these resources and services, or lack thereof, often shape the experiences of students and impact their academic trajectory, motivation, sense of self-efficacy and hope. The Case Manager will be familiar with special student populations such as foster youth, undocumented/Dreamer, LGBTQ+, formally incarcerated, parenting student, Latinx, first generation Black or African American student populations to contribute to the overall aim of supporting the holistic well-being of students to foster their success. Common student referrals to the Case Manager may include, but are not limited to: •  Students experiencing food/housing/clothing/hygiene insecurities. •  Students experiencing other personal and/or emotional challenges. •  Students experiencing a major life change (traumatic or otherwise) that may be affecting their academic achievement. •  Any referral submitted by faculty/staff for a student requiring non-mental health services.  REPRESENTATIVE DUTIES •  Coordinate and provide case-management services that are safe, timely, effective, efficient, equitable, and client-centered to individual students. •  Conduct non-clinical assessment and plan that includes, but is not limited to, facilitate steps, remove barriers, determine eligibility, and navigate through complicated organizational processes. •  Learn about and establish connections with off-campus and on-campus resources and agencies that provide services to targeted student populations. Maintain and update a centralized repository of on-campus and off-campus resources and services. •  Manage and evaluate crises by helping the student make informed decisions and act as their advocate regarding their status, housing, academic, health, well-being, and treatment options. •  Facilitate multiple care-aspect (case coordination, information sharing, follow-up, monitoring). •  Take the extra mile and interact with the student to keep track of their progress and to ensure satisfaction. •  Maintain accurate and timely case records (forms, referrals, and follow-up). •  Record and maintain data collection and assessment related to the development of case management plans, outcomes, and statistical reports. •  Design and implement interventions that will help students meet academic and personal goals. •  Participate in relevant community outreach and on-campus committees. •  Provide in-service training to staff on related topics. •  Help students achieve wellness, service utilization, and increase autonomy. •  Adhere to professional standards as outlined by protocols, rules, and regulations.  QUALIFICATIONS •  Excellent knowledge of case management principles. •  Effective communication skills. •  Excellent time management skills, problem solving, and ability to multi-task. •  Familiarity with professional and technical emerging knowledge.  Knowledge of: •  Operational characteristics, services, and activities of the functions, programs, and operations of the assigned project or program area. •  Goals and objectives of the assigned project or program area. •  Methods and techniques used in the performance of duties and responsibilities specific to the area of assignment. •  Information and research resources available related to areas of assignment. •  Work organization and office management principles and practices. •  Office procedures, methods, and equipment including computers and applicable software applications such as word processing, spreadsheets, and databases. •  Interpersonal skills using tact, patience, and courtesy. •  Principles and practices of providing training, work direction, and guidance to lower-level office staff and student workers. •  English usage, grammar, spelling, punctuation, and vocabulary. •  Oral and written communication skills. •  South Orange County Community College District •  District organization, operations, policies, and objectives. •  Pertinent federal, state, and local laws, codes, and regulations. •  Microsoft 365.  Ability to: •  Understand the organization and operation of the assigned program area as necessary to assume assigned responsibilities. •  Understand, interpret, and apply administrative and office policies and procedures as well as pertinent laws, regulations, and ordinances. •  Coordinate and participate in the management of assigned project, program, or program area functions and services. •  Plan, organize, and administer assigned program activities. •  Establish and maintain community relationships. •  Understand the nature of partnerships and identify mutual interests. •  Assess community needs to develop appropriate service partnerships for assigned programs. •  Use technical concepts and project management tools and techniques to effectively coordinate a project or program area and solve complex problems in creative and effective ways. •  Develop recommendations for problematic areas and implement and monitor changes. •  Participate in the development and administration of policies and procedures. •  Participate in the preparation and administration of assigned budgets. •  Coordinate projects with multiple tasks and re-prioritize as needed. •  Perform a full range of complex and responsible program support as well as difficult administrative duties involving the use of independent judgment and personal initiative. •  Oversee and participate in the management of the administrative functions and operations of the assigned office. •  Establish, review, and revise office work priorities. •  Analyze problems, identify alternative solutions, project consequences of proposed actions, and implement recommendations in support of goals. •  Use sound judgment in recognizing scope of authority. •  Exercise good judgment and maintain confidentiality in maintaining critical and sensitive information, records, and reports. •  Respond to requests and inquiries from students, staff, or the public; effectively present information in person or on the telephone to students, staff, or the public. •  Provide specialized information and assistance to students, staff, and the general public. •  Research, compile, assemble, analyze, and interpret data from diverse sources. •  Prepare a variety of clear and concise administrative and financial reports. •  Independently compose and prepare correspondence and memoranda. •  Maintain complex and varied files and records. •  Select, train, evaluate and provide work direction to assigned staff and student workers. •  Plan, organize, coordinate, prioritize, perform, and delegate work. •  Plan and organize work to meet schedules and changing deadlines. •  Operate office equipment including computers and supporting word processing, spreadsheet, and database applications. •  Adapt to changing technologies and learn functionality of new equipment and systems. •  Work under steady pressure with frequent interruptions and a high degree of public contact by phone or in person. •  Communicate clearly and concisely, both orally and in writing. •  Establish and maintain effective working relationships with those contacted in the course of work.  EDUCATION AND EXPERIENCE GUIDELINES Minimum: •  The candidate will possess a minimum of a Bachelor's Degree from an accredited college or university, in an associated program, which may include health care, social work, psychology, sociology or a related field. •  At least two (2) years of experience working in human services, social work, or a related field. •  Preferred Qualification: Bachelor's in Social Work (BSW), Bilingual (Spanish language preferred) License or Certificate: •  A valid California driver's license and proof of insurability may be required for some positions to drive a District or personal vehicle to attend meetings or pick up/deliver documents or other materials.  PHYSICAL DEMANDS AND WORKING ENVIRONMENT Environment: Work is performed primarily in a standard office setting. Duties are typically performed at a desk or computer terminal; subject to noise from office equipment operation; frequent interruptions and contact in person and on the telephone with students, academic and classified staff, and others. At least minimal environmental controls are in place to assure health and comfort. Physical: Primary functions require sufficient physical ability and mobility to work in an office setting; to stand or sit for prolonged periods of time; to occasionally stoop, bend, kneel, crouch, reach, and twist; to lift, carry, push, and/or pull light to moderate amounts of weight; to operate office equipment requiring repetitive hand movement and fine coordination including use of a computer keyboard; to verbally communicate to exchange information; and to occasionally travel to other offices or locations to attend meetings or to pick up or deliver materials. Vision: See in the normal visual range with or without correction. Hearing: Hear in the normal audio range with or without correction.  Additional Information: $27.50/hr Up to 25 hours per week. Schedule TBD On-site only  REQUIRED APPLICATION MATERIALS Resume, cover letter, and unofficial transcripts.  This position is a short-term, temporary, hourly, Non-Bargaining Unit (NBU) assignment, not to exceed 160 days per fiscal year (July 1-June 30). The assignment is on an as needed basis, and may be shortened or extended at any time, due to departmental needs, with little to no notice. This recruitment will remain open until filled or withdrawn. Once you have submitted an application electronically, the current status of your application will be available to view at any time upon signing in under your personal username and password. Please do not call the Human Resources Office regarding the status of your application.  Employment with the South Orange County Community College District is contingent upon successful completion of the Human Resources pre-employment ("onboarding") process. The Human Resources onboarding process may include, but is not limited to, successful completion of Live Scan fingerprinting (approx.. $70), I-9 completion, background checks, reference checks, TB testing, as well as completion of the online onboarding process. Failure to successfully complete any portion of the onboarding process will invalidate any conditional job offer received. Falsification of, or omission on, any SOCCCD pre-employment information may result in withdrawal of any conditional job offer or termination of employment.  Short term, non-bargaining unit (NBU) positions may only be used on an intermittent/seasonal basis. Ed. Code sect. 88003 states "Short-term employee means any person who is employed to perform a service for the district, upon the completion of which, the service required or similar services will not be extended or needed on a continuing basis."   The Immigration Reform and Control Act of 1986, Public Law 99-603, requires that employers obtain documentation from every new employee which authorizes that individual to accept employment in this country.  Documentation according to USCIS I-9 guidelines (i.e. ID card and Social Security card) must be presented at the time of hire. Per IRS regulations, a Social Security card must be presented at the time of hire.   Inclusion, Diversity, and Equity:    The South Orange County Community College District is committed to creating an academic and work environment that fosters diversity, equity and inclusion and equal opportunity for all, and ensures that students, faculty, management and staff of all backgrounds feel welcome, included, supported, and safe. Our culture of belonging, openness, and inclusion, makes our district a unique and special place for individuals of all backgrounds.   Our District and our colleges are looking for equity and inclusion-minded applicants who represent the full diversity of California and who demonstrate a sensitivity to the understanding of diverse academic, socioeconomic, cultural, disability, gender identity, sexual orientation, and ethnic backgrounds present within our community. When you join our District, you can expect to be part of an exciting, thriving, equity-focused, and inclusive community that approaches higher education with the lens of social justice and collaboration among students, faculty, staff, administration, and community partners. In deciding whether to apply for a position with our District, you are strongly encouraged to consider whether your values align with our District's mission and goals for EEO, Diversity, Equity, and Inclusion.   Disability Accommodations:  If you require special accommodations in the application and/or selection process, please notify District Human Resources (DHR) at least two (2) business days prior to the Job Close Date/Initial Screening Date, by either calling (949) 582-4850 or sending an e-mail to  hrinfodesk@socccd.edu .   NBU at-will employment:  After successful completion of the onboarding requirements, an individual may be employed by the South Orange County Community College District as a short-term, temporary NBU employee. Employment will be on an "if and as needed" basis, as determined by the District. NBU employment is at-will, and either party may terminate this working relationship at any time. Neither party shall be required to provide any reason for the separation. NBU employees shall not have reemployment rights or recourse to petition to be reinstated.   Worksite: NBU employees are limited to working in a single position in one department/site   Work schedules:  Department/Division managers, administrators, and/or supervisors shall determine the work schedule of NBU employees to include the number of days and hours worked per week and the start and stop times.   160-day restriction:  NBU employees will not work more than 160 days (in any combination of NBU positions) no matter how many hours per day they work.   Payroll reporting period:  The payroll reporting period is from the 15th of the first month to the 14th of the next month.  NBU employees are paid on the 10th of the following month. Ex: Pay Period 01/15/23 through 02/14/23 will be paid on March 10th.   California Sick leave : NBU employees are eligible for California Sick leave per AB1522.  Information regarding AB1522 is provided to all NBU new hires during the onboarding process.   Retirement information:  NBU employees may not work more than 960 hours from July 1st-June 30th. NBU employees who work more than 1000 hours per fiscal year are required to contribute to the California Public Employees' Retirement System (CalPERS), through payroll deduction of about 7-9%. The District does not intend to employ NBU employees for more than 1,000 hours during any fiscal year.   Sexual Harassment/Discrimination:  The District is committed to providing an environment that respects the dignity of individuals and groups; is free of sexual harassment, exploitation, intimidation, violence, and other unlawful discrimination, preferential treatment, and harassment, including that which is based on any legally protected characteristic.     Equal Employment Opportunity:  It is the intent of the Board to establish and maintain within the District and all of its programs and activities a policy of equal opportunity in employment for all persons, and to prohibit discrimination, preferential treatment, or harassment based on sex, age, gender identity, gender expression, race, color, ethnic group identification, national origin, ancestry, religion, mental or physical disability, medical condition, genetic information, pregnancy, marital status or sexual orientation or because an individual is perceived as having one or more of the above characteristics.   Confidentiality:  Confidentiality of student and staff information is protected under federal law. Any information regarding students or staff that might be accessed in the course of a work assignment through a computer, student file, or other documentation, is to be used strictly to perform my job duties and may only be shared with those who are authorized to have such information.   Mandated reporter:  Child Abuse and Neglect Reporting: The South Orange County Community College District recognizes the responsibility of its staff to report to the appropriate agency when there is a reasonable suspicion that an abuse or neglect of a child may have occurred.  Elder and Dependent Adult Abuse Reporting: It is the policy of the South Orange County Community College District to treat reports of violence against elderly persons or dependent adults as high priority criminal activity that is to be fully investigated regardless of the relationship between the victim and the suspect(s).   Campus Crime and Safety Awareness : Information regarding campus crime and safety awareness can be found at www.saddleback.edu or www.ivc.edu.  Paper copies are available in Human Resources upon request.   Drug-Free Environment:   The District shall be free from all unlawful possession, use, or distribution of illicit drugs and alcohol by students and employees. The unlawful manufacture, distribution, dispensing, possession, or use of a controlled substance is prohibited in all facilities under the control and use of the District. Any student or employee who violates this policy will be subject to disciplinary action, consistent with local, state, or federal law, which may include the referral to an appropriate rehabilitation program, suspension, demotion, expulsion, or dismissal.   Smoke Free District:  It is the intent of the South Orange County Community College District to maintain an educational and workplace environment that is conductive to the health and safety of our students and employees. Realizing the health hazards posed by smoking and by second-hand smoke, it is policy of the South Orange County Community College District to maintain a smoke free environment for all district sites.  SPECIAL COVID-19 NOTICE:  Interviews may be held in-person (following all necessary precautions) or in a virtual format. Employees must reside in California while employed with the South Orange County Community College District (SOCCCD), even during remote work. Thank you for your continued interest in working at the SOCCCD.  The SOCCCD is committed to protecting the health and wellbeing of students, faculty, staff, administrators, and the communities it serves. More information can be found on our District website by visiting https://www.socccd.edu/communications/covid-19-information .  NOTICE TO ALL CANDIDATES FOR EMPLOYMENT:   The Immigration Reform and Control Act of 1986, Public Law 99-603, requires that employers obtain documentation from every new employee which authorizes that individual to accept employment in this country. SOCCCD will not sponsor any visa applications.  DISABILITY ACCOMMODATIONS:   If you require special accommodations in the application and/or selection process, please notify District Human Resources (DHR) at least two (2) business days prior to the Job Close Date/Initial Screening Date, by either calling (949) 582-4850 or sending an e-mail to hrinfodesk@socccd.edu .   CAMPUS CRIME AND SAFETY AWARENESS:   Information regarding campus crime and safety awareness can be found at www.saddleback.edu or www.ivc.edu. Paper copies are available in the District Human Resources (DHR) office upon request.  PLEASE NOTE:   A California Public Employees Retirement System (CalPERS) retiree may not accept employment until after the first 180 days of retirement. Anyone retired from CalPERS accepting permanent employment with this District will be required to reinstate as an active CalPERS member. Please contact CalPERS for additional information regarding your retirement status.  Any active vested member of California State Teachers Retirement System (CalSTRS), who accepts employment with the District to perform service that requires membership in CalPERS, is eligible to elect to continue retirement system coverage under CalSTRS.  DIVERSITY, EQUITY, INCLUSION, AND EQUAL EMPLOYMENT OPPORTUNITY:   The South Orange County Community College District is committed to creating an academic and work environment that fosters diversity, equity and inclusion and equal opportunity for all, and ensures that students, faculty, management and staff of all backgrounds feel welcome, included, supported, and safe. Our culture of belonging, openness, and inclusion, makes our district a unique and special place for individuals of all backgrounds.    Our District and our colleges are looking for equity and inclusion-minded applicants who represent the full diversity of California and who demonstrate a sensitivity to the understanding of diverse academic, socioeconomic, cultural, disability, gender identity, sexual orientation, and ethnic backgrounds present within our community. When you join our District, you can expect to be part of an exciting, thriving, equity-focused, and inclusive community that approaches higher education with the lens of social justice and collaboration among students, faculty, staff, administration, and community partners. In deciding whether to apply for a position with our District, you are strongly encouraged to consider whether your values align with our District's mission and goals for EEO, Diversity, Equity, and Inclusion.   SOCCCD IS AN EQUAL OPPORTUNITY EMPLOYER  Important:  You must make sure that you have completed your  application  for a  posting  by 11:59  p.m. , Pacific Time, on the posting's Job Close Date, along with any  required documents , in order to be considered for the position.
        

    

    
        
            Mar 21, 2024
        

                                    Part Time
                                     
    

    
        Title:  Project Specialist (SC - Case Manager)   Job Category:  NBU   Job Opening Date:  March 20, 2024   Job Closing Date:  June 30, 2024   Locations:  Saddleback College   Department:    Pay Grade, for more information click on this link:     https://www.socccd.edu/departments/human-resources/contracts-and-salary-schedules    Pay Type:  Hourly   Hours Per Week:  0   Job Description:   Under the supervision of the department Director or Dean, and the day-to-day direction of the Program Coordinator, the Case Manager will assess, define, and promote early identification of students in need of basic needs resources. The Case Manager will assess, plan, implement, monitor, and evaluate the actions required to address barriers preventing academic, behavioral, attendance, and social-emotional success. The Case Manager will not serve in a clinical capacity (i.e., provide psychotherapy to students), but will perform case management duties, facilitate referral access and service utilization, and address any questions or concerns originating from student. The Case Manager will assist students who need resources to appropriate on- and off-campus programs.  DISTINGUISHING CHARACTERISTICS The Basic Needs division at Saddleback College serves student populations that experience unique challenges accessing nuanced support. These students require specialized support navigating federal, state, county, and local eligibility criteria to access resources that are oftentimes beyond the capacity of traditional community college programs and personnel. Help-seeking behaviors amongst these student populations can be limited due to the sensitivity of their identities. The ever-changing nature of law and policy can lend itself to unclear eligibility criteria which can negatively impact these students. Thus, access to these resources and services, or lack thereof, often shape the experiences of students and impact their academic trajectory, motivation, sense of self-efficacy and hope. The Case Manager will be familiar with special student populations such as foster youth, undocumented/Dreamer, LGBTQ+, formally incarcerated, parenting student, Latinx, first generation Black or African American student populations to contribute to the overall aim of supporting the holistic well-being of students to foster their success. Common student referrals to the Case Manager may include, but are not limited to: •  Students experiencing food/housing/clothing/hygiene insecurities. •  Students experiencing other personal and/or emotional challenges. •  Students experiencing a major life change (traumatic or otherwise) that may be affecting their academic achievement. •  Any referral submitted by faculty/staff for a student requiring non-mental health services.  REPRESENTATIVE DUTIES •  Coordinate and provide case-management services that are safe, timely, effective, efficient, equitable, and client-centered to individual students. •  Conduct non-clinical assessment and plan that includes, but is not limited to, facilitate steps, remove barriers, determine eligibility, and navigate through complicated organizational processes. •  Learn about and establish connections with off-campus and on-campus resources and agencies that provide services to targeted student populations. Maintain and update a centralized repository of on-campus and off-campus resources and services. •  Manage and evaluate crises by helping the student make informed decisions and act as their advocate regarding their status, housing, academic, health, well-being, and treatment options. •  Facilitate multiple care-aspect (case coordination, information sharing, follow-up, monitoring). •  Take the extra mile and interact with the student to keep track of their progress and to ensure satisfaction. •  Maintain accurate and timely case records (forms, referrals, and follow-up). •  Record and maintain data collection and assessment related to the development of case management plans, outcomes, and statistical reports. •  Design and implement interventions that will help students meet academic and personal goals. •  Participate in relevant community outreach and on-campus committees. •  Provide in-service training to staff on related topics. •  Help students achieve wellness, service utilization, and increase autonomy. •  Adhere to professional standards as outlined by protocols, rules, and regulations.  QUALIFICATIONS •  Excellent knowledge of case management principles. •  Effective communication skills. •  Excellent time management skills, problem solving, and ability to multi-task. •  Familiarity with professional and technical emerging knowledge.  Knowledge of: •  Operational characteristics, services, and activities of the functions, programs, and operations of the assigned project or program area. •  Goals and objectives of the assigned project or program area. •  Methods and techniques used in the performance of duties and responsibilities specific to the area of assignment. •  Information and research resources available related to areas of assignment. •  Work organization and office management principles and practices. •  Office procedures, methods, and equipment including computers and applicable software applications such as word processing, spreadsheets, and databases. •  Interpersonal skills using tact, patience, and courtesy. •  Principles and practices of providing training, work direction, and guidance to lower-level office staff and student workers. •  English usage, grammar, spelling, punctuation, and vocabulary. •  Oral and written communication skills. •  South Orange County Community College District •  District organization, operations, policies, and objectives. •  Pertinent federal, state, and local laws, codes, and regulations. •  Microsoft 365.  Ability to: •  Understand the organization and operation of the assigned program area as necessary to assume assigned responsibilities. •  Understand, interpret, and apply administrative and office policies and procedures as well as pertinent laws, regulations, and ordinances. •  Coordinate and participate in the management of assigned project, program, or program area functions and services. •  Plan, organize, and administer assigned program activities. •  Establish and maintain community relationships. •  Understand the nature of partnerships and identify mutual interests. •  Assess community needs to develop appropriate service partnerships for assigned programs. •  Use technical concepts and project management tools and techniques to effectively coordinate a project or program area and solve complex problems in creative and effective ways. •  Develop recommendations for problematic areas and implement and monitor changes. •  Participate in the development and administration of policies and procedures. •  Participate in the preparation and administration of assigned budgets. •  Coordinate projects with multiple tasks and re-prioritize as needed. •  Perform a full range of complex and responsible program support as well as difficult administrative duties involving the use of independent judgment and personal initiative. •  Oversee and participate in the management of the administrative functions and operations of the assigned office. •  Establish, review, and revise office work priorities. •  Analyze problems, identify alternative solutions, project consequences of proposed actions, and implement recommendations in support of goals. •  Use sound judgment in recognizing scope of authority. •  Exercise good judgment and maintain confidentiality in maintaining critical and sensitive information, records, and reports. •  Respond to requests and inquiries from students, staff, or the public; effectively present information in person or on the telephone to students, staff, or the public. •  Provide specialized information and assistance to students, staff, and the general public. •  Research, compile, assemble, analyze, and interpret data from diverse sources. •  Prepare a variety of clear and concise administrative and financial reports. •  Independently compose and prepare correspondence and memoranda. •  Maintain complex and varied files and records. •  Select, train, evaluate and provide work direction to assigned staff and student workers. •  Plan, organize, coordinate, prioritize, perform, and delegate work. •  Plan and organize work to meet schedules and changing deadlines. •  Operate office equipment including computers and supporting word processing, spreadsheet, and database applications. •  Adapt to changing technologies and learn functionality of new equipment and systems. •  Work under steady pressure with frequent interruptions and a high degree of public contact by phone or in person. •  Communicate clearly and concisely, both orally and in writing. •  Establish and maintain effective working relationships with those contacted in the course of work.  EDUCATION AND EXPERIENCE GUIDELINES Minimum: •  The candidate will possess a minimum of a Bachelor's Degree from an accredited college or university, in an associated program, which may include health care, social work, psychology, sociology or a related field. •  At least two (2) years of experience working in human services, social work, or a related field. •  Preferred Qualification: Bachelor's in Social Work (BSW), Bilingual (Spanish language preferred) License or Certificate: •  A valid California driver's license and proof of insurability may be required for some positions to drive a District or personal vehicle to attend meetings or pick up/deliver documents or other materials.  PHYSICAL DEMANDS AND WORKING ENVIRONMENT Environment: Work is performed primarily in a standard office setting. Duties are typically performed at a desk or computer terminal; subject to noise from office equipment operation; frequent interruptions and contact in person and on the telephone with students, academic and classified staff, and others. At least minimal environmental controls are in place to assure health and comfort. Physical: Primary functions require sufficient physical ability and mobility to work in an office setting; to stand or sit for prolonged periods of time; to occasionally stoop, bend, kneel, crouch, reach, and twist; to lift, carry, push, and/or pull light to moderate amounts of weight; to operate office equipment requiring repetitive hand movement and fine coordination including use of a computer keyboard; to verbally communicate to exchange information; and to occasionally travel to other offices or locations to attend meetings or to pick up or deliver materials. Vision: See in the normal visual range with or without correction. Hearing: Hear in the normal audio range with or without correction.  Additional Information: $27.50/hr Up to 25 hours per week. Schedule TBD On-site only  REQUIRED APPLICATION MATERIALS Resume, cover letter, and unofficial transcripts.  This position is a short-term, temporary, hourly, Non-Bargaining Unit (NBU) assignment, not to exceed 160 days per fiscal year (July 1-June 30). The assignment is on an as needed basis, and may be shortened or extended at any time, due to departmental needs, with little to no notice. This recruitment will remain open until filled or withdrawn. Once you have submitted an application electronically, the current status of your application will be available to view at any time upon signing in under your personal username and password. Please do not call the Human Resources Office regarding the status of your application.  Employment with the South Orange County Community College District is contingent upon successful completion of the Human Resources pre-employment ("onboarding") process. The Human Resources onboarding process may include, but is not limited to, successful completion of Live Scan fingerprinting (approx.. $70), I-9 completion, background checks, reference checks, TB testing, as well as completion of the online onboarding process. Failure to successfully complete any portion of the onboarding process will invalidate any conditional job offer received. Falsification of, or omission on, any SOCCCD pre-employment information may result in withdrawal of any conditional job offer or termination of employment.  Short term, non-bargaining unit (NBU) positions may only be used on an intermittent/seasonal basis. Ed. Code sect. 88003 states "Short-term employee means any person who is employed to perform a service for the district, upon the completion of which, the service required or similar services will not be extended or needed on a continuing basis."   The Immigration Reform and Control Act of 1986, Public Law 99-603, requires that employers obtain documentation from every new employee which authorizes that individual to accept employment in this country.  Documentation according to USCIS I-9 guidelines (i.e. ID card and Social Security card) must be presented at the time of hire. Per IRS regulations, a Social Security card must be presented at the time of hire.   Inclusion, Diversity, and Equity:    The South Orange County Community College District is committed to creating an academic and work environment that fosters diversity, equity and inclusion and equal opportunity for all, and ensures that students, faculty, management and staff of all backgrounds feel welcome, included, supported, and safe. Our culture of belonging, openness, and inclusion, makes our district a unique and special place for individuals of all backgrounds.   Our District and our colleges are looking for equity and inclusion-minded applicants who represent the full diversity of California and who demonstrate a sensitivity to the understanding of diverse academic, socioeconomic, cultural, disability, gender identity, sexual orientation, and ethnic backgrounds present within our community. When you join our District, you can expect to be part of an exciting, thriving, equity-focused, and inclusive community that approaches higher education with the lens of social justice and collaboration among students, faculty, staff, administration, and community partners. In deciding whether to apply for a position with our District, you are strongly encouraged to consider whether your values align with our District's mission and goals for EEO, Diversity, Equity, and Inclusion.   Disability Accommodations:  If you require special accommodations in the application and/or selection process, please notify District Human Resources (DHR) at least two (2) business days prior to the Job Close Date/Initial Screening Date, by either calling (949) 582-4850 or sending an e-mail to  hrinfodesk@socccd.edu .   NBU at-will employment:  After successful completion of the onboarding requirements, an individual may be employed by the South Orange County Community College District as a short-term, temporary NBU employee. Employment will be on an "if and as needed" basis, as determined by the District. NBU employment is at-will, and either party may terminate this working relationship at any time. Neither party shall be required to provide any reason for the separation. NBU employees shall not have reemployment rights or recourse to petition to be reinstated.   Worksite: NBU employees are limited to working in a single position in one department/site   Work schedules:  Department/Division managers, administrators, and/or supervisors shall determine the work schedule of NBU employees to include the number of days and hours worked per week and the start and stop times.   160-day restriction:  NBU employees will not work more than 160 days (in any combination of NBU positions) no matter how many hours per day they work.   Payroll reporting period:  The payroll reporting period is from the 15th of the first month to the 14th of the next month.  NBU employees are paid on the 10th of the following month. Ex: Pay Period 01/15/23 through 02/14/23 will be paid on March 10th.   California Sick leave : NBU employees are eligible for California Sick leave per AB1522.  Information regarding AB1522 is provided to all NBU new hires during the onboarding process.   Retirement information:  NBU employees may not work more than 960 hours from July 1st-June 30th. NBU employees who work more than 1000 hours per fiscal year are required to contribute to the California Public Employees' Retirement System (CalPERS), through payroll deduction of about 7-9%. The District does not intend to employ NBU employees for more than 1,000 hours during any fiscal year.   Sexual Harassment/Discrimination:  The District is committed to providing an environment that respects the dignity of individuals and groups; is free of sexual harassment, exploitation, intimidation, violence, and other unlawful discrimination, preferential treatment, and harassment, including that which is based on any legally protected characteristic.     Equal Employment Opportunity:  It is the intent of the Board to establish and maintain within the District and all of its programs and activities a policy of equal opportunity in employment for all persons, and to prohibit discrimination, preferential treatment, or harassment based on sex, age, gender identity, gender expression, race, color, ethnic group identification, national origin, ancestry, religion, mental or physical disability, medical condition, genetic information, pregnancy, marital status or sexual orientation or because an individual is perceived as having one or more of the above characteristics.   Confidentiality:  Confidentiality of student and staff information is protected under federal law. Any information regarding students or staff that might be accessed in the course of a work assignment through a computer, student file, or other documentation, is to be used strictly to perform my job duties and may only be shared with those who are authorized to have such information.   Mandated reporter:  Child Abuse and Neglect Reporting: The South Orange County Community College District recognizes the responsibility of its staff to report to the appropriate agency when there is a reasonable suspicion that an abuse or neglect of a child may have occurred.  Elder and Dependent Adult Abuse Reporting: It is the policy of the South Orange County Community College District to treat reports of violence against elderly persons or dependent adults as high priority criminal activity that is to be fully investigated regardless of the relationship between the victim and the suspect(s).   Campus Crime and Safety Awareness : Information regarding campus crime and safety awareness can be found at www.saddleback.edu or www.ivc.edu.  Paper copies are available in Human Resources upon request.   Drug-Free Environment:   The District shall be free from all unlawful possession, use, or distribution of illicit drugs and alcohol by students and employees. The unlawful manufacture, distribution, dispensing, possession, or use of a controlled substance is prohibited in all facilities under the control and use of the District. Any student or employee who violates this policy will be subject to disciplinary action, consistent with local, state, or federal law, which may include the referral to an appropriate rehabilitation program, suspension, demotion, expulsion, or dismissal.   Smoke Free District:  It is the intent of the South Orange County Community College District to maintain an educational and workplace environment that is conductive to the health and safety of our students and employees. Realizing the health hazards posed by smoking and by second-hand smoke, it is policy of the South Orange County Community College District to maintain a smoke free environment for all district sites.  SPECIAL COVID-19 NOTICE:  Interviews may be held in-person (following all necessary precautions) or in a virtual format. Employees must reside in California while employed with the South Orange County Community College District (SOCCCD), even during remote work. Thank you for your continued interest in working at the SOCCCD.  The SOCCCD is committed to protecting the health and wellbeing of students, faculty, staff, administrators, and the communities it serves. More information can be found on our District website by visiting https://www.socccd.edu/communications/covid-19-information .  NOTICE TO ALL CANDIDATES FOR EMPLOYMENT:   The Immigration Reform and Control Act of 1986, Public Law 99-603, requires that employers obtain documentation from every new employee which authorizes that individual to accept employment in this country. SOCCCD will not sponsor any visa applications.  DISABILITY ACCOMMODATIONS:   If you require special accommodations in the application and/or selection process, please notify District Human Resources (DHR) at least two (2) business days prior to the Job Close Date/Initial Screening Date, by either calling (949) 582-4850 or sending an e-mail to hrinfodesk@socccd.edu .   CAMPUS CRIME AND SAFETY AWARENESS:   Information regarding campus crime and safety awareness can be found at www.saddleback.edu or www.ivc.edu. Paper copies are available in the District Human Resources (DHR) office upon request.  PLEASE NOTE:   A California Public Employees Retirement System (CalPERS) retiree may not accept employment until after the first 180 days of retirement. Anyone retired from CalPERS accepting permanent employment with this District will be required to reinstate as an active CalPERS member. Please contact CalPERS for additional information regarding your retirement status.  Any active vested member of California State Teachers Retirement System (CalSTRS), who accepts employment with the District to perform service that requires membership in CalPERS, is eligible to elect to continue retirement system coverage under CalSTRS.  DIVERSITY, EQUITY, INCLUSION, AND EQUAL EMPLOYMENT OPPORTUNITY:   The South Orange County Community College District is committed to creating an academic and work environment that fosters diversity, equity and inclusion and equal opportunity for all, and ensures that students, faculty, management and staff of all backgrounds feel welcome, included, supported, and safe. Our culture of belonging, openness, and inclusion, makes our district a unique and special place for individuals of all backgrounds.    Our District and our colleges are looking for equity and inclusion-minded applicants who represent the full diversity of California and who demonstrate a sensitivity to the understanding of diverse academic, socioeconomic, cultural, disability, gender identity, sexual orientation, and ethnic backgrounds present within our community. When you join our District, you can expect to be part of an exciting, thriving, equity-focused, and inclusive community that approaches higher education with the lens of social justice and collaboration among students, faculty, staff, administration, and community partners. In deciding whether to apply for a position with our District, you are strongly encouraged to consider whether your values align with our District's mission and goals for EEO, Diversity, Equity, and Inclusion.   SOCCCD IS AN EQUAL OPPORTUNITY EMPLOYER  Important:  You must make sure that you have completed your  application  for a  posting  by 11:59  p.m. , Pacific Time, on the posting's Job Close Date, along with any  required documents , in order to be considered for the position.
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            Title:  Theatre Production and Operations Manager (Sub)   Job Category:  NBU   Job Opening Date:  October 03, 2023   Job Closing Date:  June 30, 2024   Locations:  Saddleback College   Department:    Pay Grade, for more information click on this link:     https://www.socccd.edu/departments/human-resources/contracts-and-salary-schedules    Pay Type:  Hourly   Hours Per Week:  0   Job Description:    SUMMARY DESCRIPTION  Under direction from the Dean of Fine Arts or his/her administrative designee, performs complex technical work in an instructional setting for a highly complex subject area; plans, organizes, and supervises a number of theater production and operations activities within the Division of Fine Arts & Media Technology; creates and maintains the master calendar of events for the theater complex; provides event planning, monitoring, and technical support for student lab sessions and all users of the performing arts theater; oversees and coordinates building and facility maintenance and repair; and performs a variety of technical tasks relative to the preparation and production of events and the operation of all theater facilities.  REPRESENTATIVE DUTIES  The following duties are typical for this classification. Incumbents may not perform all of the listed duties and/or may be required to perform additional or different duties from those set forth below to address business needs and changing business practices.  1.   Coordinate, plan, and oversee a variety of theater production and operations activities for all users. 2.   In collaboration with department chairs and Dean, oversee and participate in the development of Fine Arts & Media Technology area's operational plan as it supports and assists in the implementation of departmental and divisional goals and objectives. 3.   Participate in budget preparation and administration; work with the Dean, Theater Arts Department Chair, Music Department Chair, faculty, and technical director to manage budgets relative to Theater Arts and Music productions and operations; forecast and assess labor, equipment, materials, and staffing needs and submit estimates for theatrical events; submit requisitions for equipment purchases and rentals; monitor and control expenditures. 4.   Prepare and maintain the master calendar of events for all theater facilities; schedule requests for facilities; calculate estimates for facility rentals. 5.   Oversee and participate with students and staff in the operation, maintenance, and repair of theater equipment including rigging, lighting and sound systems, and related machinery; supervise student crews. 6.   Assist and coordinate with faculty and student lab sessions as related to all theater productions, activities, and events in a classroom setting; provide direct instructional assistance and support to the Theater Arts faculty and students in a classroom setting. 7.   Research, secure, and coordinate the operation of specialized technical equipment or other services as needed for theatrical events; secure permits as necessary for the theater complex. 8.   Coordinate, attend, and participate in production meetings; assist in developing ideas for various production events in collaboration with designers and directors; monitor the implementation of approved designs according to standard theater practices. 9.   Ensure all technical equipment and systems operate effectively prior to and during productions and student labs. 10.   Recommend and assist in the implementation of division goals and objectives; establish and implement policies and procedures for the use of theater facilities including safe use of the theater's specialized equipment for use during productions and student labs. 11.   Participate in the selection of part time and student staff; plan all staffing needs related to the activities for each production; provide or coordinate student and staff training in the proper use and operation of all theater equipment and movement of scenery for assigned productions; work with employees and students to correct deficiencies; prepare and submit payroll for part time staff.  12.   Perform safety inspections of theater facilities; monitor and report complex repair needs; coordinate required repair and maintenance work with maintenance and operations staff or outside contractors as required; prepare prioritized acquisition list for upgrading of the facility. 13.   Research and evaluate the marketability and feasibility of the artists and events; present findings to the Dean or department chairs. 14.   Schedule performances and maintain current knowledge of professional protocols. 15.   Arrange transportation for guest performing artists. 16.   Coordinate program activities with division administration, faculty, and instructional programs; serve on division, campus, and District committees, task forces, and other work groups. 17.   Act as production consultant for College, District, and community events including awards and commencement ceremonies as assigned through the Fine Arts Division. 18.   Prepare and submit a variety of statistical and narrative reports; prepare budget reports, annual recap data, special reports, proposals, recommendations, and other materials as requested; prepare and submit recommendations and plans related to assigned activities; coordinate and respond to periodic audits as directed by the Dean; review and clarify the accuracy of data concerning program participation. 19.   Maintain current knowledge of the regulations, policies, and application requirements and eligibility criteria for performing arts programs; ensure compliance with District policies as well as state and federal laws related to assigned program. 20.   Perform related duties as required.  QUALIFICATIONS  The following generally describes the knowledge and ability required to enter the job and/or be learned within a short period of time in order to successfully perform the assigned duties.  Knowledge of: College and university theater, music, and arts programs. Operational characteristics, services, and activities of a theater arts program. Technical aspects of theater, musical, and dance productions including lighting, scenery design, costume design, and construction techniques Technical theater, dance, and music terminology. Principles and practices of production development and administration. Principles and practices of theatrical design and technical production. Methods and techniques used in the production of live events. Principles and practices of theater operations. Various theater equipment including rigging, lighting and sound systems, and related machinery.  Principles of supervision and training. Work organization and planning principles and practices. Pertinent federal, state, and local laws, codes, and regulations including applicable sections of the State Education Code and other legal requirements related to area of assignment. Office procedures, methods, and equipment including computers, specialized hardware, and applicable software applications. Principles and practices of budget preparation and administration including time, material, and labor cost estimating. Principles, practices, and procedures of fiscal, statistical, and administrative research and report preparation. Principles and practices of theater safety. English usage, grammar, spelling, punctuation, and vocabulary.  Ability to: Coordinate a variety of theater production and operations activities. Perform responsible and difficult theater production and operations duties involving the use of independent judgment and personal initiative. Understand, interpret, and apply administrative and office policies and procedures as well as pertinent laws, regulations, and ordinances. Organize and implement sound, lighting, and set designs in theatrical productions. Prepare and maintain the master calendar of events for all theater facilities. Plan and organize work schedules to meet division priorities and deadlines. Effectively coordinate and oversee a variety of stage production events. Construct scenery and operate theater equipment including rigging, lighting and sound systems, and related machinery. Oversee and participate in the operation, maintenance and repair of theater equipment. Participate in activities that accomplish the goals, objectives, and procedures of the division. Develop, implement, and evaluate the delivery of performing arts services to students. Supervise and train assigned staff and train student crews. Review technical contracts with visiting guest artists. Operate office equipment including computers and specialized theatrical hardware systems and software applications; use technical design software. Facilitate and prepare budgets for assigned areas; participate in monitoring and coordinating the budget for all theatrical events. Analyze problems, identify alternative solutions, project consequences of proposed actions and implement recommendations. Understand, interpret, and apply administrative and office policies and procedures as well as pertinent laws, regulations, and ordinances. Maintain current knowledge of the performing arts and local, national, and international performance artists. Research, compile, analyze, and interpret data. Prepare a variety of clear and concise recommendations and reports. Work collaboratively with artists, faculty, staff, students, and administration in establishing and maintaining effective working relationships. Work with and exhibit sensitivity to and understanding of the varied racial, ethnic, cultural, sexual orientation, academic, socio-economic, and disabled populations of community college students.  Communicate clearly and concisely, both orally and in writing.  Establish and maintain effective working relationships with those contacted in the course of work.  EDUCATION AND EXPERIENCE GUIDELINES  Any combination of education and experience that would likely provide the required knowledge and abilities is qualifying. A typical way to obtain the knowledge and abilities would be:  Education/Training: Equivalent to a Bachelor's degree from an accredited college or university with major course work in theater arts or a related field.   Experience: Four years of increasingly responsible experience in lighting and sound production and arts management including one year of supervisory or lead responsibility. Additional experience and/or education that demonstrates breadth of knowledge in performing arts production is highly desirable.  PHYSICAL DEMANDS AND WORKING ENVIRONMENT  The conditions herein are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential job functions.  Environment:  Work is performed primarily in a theater setting; exposure to noise, dust, and inclement weather conditions; occasionally works around loud noise levels; work near moving mechanical parts. At least minimal environmental controls to assure health and comfort. Some work is performed in a standard office setting. Position may be required to work evenings and weekends.  Physical:  Primary functions require sufficient physical ability and mobility to work in both an office and theater setting; to stand or sit for prolonged periods of times, to frequently stoop, bend, kneel, crouch, reach, and twist; to lift, carry, push, and/or pull light to heavy amounts of weight, to operate office equipment requiring repetitive hand movement and fine coordination including use of a computer keyboard, and to verbally communicate to exchange information.  Vision:  See in the normal visual range with or without correction.  Hearing:  Hear in the normal audio range with or without correction.  Additional Information:  $40.84/hr  Up to 25 hours per week  Schedule TBD  On-site only  This position is a short-term, temporary, hourly, Non-Bargaining Unit (NBU) assignment, not to exceed 160 days per fiscal year (July 1-June 30). The assignment is on an as needed basis, and may be shortened or extended at any time, due to departmental needs, with little to no notice. This recruitment will remain open until filled or withdrawn. Once you have submitted an application electronically, the current status of your application will be available to view at any time upon signing in under your personal username and password. Please do not call the Human Resources Office regarding the status of your application.  Employment with the South Orange County Community College District is contingent upon successful completion of the Human Resources pre-employment ("onboarding") process. The Human Resources onboarding process may include, but is not limited to, successful completion of Live Scan fingerprinting (approx.. $70), I-9 completion, background checks, reference checks, TB testing, as well as completion of the online onboarding process. Failure to successfully complete any portion of the onboarding process will invalidate any conditional job offer received. Falsification of, or omission on, any SOCCCD pre-employment information may result in withdrawal of any conditional job offer or termination of employment.  Short term, non-bargaining unit (NBU) positions may only be used on an intermittent/seasonal basis. Ed. Code sect. 88003 states "Short-term employee means any person who is employed to perform a service for the district, upon the completion of which, the service required or similar services will not be extended or needed on a continuing basis."   The Immigration Reform and Control Act of 1986, Public Law 99-603, requires that employers obtain documentation from every new employee which authorizes that individual to accept employment in this country.  Documentation according to USCIS I-9 guidelines (i.e. ID card and Social Security card) must be presented at the time of hire. Per IRS regulations, a Social Security card must be presented at the time of hire.   Inclusion, Diversity, and Equity:    The South Orange County Community College District is committed to creating an academic and work environment that fosters diversity, equity and inclusion and equal opportunity for all, and ensures that students, faculty, management and staff of all backgrounds feel welcome, included, supported, and safe. Our culture of belonging, openness, and inclusion, makes our district a unique and special place for individuals of all backgrounds.   Our District and our colleges are looking for equity and inclusion-minded applicants who represent the full diversity of California and who demonstrate a sensitivity to the understanding of diverse academic, socioeconomic, cultural, disability, gender identity, sexual orientation, and ethnic backgrounds present within our community. When you join our District, you can expect to be part of an exciting, thriving, equity-focused, and inclusive community that approaches higher education with the lens of social justice and collaboration among students, faculty, staff, administration, and community partners. In deciding whether to apply for a position with our District, you are strongly encouraged to consider whether your values align with our District's mission and goals for EEO, Diversity, Equity, and Inclusion.   Disability Accommodations:  If you require special accommodations in the application and/or selection process, please notify District Human Resources (DHR) at least two (2) business days prior to the Job Close Date/Initial Screening Date, by either calling (949) 582-4850 or sending an e-mail to  hrinfodesk@socccd.edu .   NBU at-will employment:  After successful completion of the onboarding requirements, an individual may be employed by the South Orange County Community College District as a short-term, temporary NBU employee. Employment will be on an "if and as needed" basis, as determined by the District. NBU employment is at-will, and either party may terminate this working relationship at any time. Neither party shall be required to provide any reason for the separation. NBU employees shall not have reemployment rights or recourse to petition to be reinstated.   Worksite: NBU employees are limited to working in a single position in one department/site   Work schedules:  Department/Division managers, administrators, and/or supervisors shall determine the work schedule of NBU employees to include the number of days and hours worked per week and the start and stop times.   160-day restriction:  NBU employees will not work more than 160 days (in any combination of NBU positions) no matter how many hours per day they work.   Payroll reporting period:  The payroll reporting period is from the 15th of the first month to the 14th of the next month.  NBU employees are paid on the 10th of the following month. Ex: Pay Period 01/15/23 through 02/14/23 will be paid on March 10th.   California Sick leave : NBU employees are eligible for California Sick leave per AB1522.  Information regarding AB1522 is provided to all NBU new hires during the onboarding process.   Retirement information:  NBU employees may not work more than 960 hours from July 1st-June 30th. NBU employees who work more than 1000 hours per fiscal year are required to contribute to the California Public Employees' Retirement System (CalPERS), through payroll deduction of about 7-9%. The District does not intend to employ NBU employees for more than 1,000 hours during any fiscal year.   Sexual Harassment/Discrimination:  The District is committed to providing an environment that respects the dignity of individuals and groups; is free of sexual harassment, exploitation, intimidation, violence, and other unlawful discrimination, preferential treatment, and harassment, including that which is based on any legally protected characteristic.     Equal Employment Opportunity:  It is the intent of the Board to establish and maintain within the District and all of its programs and activities a policy of equal opportunity in employment for all persons, and to prohibit discrimination, preferential treatment, or harassment based on sex, age, gender identity, gender expression, race, color, ethnic group identification, national origin, ancestry, religion, mental or physical disability, medical condition, genetic information, pregnancy, marital status or sexual orientation or because an individual is perceived as having one or more of the above characteristics.   Confidentiality:  Confidentiality of student and staff information is protected under federal law. Any information regarding students or staff that might be accessed in the course of a work assignment through a computer, student file, or other documentation, is to be used strictly to perform my job duties and may only be shared with those who are authorized to have such information.   Mandated reporter:  Child Abuse and Neglect Reporting: The South Orange County Community College District recognizes the responsibility of its staff to report to the appropriate agency when there is a reasonable suspicion that an abuse or neglect of a child may have occurred.  Elder and Dependent Adult Abuse Reporting: It is the policy of the South Orange County Community College District to treat reports of violence against elderly persons or dependent adults as high priority criminal activity that is to be fully investigated regardless of the relationship between the victim and the suspect(s).   Campus Crime and Safety Awareness : Information regarding campus crime and safety awareness can be found at www.saddleback.edu or www.ivc.edu.  Paper copies are available in Human Resources upon request.   Drug-Free Environment:   The District shall be free from all unlawful possession, use, or distribution of illicit drugs and alcohol by students and employees. The unlawful manufacture, distribution, dispensing, possession, or use of a controlled substance is prohibited in all facilities under the control and use of the District. Any student or employee who violates this policy will be subject to disciplinary action, consistent with local, state, or federal law, which may include the referral to an appropriate rehabilitation program, suspension, demotion, expulsion, or dismissal.   Smoke Free District:  It is the intent of the South Orange County Community College District to maintain an educational and workplace environment that is conductive to the health and safety of our students and employees. Realizing the health hazards posed by smoking and by second-hand smoke, it is policy of the South Orange County Community College District to maintain a smoke free environment for all district sites.  SPECIAL COVID-19 NOTICE:  Interviews may be held in-person (following all necessary precautions) or in a virtual format. Employees must reside in California while employed with the South Orange County Community College District (SOCCCD), even during remote work. Thank you for your continued interest in working at the SOCCCD.  The SOCCCD is committed to protecting the health and wellbeing of students, faculty, staff, administrators, and the communities it serves. More information can be found on our District website by visiting https://www.socccd.edu/communications/covid-19-information .  NOTICE TO ALL CANDIDATES FOR EMPLOYMENT:   The Immigration Reform and Control Act of 1986, Public Law 99-603, requires that employers obtain documentation from every new employee which authorizes that individual to accept employment in this country. SOCCCD will not sponsor any visa applications.  DISABILITY ACCOMMODATIONS:   If you require special accommodations in the application and/or selection process, please notify District Human Resources (DHR) at least two (2) business days prior to the Job Close Date/Initial Screening Date, by either calling (949) 582-4850 or sending an e-mail to hrinfodesk@socccd.edu .   CAMPUS CRIME AND SAFETY AWARENESS:   Information regarding campus crime and safety awareness can be found at www.saddleback.edu or www.ivc.edu. Paper copies are available in the District Human Resources (DHR) office upon request.  PLEASE NOTE:   A California Public Employees Retirement System (CalPERS) retiree may not accept employment until after the first 180 days of retirement. Anyone retired from CalPERS accepting permanent employment with this District will be required to reinstate as an active CalPERS member. Please contact CalPERS for additional information regarding your retirement status.  Any active vested member of California State Teachers Retirement System (CalSTRS), who accepts employment with the District to perform service that requires membership in CalPERS, is eligible to elect to continue retirement system coverage under CalSTRS.  DIVERSITY, EQUITY, INCLUSION, AND EQUAL EMPLOYMENT OPPORTUNITY:   The South Orange County Community College District is committed to creating an academic and work environment that fosters diversity, equity and inclusion and equal opportunity for all, and ensures that students, faculty, management and staff of all backgrounds feel welcome, included, supported, and safe. Our culture of belonging, openness, and inclusion, makes our district a unique and special place for individuals of all backgrounds.    Our District and our colleges are looking for equity and inclusion-minded applicants who represent the full diversity of California and who demonstrate a sensitivity to the understanding of diverse academic, socioeconomic, cultural, disability, gender identity, sexual orientation, and ethnic backgrounds present within our community. When you join our District, you can expect to be part of an exciting, thriving, equity-focused, and inclusive community that approaches higher education with the lens of social justice and collaboration among students, faculty, staff, administration, and community partners. In deciding whether to apply for a position with our District, you are strongly encouraged to consider whether your values align with our District's mission and goals for EEO, Diversity, Equity, and Inclusion.   SOCCCD IS AN EQUAL OPPORTUNITY EMPLOYER  Important:  You must make sure that you have completed your  application  for a  posting  by 11:59  p.m. , Pacific Time, on the posting's Job Close Date, along with any  required documents , in order to be considered for the position.
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        Title:  Theatre Production and Operations Manager (Sub)   Job Category:  NBU   Job Opening Date:  October 03, 2023   Job Closing Date:  June 30, 2024   Locations:  Saddleback College   Department:    Pay Grade, for more information click on this link:     https://www.socccd.edu/departments/human-resources/contracts-and-salary-schedules    Pay Type:  Hourly   Hours Per Week:  0   Job Description:    SUMMARY DESCRIPTION  Under direction from the Dean of Fine Arts or his/her administrative designee, performs complex technical work in an instructional setting for a highly complex subject area; plans, organizes, and supervises a number of theater production and operations activities within the Division of Fine Arts & Media Technology; creates and maintains the master calendar of events for the theater complex; provides event planning, monitoring, and technical support for student lab sessions and all users of the performing arts theater; oversees and coordinates building and facility maintenance and repair; and performs a variety of technical tasks relative to the preparation and production of events and the operation of all theater facilities.  REPRESENTATIVE DUTIES  The following duties are typical for this classification. Incumbents may not perform all of the listed duties and/or may be required to perform additional or different duties from those set forth below to address business needs and changing business practices.  1.   Coordinate, plan, and oversee a variety of theater production and operations activities for all users. 2.   In collaboration with department chairs and Dean, oversee and participate in the development of Fine Arts & Media Technology area's operational plan as it supports and assists in the implementation of departmental and divisional goals and objectives. 3.   Participate in budget preparation and administration; work with the Dean, Theater Arts Department Chair, Music Department Chair, faculty, and technical director to manage budgets relative to Theater Arts and Music productions and operations; forecast and assess labor, equipment, materials, and staffing needs and submit estimates for theatrical events; submit requisitions for equipment purchases and rentals; monitor and control expenditures. 4.   Prepare and maintain the master calendar of events for all theater facilities; schedule requests for facilities; calculate estimates for facility rentals. 5.   Oversee and participate with students and staff in the operation, maintenance, and repair of theater equipment including rigging, lighting and sound systems, and related machinery; supervise student crews. 6.   Assist and coordinate with faculty and student lab sessions as related to all theater productions, activities, and events in a classroom setting; provide direct instructional assistance and support to the Theater Arts faculty and students in a classroom setting. 7.   Research, secure, and coordinate the operation of specialized technical equipment or other services as needed for theatrical events; secure permits as necessary for the theater complex. 8.   Coordinate, attend, and participate in production meetings; assist in developing ideas for various production events in collaboration with designers and directors; monitor the implementation of approved designs according to standard theater practices. 9.   Ensure all technical equipment and systems operate effectively prior to and during productions and student labs. 10.   Recommend and assist in the implementation of division goals and objectives; establish and implement policies and procedures for the use of theater facilities including safe use of the theater's specialized equipment for use during productions and student labs. 11.   Participate in the selection of part time and student staff; plan all staffing needs related to the activities for each production; provide or coordinate student and staff training in the proper use and operation of all theater equipment and movement of scenery for assigned productions; work with employees and students to correct deficiencies; prepare and submit payroll for part time staff.  12.   Perform safety inspections of theater facilities; monitor and report complex repair needs; coordinate required repair and maintenance work with maintenance and operations staff or outside contractors as required; prepare prioritized acquisition list for upgrading of the facility. 13.   Research and evaluate the marketability and feasibility of the artists and events; present findings to the Dean or department chairs. 14.   Schedule performances and maintain current knowledge of professional protocols. 15.   Arrange transportation for guest performing artists. 16.   Coordinate program activities with division administration, faculty, and instructional programs; serve on division, campus, and District committees, task forces, and other work groups. 17.   Act as production consultant for College, District, and community events including awards and commencement ceremonies as assigned through the Fine Arts Division. 18.   Prepare and submit a variety of statistical and narrative reports; prepare budget reports, annual recap data, special reports, proposals, recommendations, and other materials as requested; prepare and submit recommendations and plans related to assigned activities; coordinate and respond to periodic audits as directed by the Dean; review and clarify the accuracy of data concerning program participation. 19.   Maintain current knowledge of the regulations, policies, and application requirements and eligibility criteria for performing arts programs; ensure compliance with District policies as well as state and federal laws related to assigned program. 20.   Perform related duties as required.  QUALIFICATIONS  The following generally describes the knowledge and ability required to enter the job and/or be learned within a short period of time in order to successfully perform the assigned duties.  Knowledge of: College and university theater, music, and arts programs. Operational characteristics, services, and activities of a theater arts program. Technical aspects of theater, musical, and dance productions including lighting, scenery design, costume design, and construction techniques Technical theater, dance, and music terminology. Principles and practices of production development and administration. Principles and practices of theatrical design and technical production. Methods and techniques used in the production of live events. Principles and practices of theater operations. Various theater equipment including rigging, lighting and sound systems, and related machinery.  Principles of supervision and training. Work organization and planning principles and practices. Pertinent federal, state, and local laws, codes, and regulations including applicable sections of the State Education Code and other legal requirements related to area of assignment. Office procedures, methods, and equipment including computers, specialized hardware, and applicable software applications. Principles and practices of budget preparation and administration including time, material, and labor cost estimating. Principles, practices, and procedures of fiscal, statistical, and administrative research and report preparation. Principles and practices of theater safety. English usage, grammar, spelling, punctuation, and vocabulary.  Ability to: Coordinate a variety of theater production and operations activities. Perform responsible and difficult theater production and operations duties involving the use of independent judgment and personal initiative. Understand, interpret, and apply administrative and office policies and procedures as well as pertinent laws, regulations, and ordinances. Organize and implement sound, lighting, and set designs in theatrical productions. Prepare and maintain the master calendar of events for all theater facilities. Plan and organize work schedules to meet division priorities and deadlines. Effectively coordinate and oversee a variety of stage production events. Construct scenery and operate theater equipment including rigging, lighting and sound systems, and related machinery. Oversee and participate in the operation, maintenance and repair of theater equipment. Participate in activities that accomplish the goals, objectives, and procedures of the division. Develop, implement, and evaluate the delivery of performing arts services to students. Supervise and train assigned staff and train student crews. Review technical contracts with visiting guest artists. Operate office equipment including computers and specialized theatrical hardware systems and software applications; use technical design software. Facilitate and prepare budgets for assigned areas; participate in monitoring and coordinating the budget for all theatrical events. Analyze problems, identify alternative solutions, project consequences of proposed actions and implement recommendations. Understand, interpret, and apply administrative and office policies and procedures as well as pertinent laws, regulations, and ordinances. Maintain current knowledge of the performing arts and local, national, and international performance artists. Research, compile, analyze, and interpret data. Prepare a variety of clear and concise recommendations and reports. Work collaboratively with artists, faculty, staff, students, and administration in establishing and maintaining effective working relationships. Work with and exhibit sensitivity to and understanding of the varied racial, ethnic, cultural, sexual orientation, academic, socio-economic, and disabled populations of community college students.  Communicate clearly and concisely, both orally and in writing.  Establish and maintain effective working relationships with those contacted in the course of work.  EDUCATION AND EXPERIENCE GUIDELINES  Any combination of education and experience that would likely provide the required knowledge and abilities is qualifying. A typical way to obtain the knowledge and abilities would be:  Education/Training: Equivalent to a Bachelor's degree from an accredited college or university with major course work in theater arts or a related field.   Experience: Four years of increasingly responsible experience in lighting and sound production and arts management including one year of supervisory or lead responsibility. Additional experience and/or education that demonstrates breadth of knowledge in performing arts production is highly desirable.  PHYSICAL DEMANDS AND WORKING ENVIRONMENT  The conditions herein are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential job functions.  Environment:  Work is performed primarily in a theater setting; exposure to noise, dust, and inclement weather conditions; occasionally works around loud noise levels; work near moving mechanical parts. At least minimal environmental controls to assure health and comfort. Some work is performed in a standard office setting. Position may be required to work evenings and weekends.  Physical:  Primary functions require sufficient physical ability and mobility to work in both an office and theater setting; to stand or sit for prolonged periods of times, to frequently stoop, bend, kneel, crouch, reach, and twist; to lift, carry, push, and/or pull light to heavy amounts of weight, to operate office equipment requiring repetitive hand movement and fine coordination including use of a computer keyboard, and to verbally communicate to exchange information.  Vision:  See in the normal visual range with or without correction.  Hearing:  Hear in the normal audio range with or without correction.  Additional Information:  $40.84/hr  Up to 25 hours per week  Schedule TBD  On-site only  This position is a short-term, temporary, hourly, Non-Bargaining Unit (NBU) assignment, not to exceed 160 days per fiscal year (July 1-June 30). The assignment is on an as needed basis, and may be shortened or extended at any time, due to departmental needs, with little to no notice. This recruitment will remain open until filled or withdrawn. Once you have submitted an application electronically, the current status of your application will be available to view at any time upon signing in under your personal username and password. Please do not call the Human Resources Office regarding the status of your application.  Employment with the South Orange County Community College District is contingent upon successful completion of the Human Resources pre-employment ("onboarding") process. The Human Resources onboarding process may include, but is not limited to, successful completion of Live Scan fingerprinting (approx.. $70), I-9 completion, background checks, reference checks, TB testing, as well as completion of the online onboarding process. Failure to successfully complete any portion of the onboarding process will invalidate any conditional job offer received. Falsification of, or omission on, any SOCCCD pre-employment information may result in withdrawal of any conditional job offer or termination of employment.  Short term, non-bargaining unit (NBU) positions may only be used on an intermittent/seasonal basis. Ed. Code sect. 88003 states "Short-term employee means any person who is employed to perform a service for the district, upon the completion of which, the service required or similar services will not be extended or needed on a continuing basis."   The Immigration Reform and Control Act of 1986, Public Law 99-603, requires that employers obtain documentation from every new employee which authorizes that individual to accept employment in this country.  Documentation according to USCIS I-9 guidelines (i.e. ID card and Social Security card) must be presented at the time of hire. Per IRS regulations, a Social Security card must be presented at the time of hire.   Inclusion, Diversity, and Equity:    The South Orange County Community College District is committed to creating an academic and work environment that fosters diversity, equity and inclusion and equal opportunity for all, and ensures that students, faculty, management and staff of all backgrounds feel welcome, included, supported, and safe. Our culture of belonging, openness, and inclusion, makes our district a unique and special place for individuals of all backgrounds.   Our District and our colleges are looking for equity and inclusion-minded applicants who represent the full diversity of California and who demonstrate a sensitivity to the understanding of diverse academic, socioeconomic, cultural, disability, gender identity, sexual orientation, and ethnic backgrounds present within our community. When you join our District, you can expect to be part of an exciting, thriving, equity-focused, and inclusive community that approaches higher education with the lens of social justice and collaboration among students, faculty, staff, administration, and community partners. In deciding whether to apply for a position with our District, you are strongly encouraged to consider whether your values align with our District's mission and goals for EEO, Diversity, Equity, and Inclusion.   Disability Accommodations:  If you require special accommodations in the application and/or selection process, please notify District Human Resources (DHR) at least two (2) business days prior to the Job Close Date/Initial Screening Date, by either calling (949) 582-4850 or sending an e-mail to  hrinfodesk@socccd.edu .   NBU at-will employment:  After successful completion of the onboarding requirements, an individual may be employed by the South Orange County Community College District as a short-term, temporary NBU employee. Employment will be on an "if and as needed" basis, as determined by the District. NBU employment is at-will, and either party may terminate this working relationship at any time. Neither party shall be required to provide any reason for the separation. NBU employees shall not have reemployment rights or recourse to petition to be reinstated.   Worksite: NBU employees are limited to working in a single position in one department/site   Work schedules:  Department/Division managers, administrators, and/or supervisors shall determine the work schedule of NBU employees to include the number of days and hours worked per week and the start and stop times.   160-day restriction:  NBU employees will not work more than 160 days (in any combination of NBU positions) no matter how many hours per day they work.   Payroll reporting period:  The payroll reporting period is from the 15th of the first month to the 14th of the next month.  NBU employees are paid on the 10th of the following month. Ex: Pay Period 01/15/23 through 02/14/23 will be paid on March 10th.   California Sick leave : NBU employees are eligible for California Sick leave per AB1522.  Information regarding AB1522 is provided to all NBU new hires during the onboarding process.   Retirement information:  NBU employees may not work more than 960 hours from July 1st-June 30th. NBU employees who work more than 1000 hours per fiscal year are required to contribute to the California Public Employees' Retirement System (CalPERS), through payroll deduction of about 7-9%. The District does not intend to employ NBU employees for more than 1,000 hours during any fiscal year.   Sexual Harassment/Discrimination:  The District is committed to providing an environment that respects the dignity of individuals and groups; is free of sexual harassment, exploitation, intimidation, violence, and other unlawful discrimination, preferential treatment, and harassment, including that which is based on any legally protected characteristic.     Equal Employment Opportunity:  It is the intent of the Board to establish and maintain within the District and all of its programs and activities a policy of equal opportunity in employment for all persons, and to prohibit discrimination, preferential treatment, or harassment based on sex, age, gender identity, gender expression, race, color, ethnic group identification, national origin, ancestry, religion, mental or physical disability, medical condition, genetic information, pregnancy, marital status or sexual orientation or because an individual is perceived as having one or more of the above characteristics.   Confidentiality:  Confidentiality of student and staff information is protected under federal law. Any information regarding students or staff that might be accessed in the course of a work assignment through a computer, student file, or other documentation, is to be used strictly to perform my job duties and may only be shared with those who are authorized to have such information.   Mandated reporter:  Child Abuse and Neglect Reporting: The South Orange County Community College District recognizes the responsibility of its staff to report to the appropriate agency when there is a reasonable suspicion that an abuse or neglect of a child may have occurred.  Elder and Dependent Adult Abuse Reporting: It is the policy of the South Orange County Community College District to treat reports of violence against elderly persons or dependent adults as high priority criminal activity that is to be fully investigated regardless of the relationship between the victim and the suspect(s).   Campus Crime and Safety Awareness : Information regarding campus crime and safety awareness can be found at www.saddleback.edu or www.ivc.edu.  Paper copies are available in Human Resources upon request.   Drug-Free Environment:   The District shall be free from all unlawful possession, use, or distribution of illicit drugs and alcohol by students and employees. The unlawful manufacture, distribution, dispensing, possession, or use of a controlled substance is prohibited in all facilities under the control and use of the District. Any student or employee who violates this policy will be subject to disciplinary action, consistent with local, state, or federal law, which may include the referral to an appropriate rehabilitation program, suspension, demotion, expulsion, or dismissal.   Smoke Free District:  It is the intent of the South Orange County Community College District to maintain an educational and workplace environment that is conductive to the health and safety of our students and employees. Realizing the health hazards posed by smoking and by second-hand smoke, it is policy of the South Orange County Community College District to maintain a smoke free environment for all district sites.  SPECIAL COVID-19 NOTICE:  Interviews may be held in-person (following all necessary precautions) or in a virtual format. Employees must reside in California while employed with the South Orange County Community College District (SOCCCD), even during remote work. Thank you for your continued interest in working at the SOCCCD.  The SOCCCD is committed to protecting the health and wellbeing of students, faculty, staff, administrators, and the communities it serves. More information can be found on our District website by visiting https://www.socccd.edu/communications/covid-19-information .  NOTICE TO ALL CANDIDATES FOR EMPLOYMENT:   The Immigration Reform and Control Act of 1986, Public Law 99-603, requires that employers obtain documentation from every new employee which authorizes that individual to accept employment in this country. SOCCCD will not sponsor any visa applications.  DISABILITY ACCOMMODATIONS:   If you require special accommodations in the application and/or selection process, please notify District Human Resources (DHR) at least two (2) business days prior to the Job Close Date/Initial Screening Date, by either calling (949) 582-4850 or sending an e-mail to hrinfodesk@socccd.edu .   CAMPUS CRIME AND SAFETY AWARENESS:   Information regarding campus crime and safety awareness can be found at www.saddleback.edu or www.ivc.edu. Paper copies are available in the District Human Resources (DHR) office upon request.  PLEASE NOTE:   A California Public Employees Retirement System (CalPERS) retiree may not accept employment until after the first 180 days of retirement. Anyone retired from CalPERS accepting permanent employment with this District will be required to reinstate as an active CalPERS member. Please contact CalPERS for additional information regarding your retirement status.  Any active vested member of California State Teachers Retirement System (CalSTRS), who accepts employment with the District to perform service that requires membership in CalPERS, is eligible to elect to continue retirement system coverage under CalSTRS.  DIVERSITY, EQUITY, INCLUSION, AND EQUAL EMPLOYMENT OPPORTUNITY:   The South Orange County Community College District is committed to creating an academic and work environment that fosters diversity, equity and inclusion and equal opportunity for all, and ensures that students, faculty, management and staff of all backgrounds feel welcome, included, supported, and safe. Our culture of belonging, openness, and inclusion, makes our district a unique and special place for individuals of all backgrounds.    Our District and our colleges are looking for equity and inclusion-minded applicants who represent the full diversity of California and who demonstrate a sensitivity to the understanding of diverse academic, socioeconomic, cultural, disability, gender identity, sexual orientation, and ethnic backgrounds present within our community. When you join our District, you can expect to be part of an exciting, thriving, equity-focused, and inclusive community that approaches higher education with the lens of social justice and collaboration among students, faculty, staff, administration, and community partners. In deciding whether to apply for a position with our District, you are strongly encouraged to consider whether your values align with our District's mission and goals for EEO, Diversity, Equity, and Inclusion.   SOCCCD IS AN EQUAL OPPORTUNITY EMPLOYER  Important:  You must make sure that you have completed your  application  for a  posting  by 11:59  p.m. , Pacific Time, on the posting's Job Close Date, along with any  required documents , in order to be considered for the position.
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            Title:  Project Specialist (IVC Case Manager - Rising Scholars Program)   Job Category:  NBU   Job Opening Date:  February 29, 2024   Job Closing Date:  June 30, 2024   Locations:  Irvine Valley College   Department:    Pay Grade, for more information click on this link:     https://www.socccd.edu/departments/human-resources/contracts-and-salary-schedules    Pay Type:  Hourly   Hours Per Week:  0   Job Description:    This position is grant funded to support the Rising Scholars Program for justice system impacted students (including currently or formerly incarcerated students).  Lived expertise and/or professional experience with system impact is highly desired for this position.    The Case Manager will assess, plan, implement, monitor, and evaluate the actions required to address both academic and nonacademic barriers to student success for Rising Scholars students. This position will not serve in a clinical capacity (i.e., provide psychotherapy to students), but will perform case management duties, provide individual appointments with students, needs assessments, facilitate referral access and service utilization, follow up and track student progress, and work collaboratively with on and off campus partners for student support.    This position will serve an integral role within the holistic care model for student success used for the Rising Scholars Program. The Rising Scholars Case Manager will work collaboratively with the Basic Needs Program, EOPS, CalWorks, Guardian Scholars & NextUp, Counseling Office, Health and Wellness Center, and other supportive services on campus. The Case Manager will also be knowledgeable of, and develop partnerships with, off campus community resources designed to support justice impacted community members.     REPRESENTATIVE DUTIES   •  Coordinate and provide case-management services that are culturally informed, centered in care for the student, tailored to each students specific needs, and in collaboration with fellow care providers on campus.   •  Conduct needs assessments and plans that includes,to address and students specific needs    •  Conduct all interactions with students and colleagues with an air of collaboration, transparency, and safety    •  Learn about and establish connections with off-campus and on-campus resources and agencies that provide services to targeted student populations. Maintain and update a centralized repository of on-campus and off-campus resources and services.   •  Facilitate multiple care-aspect (case coordination, information sharing, follow-up, monitoring).   •  Maintain accurate and timely case records (forms, referrals, and follow-up).   •  Record and maintain data collection and assessment related to the development of case management plans, outcomes, and statistical reports.   •  Design and implement interventions that will help students meet academic and personal goals.   •  Participate in relevant community outreach and on-campus committees.   •  Provide in-service training to staff on related topics.   •  Help students achieve wellness, service utilization, and increase autonomy.   •  Adhere to professional standards as outlined by protocols, rules, and regulations.    QUALIFICATIONS   •  Excellent knowledge of case management principles.   •  Effective communication skills.   •  Excellent time management skills, problem solving, and ability to multi-task.   •  Familiarity with professional and technical emerging knowledge.    Knowledge of:   •  The impacts the justice system has on individuals and the inequities that exist within the justice system based on race, age, gender, sexual orientation, social economic status, and so on.     •  Trauma informed care and the ability to apply this lens in the work with students.    •  Operational characteristics, services, and activities of the functions, programs, and operations of the assigned project or program area.   •  Goals and objectives of the assigned project or program area.   •  Methods and techniques used in the performance of duties and responsibilities specific to the area of assignment.   •  Information and research resources available related to areas of assignment.   •  Work organization and office management principles and practices.   •  Office procedures, methods, and equipment including computers and applicable software applications such as word processing, spreadsheets, and databases.   •  Interpersonal skills using tact, patience, and courtesy.   •  Principles and practices of providing training, work direction, and guidance to lower-level office staff and student workers.   •  English usage, grammar, spelling, punctuation, and vocabulary.   •  Oral and written communication skills.   •  South Orange County Community College District   •  District organization, operations, policies, and objectives.   •  Pertinent federal, state, and local laws, codes, and regulations.   •  Microsoft 365.    Ability to:   •  Understand the organization and operation of the assigned program area as necessary to assume assigned responsibilities.   •  Understand, interpret, and apply administrative and office policies and procedures as well as pertinent laws, regulations, and ordinances.   •  Coordinate and participate in the management of assigned project, program, or program area functions and services.   •  Plan, organize, and administer assigned program activities.   •  Establish and maintain community relationships.   •  Understand the nature of partnerships and identify mutual interests.   •  Assess community needs to develop appropriate service partnerships for assigned programs.   •  Use technical concepts and project management tools and techniques to effectively coordinate a project or program area and solve complex problems in creative and effective ways.   •  Develop recommendations for problematic areas and implement and monitor changes.   •  Participate in the development and administration of policies and procedures.   •  Participate in the preparation and administration of assigned budgets.   •  Coordinate projects with multiple tasks and re-prioritize as needed.   •  Perform a full range of complex and responsible program support as well as difficult administrative duties involving the use of independent judgment and personal initiative.   •  Oversee and participate in the management of the administrative functions and operations of the assigned office.   •  Establish, review, and revise office work priorities.   •  Analyze problems, identify alternative solutions, project consequences of proposed actions, and implement recommendations in support of goals.   •  Use sound judgment in recognizing scope of authority.   •  Exercise good judgment and maintain confidentiality in maintaining critical and sensitive information, records, and reports.   •  Respond to requests and inquiries from students, staff, or the public; effectively present information in person or on the telephone to students, staff, or the public.   •  Provide specialized information and assistance to students, staff, and the general public.   •  Research, compile, assemble, analyze, and interpret data from diverse sources.   •  Prepare a variety of clear and concise administrative and financial reports.   •  Independently compose and prepare correspondence and memoranda.   •  Maintain complex and varied files and records.   •  Select, train, evaluate and provide work direction to assigned staff and student workers.   •  Plan, organize, coordinate, prioritize, perform, and delegate work.   •  Plan and organize work to meet schedules and changing deadlines.   •  Operate office equipment including computers and supporting word processing, spreadsheet, and database applications.   •  Adapt to changing technologies and learn functionality of new equipment and systems.   •  Work under steady pressure with frequent interruptions and a high degree of public contact by phone or in person.   •  Communicate clearly and concisely, both orally and in writing.   •  Establish and maintain effective working relationships with those contacted in the course of work.    EDUCATION AND EXPERIENCE GUIDELINES   Minimum:   •  The candidate will possess a minimum of a Bachelor's Degree from an accredited college or university, in an associated program, which may include health care, social work, psychology, sociology or a related field and at least two (2) years of experience working in human services, social work, or a related field.   -OR-    •  Masters in Social Work (MSW)    Preferred: Bilingual (Spanish language preferred)    License or Certificate:   •  A valid California driver's license and proof of insurability may be required for some positions to drive a District or personal vehicle to attend meetings or pick up/deliver documents or other materials.    PHYSICAL DEMANDS AND WORKING ENVIRONMENT   Environment: Work is performed primarily in a standard office setting. Duties are typically performed at a desk or computer terminal; subject to noise from office equipment operation; frequent interruptions and contact in person and on the telephone with students, academic and classified staff, and others. At least minimal environmental controls are in place to assure health and comfort.   Physical: Primary functions require sufficient physical ability and mobility to work in an office setting; to stand or sit for prolonged periods of time; to occasionally stoop, bend, kneel, crouch, reach, and twist; to lift, carry, push, and/or pull light to moderate amounts of weight; to operate office equipment requiring repetitive hand movement and fine coordination including use of a computer keyboard; to verbally communicate to exchange information; and to occasionally travel to other offices or locations to attend meetings or to pick up or deliver materials.   Vision: See in the normal visual range with or without correction.   Hearing: Hear in the normal audio range with or without correction.    Additional Information:   $30/hr   Up to 20 hours per week   Schedule TBD   On-site only   This position is a short-term, temporary, hourly, Non-Bargaining Unit (NBU) assignment, not to exceed 160 days per fiscal year (July 1-June 30). The assignment is on an as needed basis, and may be shortened or extended at any time, due to departmental needs, with little to no notice. This recruitment will remain open until filled or withdrawn. Once you have submitted an application electronically, the current status of your application will be available to view at any time upon signing in under your personal username and password. Please do not call the Human Resources Office regarding the status of your application.  Employment with the South Orange County Community College District is contingent upon successful completion of the Human Resources pre-employment ("onboarding") process. The Human Resources onboarding process may include, but is not limited to, successful completion of Live Scan fingerprinting (approx.. $70), I-9 completion, background checks, reference checks, TB testing, as well as completion of the online onboarding process. Failure to successfully complete any portion of the onboarding process will invalidate any conditional job offer received. Falsification of, or omission on, any SOCCCD pre-employment information may result in withdrawal of any conditional job offer or termination of employment.  Short term, non-bargaining unit (NBU) positions may only be used on an intermittent/seasonal basis. Ed. Code sect. 88003 states "Short-term employee means any person who is employed to perform a service for the district, upon the completion of which, the service required or similar services will not be extended or needed on a continuing basis."   The Immigration Reform and Control Act of 1986, Public Law 99-603, requires that employers obtain documentation from every new employee which authorizes that individual to accept employment in this country.  Documentation according to USCIS I-9 guidelines (i.e. ID card and Social Security card) must be presented at the time of hire. Per IRS regulations, a Social Security card must be presented at the time of hire.   Inclusion, Diversity, and Equity:    The South Orange County Community College District is committed to creating an academic and work environment that fosters diversity, equity and inclusion and equal opportunity for all, and ensures that students, faculty, management and staff of all backgrounds feel welcome, included, supported, and safe. Our culture of belonging, openness, and inclusion, makes our district a unique and special place for individuals of all backgrounds.   Our District and our colleges are looking for equity and inclusion-minded applicants who represent the full diversity of California and who demonstrate a sensitivity to the understanding of diverse academic, socioeconomic, cultural, disability, gender identity, sexual orientation, and ethnic backgrounds present within our community. When you join our District, you can expect to be part of an exciting, thriving, equity-focused, and inclusive community that approaches higher education with the lens of social justice and collaboration among students, faculty, staff, administration, and community partners. In deciding whether to apply for a position with our District, you are strongly encouraged to consider whether your values align with our District's mission and goals for EEO, Diversity, Equity, and Inclusion.   Disability Accommodations:  If you require special accommodations in the application and/or selection process, please notify District Human Resources (DHR) at least two (2) business days prior to the Job Close Date/Initial Screening Date, by either calling (949) 582-4850 or sending an e-mail to  hrinfodesk@socccd.edu .   NBU at-will employment:  After successful completion of the onboarding requirements, an individual may be employed by the South Orange County Community College District as a short-term, temporary NBU employee. Employment will be on an "if and as needed" basis, as determined by the District. NBU employment is at-will, and either party may terminate this working relationship at any time. Neither party shall be required to provide any reason for the separation. NBU employees shall not have reemployment rights or recourse to petition to be reinstated.   Worksite: NBU employees are limited to working in a single position in one department/site   Work schedules:  Department/Division managers, administrators, and/or supervisors shall determine the work schedule of NBU employees to include the number of days and hours worked per week and the start and stop times.   160-day restriction:  NBU employees will not work more than 160 days (in any combination of NBU positions) no matter how many hours per day they work.   Payroll reporting period:  The payroll reporting period is from the 15th of the first month to the 14th of the next month.  NBU employees are paid on the 10th of the following month. Ex: Pay Period 01/15/23 through 02/14/23 will be paid on March 10th.   California Sick leave : NBU employees are eligible for California Sick leave per AB1522.  Information regarding AB1522 is provided to all NBU new hires during the onboarding process.   Retirement information:  NBU employees may not work more than 960 hours from July 1st-June 30th. NBU employees who work more than 1000 hours per fiscal year are required to contribute to the California Public Employees' Retirement System (CalPERS), through payroll deduction of about 7-9%. The District does not intend to employ NBU employees for more than 1,000 hours during any fiscal year.   Sexual Harassment/Discrimination:  The District is committed to providing an environment that respects the dignity of individuals and groups; is free of sexual harassment, exploitation, intimidation, violence, and other unlawful discrimination, preferential treatment, and harassment, including that which is based on any legally protected characteristic.     Equal Employment Opportunity:  It is the intent of the Board to establish and maintain within the District and all of its programs and activities a policy of equal opportunity in employment for all persons, and to prohibit discrimination, preferential treatment, or harassment based on sex, age, gender identity, gender expression, race, color, ethnic group identification, national origin, ancestry, religion, mental or physical disability, medical condition, genetic information, pregnancy, marital status or sexual orientation or because an individual is perceived as having one or more of the above characteristics.   Confidentiality:  Confidentiality of student and staff information is protected under federal law. Any information regarding students or staff that might be accessed in the course of a work assignment through a computer, student file, or other documentation, is to be used strictly to perform my job duties and may only be shared with those who are authorized to have such information.   Mandated reporter:  Child Abuse and Neglect Reporting: The South Orange County Community College District recognizes the responsibility of its staff to report to the appropriate agency when there is a reasonable suspicion that an abuse or neglect of a child may have occurred.  Elder and Dependent Adult Abuse Reporting: It is the policy of the South Orange County Community College District to treat reports of violence against elderly persons or dependent adults as high priority criminal activity that is to be fully investigated regardless of the relationship between the victim and the suspect(s).   Campus Crime and Safety Awareness : Information regarding campus crime and safety awareness can be found at www.saddleback.edu or www.ivc.edu.  Paper copies are available in Human Resources upon request.   Drug-Free Environment:   The District shall be free from all unlawful possession, use, or distribution of illicit drugs and alcohol by students and employees. The unlawful manufacture, distribution, dispensing, possession, or use of a controlled substance is prohibited in all facilities under the control and use of the District. Any student or employee who violates this policy will be subject to disciplinary action, consistent with local, state, or federal law, which may include the referral to an appropriate rehabilitation program, suspension, demotion, expulsion, or dismissal.   Smoke Free District:  It is the intent of the South Orange County Community College District to maintain an educational and workplace environment that is conductive to the health and safety of our students and employees. Realizing the health hazards posed by smoking and by second-hand smoke, it is policy of the South Orange County Community College District to maintain a smoke free environment for all district sites.  SPECIAL COVID-19 NOTICE:  Interviews may be held in-person (following all necessary precautions) or in a virtual format. Employees must reside in California while employed with the South Orange County Community College District (SOCCCD), even during remote work. Thank you for your continued interest in working at the SOCCCD.  The SOCCCD is committed to protecting the health and wellbeing of students, faculty, staff, administrators, and the communities it serves. More information can be found on our District website by visiting https://www.socccd.edu/communications/covid-19-information .  NOTICE TO ALL CANDIDATES FOR EMPLOYMENT:   The Immigration Reform and Control Act of 1986, Public Law 99-603, requires that employers obtain documentation from every new employee which authorizes that individual to accept employment in this country. SOCCCD will not sponsor any visa applications.  DISABILITY ACCOMMODATIONS:   If you require special accommodations in the application and/or selection process, please notify District Human Resources (DHR) at least two (2) business days prior to the Job Close Date/Initial Screening Date, by either calling (949) 582-4850 or sending an e-mail to hrinfodesk@socccd.edu .   CAMPUS CRIME AND SAFETY AWARENESS:   Information regarding campus crime and safety awareness can be found at www.saddleback.edu or www.ivc.edu. Paper copies are available in the District Human Resources (DHR) office upon request.  PLEASE NOTE:   A California Public Employees Retirement System (CalPERS) retiree may not accept employment until after the first 180 days of retirement. Anyone retired from CalPERS accepting permanent employment with this District will be required to reinstate as an active CalPERS member. Please contact CalPERS for additional information regarding your retirement status.  Any active vested member of California State Teachers Retirement System (CalSTRS), who accepts employment with the District to perform service that requires membership in CalPERS, is eligible to elect to continue retirement system coverage under CalSTRS.  DIVERSITY, EQUITY, INCLUSION, AND EQUAL EMPLOYMENT OPPORTUNITY:   The South Orange County Community College District is committed to creating an academic and work environment that fosters diversity, equity and inclusion and equal opportunity for all, and ensures that students, faculty, management and staff of all backgrounds feel welcome, included, supported, and safe. Our culture of belonging, openness, and inclusion, makes our district a unique and special place for individuals of all backgrounds.    Our District and our colleges are looking for equity and inclusion-minded applicants who represent the full diversity of California and who demonstrate a sensitivity to the understanding of diverse academic, socioeconomic, cultural, disability, gender identity, sexual orientation, and ethnic backgrounds present within our community. When you join our District, you can expect to be part of an exciting, thriving, equity-focused, and inclusive community that approaches higher education with the lens of social justice and collaboration among students, faculty, staff, administration, and community partners. In deciding whether to apply for a position with our District, you are strongly encouraged to consider whether your values align with our District's mission and goals for EEO, Diversity, Equity, and Inclusion.   SOCCCD IS AN EQUAL OPPORTUNITY EMPLOYER  Important:  You must make sure that you have completed your  application  for a  posting  by 11:59  p.m. , Pacific Time, on the posting's Job Close Date, along with any  required documents , in order to be considered for the position.
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        Title:  Project Specialist (IVC Case Manager - Rising Scholars Program)   Job Category:  NBU   Job Opening Date:  February 29, 2024   Job Closing Date:  June 30, 2024   Locations:  Irvine Valley College   Department:    Pay Grade, for more information click on this link:     https://www.socccd.edu/departments/human-resources/contracts-and-salary-schedules    Pay Type:  Hourly   Hours Per Week:  0   Job Description:    This position is grant funded to support the Rising Scholars Program for justice system impacted students (including currently or formerly incarcerated students).  Lived expertise and/or professional experience with system impact is highly desired for this position.    The Case Manager will assess, plan, implement, monitor, and evaluate the actions required to address both academic and nonacademic barriers to student success for Rising Scholars students. This position will not serve in a clinical capacity (i.e., provide psychotherapy to students), but will perform case management duties, provide individual appointments with students, needs assessments, facilitate referral access and service utilization, follow up and track student progress, and work collaboratively with on and off campus partners for student support.    This position will serve an integral role within the holistic care model for student success used for the Rising Scholars Program. The Rising Scholars Case Manager will work collaboratively with the Basic Needs Program, EOPS, CalWorks, Guardian Scholars & NextUp, Counseling Office, Health and Wellness Center, and other supportive services on campus. The Case Manager will also be knowledgeable of, and develop partnerships with, off campus community resources designed to support justice impacted community members.     REPRESENTATIVE DUTIES   •  Coordinate and provide case-management services that are culturally informed, centered in care for the student, tailored to each students specific needs, and in collaboration with fellow care providers on campus.   •  Conduct needs assessments and plans that includes,to address and students specific needs    •  Conduct all interactions with students and colleagues with an air of collaboration, transparency, and safety    •  Learn about and establish connections with off-campus and on-campus resources and agencies that provide services to targeted student populations. Maintain and update a centralized repository of on-campus and off-campus resources and services.   •  Facilitate multiple care-aspect (case coordination, information sharing, follow-up, monitoring).   •  Maintain accurate and timely case records (forms, referrals, and follow-up).   •  Record and maintain data collection and assessment related to the development of case management plans, outcomes, and statistical reports.   •  Design and implement interventions that will help students meet academic and personal goals.   •  Participate in relevant community outreach and on-campus committees.   •  Provide in-service training to staff on related topics.   •  Help students achieve wellness, service utilization, and increase autonomy.   •  Adhere to professional standards as outlined by protocols, rules, and regulations.    QUALIFICATIONS   •  Excellent knowledge of case management principles.   •  Effective communication skills.   •  Excellent time management skills, problem solving, and ability to multi-task.   •  Familiarity with professional and technical emerging knowledge.    Knowledge of:   •  The impacts the justice system has on individuals and the inequities that exist within the justice system based on race, age, gender, sexual orientation, social economic status, and so on.     •  Trauma informed care and the ability to apply this lens in the work with students.    •  Operational characteristics, services, and activities of the functions, programs, and operations of the assigned project or program area.   •  Goals and objectives of the assigned project or program area.   •  Methods and techniques used in the performance of duties and responsibilities specific to the area of assignment.   •  Information and research resources available related to areas of assignment.   •  Work organization and office management principles and practices.   •  Office procedures, methods, and equipment including computers and applicable software applications such as word processing, spreadsheets, and databases.   •  Interpersonal skills using tact, patience, and courtesy.   •  Principles and practices of providing training, work direction, and guidance to lower-level office staff and student workers.   •  English usage, grammar, spelling, punctuation, and vocabulary.   •  Oral and written communication skills.   •  South Orange County Community College District   •  District organization, operations, policies, and objectives.   •  Pertinent federal, state, and local laws, codes, and regulations.   •  Microsoft 365.    Ability to:   •  Understand the organization and operation of the assigned program area as necessary to assume assigned responsibilities.   •  Understand, interpret, and apply administrative and office policies and procedures as well as pertinent laws, regulations, and ordinances.   •  Coordinate and participate in the management of assigned project, program, or program area functions and services.   •  Plan, organize, and administer assigned program activities.   •  Establish and maintain community relationships.   •  Understand the nature of partnerships and identify mutual interests.   •  Assess community needs to develop appropriate service partnerships for assigned programs.   •  Use technical concepts and project management tools and techniques to effectively coordinate a project or program area and solve complex problems in creative and effective ways.   •  Develop recommendations for problematic areas and implement and monitor changes.   •  Participate in the development and administration of policies and procedures.   •  Participate in the preparation and administration of assigned budgets.   •  Coordinate projects with multiple tasks and re-prioritize as needed.   •  Perform a full range of complex and responsible program support as well as difficult administrative duties involving the use of independent judgment and personal initiative.   •  Oversee and participate in the management of the administrative functions and operations of the assigned office.   •  Establish, review, and revise office work priorities.   •  Analyze problems, identify alternative solutions, project consequences of proposed actions, and implement recommendations in support of goals.   •  Use sound judgment in recognizing scope of authority.   •  Exercise good judgment and maintain confidentiality in maintaining critical and sensitive information, records, and reports.   •  Respond to requests and inquiries from students, staff, or the public; effectively present information in person or on the telephone to students, staff, or the public.   •  Provide specialized information and assistance to students, staff, and the general public.   •  Research, compile, assemble, analyze, and interpret data from diverse sources.   •  Prepare a variety of clear and concise administrative and financial reports.   •  Independently compose and prepare correspondence and memoranda.   •  Maintain complex and varied files and records.   •  Select, train, evaluate and provide work direction to assigned staff and student workers.   •  Plan, organize, coordinate, prioritize, perform, and delegate work.   •  Plan and organize work to meet schedules and changing deadlines.   •  Operate office equipment including computers and supporting word processing, spreadsheet, and database applications.   •  Adapt to changing technologies and learn functionality of new equipment and systems.   •  Work under steady pressure with frequent interruptions and a high degree of public contact by phone or in person.   •  Communicate clearly and concisely, both orally and in writing.   •  Establish and maintain effective working relationships with those contacted in the course of work.    EDUCATION AND EXPERIENCE GUIDELINES   Minimum:   •  The candidate will possess a minimum of a Bachelor's Degree from an accredited college or university, in an associated program, which may include health care, social work, psychology, sociology or a related field and at least two (2) years of experience working in human services, social work, or a related field.   -OR-    •  Masters in Social Work (MSW)    Preferred: Bilingual (Spanish language preferred)    License or Certificate:   •  A valid California driver's license and proof of insurability may be required for some positions to drive a District or personal vehicle to attend meetings or pick up/deliver documents or other materials.    PHYSICAL DEMANDS AND WORKING ENVIRONMENT   Environment: Work is performed primarily in a standard office setting. Duties are typically performed at a desk or computer terminal; subject to noise from office equipment operation; frequent interruptions and contact in person and on the telephone with students, academic and classified staff, and others. At least minimal environmental controls are in place to assure health and comfort.   Physical: Primary functions require sufficient physical ability and mobility to work in an office setting; to stand or sit for prolonged periods of time; to occasionally stoop, bend, kneel, crouch, reach, and twist; to lift, carry, push, and/or pull light to moderate amounts of weight; to operate office equipment requiring repetitive hand movement and fine coordination including use of a computer keyboard; to verbally communicate to exchange information; and to occasionally travel to other offices or locations to attend meetings or to pick up or deliver materials.   Vision: See in the normal visual range with or without correction.   Hearing: Hear in the normal audio range with or without correction.    Additional Information:   $30/hr   Up to 20 hours per week   Schedule TBD   On-site only   This position is a short-term, temporary, hourly, Non-Bargaining Unit (NBU) assignment, not to exceed 160 days per fiscal year (July 1-June 30). The assignment is on an as needed basis, and may be shortened or extended at any time, due to departmental needs, with little to no notice. This recruitment will remain open until filled or withdrawn. Once you have submitted an application electronically, the current status of your application will be available to view at any time upon signing in under your personal username and password. Please do not call the Human Resources Office regarding the status of your application.  Employment with the South Orange County Community College District is contingent upon successful completion of the Human Resources pre-employment ("onboarding") process. The Human Resources onboarding process may include, but is not limited to, successful completion of Live Scan fingerprinting (approx.. $70), I-9 completion, background checks, reference checks, TB testing, as well as completion of the online onboarding process. Failure to successfully complete any portion of the onboarding process will invalidate any conditional job offer received. Falsification of, or omission on, any SOCCCD pre-employment information may result in withdrawal of any conditional job offer or termination of employment.  Short term, non-bargaining unit (NBU) positions may only be used on an intermittent/seasonal basis. Ed. Code sect. 88003 states "Short-term employee means any person who is employed to perform a service for the district, upon the completion of which, the service required or similar services will not be extended or needed on a continuing basis."   The Immigration Reform and Control Act of 1986, Public Law 99-603, requires that employers obtain documentation from every new employee which authorizes that individual to accept employment in this country.  Documentation according to USCIS I-9 guidelines (i.e. ID card and Social Security card) must be presented at the time of hire. Per IRS regulations, a Social Security card must be presented at the time of hire.   Inclusion, Diversity, and Equity:    The South Orange County Community College District is committed to creating an academic and work environment that fosters diversity, equity and inclusion and equal opportunity for all, and ensures that students, faculty, management and staff of all backgrounds feel welcome, included, supported, and safe. Our culture of belonging, openness, and inclusion, makes our district a unique and special place for individuals of all backgrounds.   Our District and our colleges are looking for equity and inclusion-minded applicants who represent the full diversity of California and who demonstrate a sensitivity to the understanding of diverse academic, socioeconomic, cultural, disability, gender identity, sexual orientation, and ethnic backgrounds present within our community. When you join our District, you can expect to be part of an exciting, thriving, equity-focused, and inclusive community that approaches higher education with the lens of social justice and collaboration among students, faculty, staff, administration, and community partners. In deciding whether to apply for a position with our District, you are strongly encouraged to consider whether your values align with our District's mission and goals for EEO, Diversity, Equity, and Inclusion.   Disability Accommodations:  If you require special accommodations in the application and/or selection process, please notify District Human Resources (DHR) at least two (2) business days prior to the Job Close Date/Initial Screening Date, by either calling (949) 582-4850 or sending an e-mail to  hrinfodesk@socccd.edu .   NBU at-will employment:  After successful completion of the onboarding requirements, an individual may be employed by the South Orange County Community College District as a short-term, temporary NBU employee. Employment will be on an "if and as needed" basis, as determined by the District. NBU employment is at-will, and either party may terminate this working relationship at any time. Neither party shall be required to provide any reason for the separation. NBU employees shall not have reemployment rights or recourse to petition to be reinstated.   Worksite: NBU employees are limited to working in a single position in one department/site   Work schedules:  Department/Division managers, administrators, and/or supervisors shall determine the work schedule of NBU employees to include the number of days and hours worked per week and the start and stop times.   160-day restriction:  NBU employees will not work more than 160 days (in any combination of NBU positions) no matter how many hours per day they work.   Payroll reporting period:  The payroll reporting period is from the 15th of the first month to the 14th of the next month.  NBU employees are paid on the 10th of the following month. Ex: Pay Period 01/15/23 through 02/14/23 will be paid on March 10th.   California Sick leave : NBU employees are eligible for California Sick leave per AB1522.  Information regarding AB1522 is provided to all NBU new hires during the onboarding process.   Retirement information:  NBU employees may not work more than 960 hours from July 1st-June 30th. NBU employees who work more than 1000 hours per fiscal year are required to contribute to the California Public Employees' Retirement System (CalPERS), through payroll deduction of about 7-9%. The District does not intend to employ NBU employees for more than 1,000 hours during any fiscal year.   Sexual Harassment/Discrimination:  The District is committed to providing an environment that respects the dignity of individuals and groups; is free of sexual harassment, exploitation, intimidation, violence, and other unlawful discrimination, preferential treatment, and harassment, including that which is based on any legally protected characteristic.     Equal Employment Opportunity:  It is the intent of the Board to establish and maintain within the District and all of its programs and activities a policy of equal opportunity in employment for all persons, and to prohibit discrimination, preferential treatment, or harassment based on sex, age, gender identity, gender expression, race, color, ethnic group identification, national origin, ancestry, religion, mental or physical disability, medical condition, genetic information, pregnancy, marital status or sexual orientation or because an individual is perceived as having one or more of the above characteristics.   Confidentiality:  Confidentiality of student and staff information is protected under federal law. Any information regarding students or staff that might be accessed in the course of a work assignment through a computer, student file, or other documentation, is to be used strictly to perform my job duties and may only be shared with those who are authorized to have such information.   Mandated reporter:  Child Abuse and Neglect Reporting: The South Orange County Community College District recognizes the responsibility of its staff to report to the appropriate agency when there is a reasonable suspicion that an abuse or neglect of a child may have occurred.  Elder and Dependent Adult Abuse Reporting: It is the policy of the South Orange County Community College District to treat reports of violence against elderly persons or dependent adults as high priority criminal activity that is to be fully investigated regardless of the relationship between the victim and the suspect(s).   Campus Crime and Safety Awareness : Information regarding campus crime and safety awareness can be found at www.saddleback.edu or www.ivc.edu.  Paper copies are available in Human Resources upon request.   Drug-Free Environment:   The District shall be free from all unlawful possession, use, or distribution of illicit drugs and alcohol by students and employees. The unlawful manufacture, distribution, dispensing, possession, or use of a controlled substance is prohibited in all facilities under the control and use of the District. Any student or employee who violates this policy will be subject to disciplinary action, consistent with local, state, or federal law, which may include the referral to an appropriate rehabilitation program, suspension, demotion, expulsion, or dismissal.   Smoke Free District:  It is the intent of the South Orange County Community College District to maintain an educational and workplace environment that is conductive to the health and safety of our students and employees. Realizing the health hazards posed by smoking and by second-hand smoke, it is policy of the South Orange County Community College District to maintain a smoke free environment for all district sites.  SPECIAL COVID-19 NOTICE:  Interviews may be held in-person (following all necessary precautions) or in a virtual format. Employees must reside in California while employed with the South Orange County Community College District (SOCCCD), even during remote work. Thank you for your continued interest in working at the SOCCCD.  The SOCCCD is committed to protecting the health and wellbeing of students, faculty, staff, administrators, and the communities it serves. More information can be found on our District website by visiting https://www.socccd.edu/communications/covid-19-information .  NOTICE TO ALL CANDIDATES FOR EMPLOYMENT:   The Immigration Reform and Control Act of 1986, Public Law 99-603, requires that employers obtain documentation from every new employee which authorizes that individual to accept employment in this country. SOCCCD will not sponsor any visa applications.  DISABILITY ACCOMMODATIONS:   If you require special accommodations in the application and/or selection process, please notify District Human Resources (DHR) at least two (2) business days prior to the Job Close Date/Initial Screening Date, by either calling (949) 582-4850 or sending an e-mail to hrinfodesk@socccd.edu .   CAMPUS CRIME AND SAFETY AWARENESS:   Information regarding campus crime and safety awareness can be found at www.saddleback.edu or www.ivc.edu. Paper copies are available in the District Human Resources (DHR) office upon request.  PLEASE NOTE:   A California Public Employees Retirement System (CalPERS) retiree may not accept employment until after the first 180 days of retirement. Anyone retired from CalPERS accepting permanent employment with this District will be required to reinstate as an active CalPERS member. Please contact CalPERS for additional information regarding your retirement status.  Any active vested member of California State Teachers Retirement System (CalSTRS), who accepts employment with the District to perform service that requires membership in CalPERS, is eligible to elect to continue retirement system coverage under CalSTRS.  DIVERSITY, EQUITY, INCLUSION, AND EQUAL EMPLOYMENT OPPORTUNITY:   The South Orange County Community College District is committed to creating an academic and work environment that fosters diversity, equity and inclusion and equal opportunity for all, and ensures that students, faculty, management and staff of all backgrounds feel welcome, included, supported, and safe. Our culture of belonging, openness, and inclusion, makes our district a unique and special place for individuals of all backgrounds.    Our District and our colleges are looking for equity and inclusion-minded applicants who represent the full diversity of California and who demonstrate a sensitivity to the understanding of diverse academic, socioeconomic, cultural, disability, gender identity, sexual orientation, and ethnic backgrounds present within our community. When you join our District, you can expect to be part of an exciting, thriving, equity-focused, and inclusive community that approaches higher education with the lens of social justice and collaboration among students, faculty, staff, administration, and community partners. In deciding whether to apply for a position with our District, you are strongly encouraged to consider whether your values align with our District's mission and goals for EEO, Diversity, Equity, and Inclusion.   SOCCCD IS AN EQUAL OPPORTUNITY EMPLOYER  Important:  You must make sure that you have completed your  application  for a  posting  by 11:59  p.m. , Pacific Time, on the posting's Job Close Date, along with any  required documents , in order to be considered for the position.
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             Marketing Statement    Ride BART to a satisfying career that lets you both: 1) make a difference to Bay Area residents, and 2) enjoy excellent pay, benefits, and employment stability. BART is looking for people who like to be challenged, work in a fast-paced environment, and have a passion for connecting riders to work, school and other places they need to go. BART offers a competitive salary, comprehensive health benefits, paid time off, and the CalPERS retirement program.  Job Summary   Pay Rate   Non-Represented Pay Band E11    Minimum: $148,935.00/year - Maximum: $225,638.00/year    Note: The negotiable salary offer will be between $148,935.00/year - $218,976.00/year and will be commensurate with education and experience.      Reports To    Assistant Chief Infrastructure Delivery Officer      Current Assignment    This job announcement will be used to fill 3 vacant positions.   The Group Manager will be responsible for overseeing the implementation of major capital projects and program through the various project development and delivery phases. The incumbent will work in Office of Infrastructure Delivery overseeing and leading the diversified team of engineering, construction, project control and project management staff, as well as influencing relationships with third parties and project stakeholders to help ensure successful implementation of District -wide infrastructure projects.    All Group Managers should have extensive experience in leading multiple complex work programs with significant impact to the organization and be a data driven change agent. This senior role requires experience in the creation of new processes and methodologies in complex environments and large infrastructure delivery capital improvement program. These roles currently have direct and indirect reports and operate in a matrix management style across the organization. Ideal candidates should have built Project Management teams to address strategic organizational needs and/or led complex capital programs in regulated industries. This role requires strong ownership skills and the capacity to professionally drive results despite obstacles or bureaucracy. This position must demonstrate excellent stewardship of public funds for the entire department, so outstanding written and verbal communication skills at the intersection of safety, schedule, quality, budget, and operational excellence are needed. Presentation to executives of complex topics in an understandable way may include program/project delivery and controls reporting, funding utilization, and innovative improvement programs. Incumbents must demonstrate superior leadership abilities, strong organizational skills, political acumen, and self-motivation.    Ensures compliance with BART’s policies and procedures and applicable state, federal and local regulations, and laws.  Ensures all design and construction meet operations and maintenance quality standards and expectations.  Provide recommendations, technical assistance and information to the executive management, and departments involved in the design, construction, and management of capital projects.  Acceleration & Innovation in Program and Project Delivery   Project Controls (Quality, Scheduling and Cost Estimating)   Asset & Project Risk Management (ISO, IAM, or FTA background preferred)  Design Engineering, leading technical teams through complex Engineering Challenges   Funding, including complex grant management and contracts.  Building technical teams & growing/retaining personnel   Value Engineering, including documenting analysis for investments and alternatives.  Manages and directs third-party coordination and public affairs activities related to project design and construction.  Directs performance of services by consultants and contractors for successful project completion  Establishes and monitors short- and long-range project goals, budgets schedules, progress, and strategies.      Selection Process    Applications will be screened to assure that minimum qualifications are met. Those applicants who meet minimum qualifications will then be referred to the hiring department for the completion of further selection processes.    The selection process for this position may include a skills/performance demonstration, a written examination, and a panel and/or individual interview.    The successful candidate must have an employment history demonstrating reliability and dependability; provide copies of certificates, diplomas or other documents as required by law, including those establishing his/her right to work in the U. S; pass a pre-employment medical examination which may include a drug and alcohol screen, and which is specific to the essential job functions and requirements. Pre-employment processing will also include a background check. (Does not apply to current full-time District employees unless specific job requires additional evaluations).   Examples of Duties  Supervises and manages the implementation of various capital projects by directly interfacing with the lead BART personnel for each project, other BART departments, outside stakeholders, and design/construction management consultants.  Manages the development and implementation of program goals, objectives, policies and priorities for each assigned area.   Establishes, within District policy, appropriate service and staffing levels; monitors and evaluates the efficiency and effectiveness of service delivery methods and procedures; allocates resource accordingly.  Assigns projects and programmatic areas of responsibility; reviews and evaluates work methods and procedures; meets with key staff to identify and resolve problems.   Assesses and monitors workload, administrative and support systems, and internal reporting relationships; identifies opportunities for improvement; directs and implements changes.   Plans, manages and coordinates with internal and external project stakeholders to discuss and resolve various project implementation issues.   Oversees the management of engineering projects and administration of construction contracts; resolves the most complex design and safety issues; provides contract oversight for consultant services.   Oversees the production of contract documents including specifications, manuals, agreements, and related documents.   Manages the administration of construction and design/build contracts; develops requests for proposal; evaluates bids; makes recommendations on contract award; negotiates contracts; oversees and administers contracts; ensures appropriate technical, legal, and fiscal controls exist within contracts.   Selects, trains, motivates, and evaluates assigned personnel; provides or coordinates staff training; works with employees to correct deficiencies; implements discipline and termination procedures.   Oversees and participates in the development and administration of the program budget; approves the forecast of funds needed for staffing, equipment, materials, and supplies; approves expenditures and implements budgetary adjustments as appropriate and necessary.   Explains, justifies, and defends programs, policies, and activities; negotiates and resolves sensitive and controversial issues.   Provides staff assistance to the Assistant Chief; participates on a variety of boards, commissions, and committees; prepares and presents staff reports and other necessary correspondence.   Attends and participates in professional group meetings; stays abreast of new trends and innovations in the field of engineering and construction management.   Responds to and resolves difficult and sensitive citizen inquiries and complaints.     Minimum Qualifications  Education   Possession of a bachelor’s degree in engineering, construction management, or a related field from an accredited college or university.  Experience   Six (6) years of professional (full-time equivalent) verifiable experience in engineering, project management or related experience which must have included at least two (2) years of management experience.  License or Certificate   Registration as a Professional Engineer in the State of California preferred.  Substitution   Additional professional experience as outlined above may be substituted for the education on a year-for-year basis. A college degree is preferred.  Other Requirements   May require work outside of normal business hours.  Knowledge and Skills  Knowledge of :   Operations of a comprehensive capital engineering and construction program.  Principles and practices of program and project management.  Principles and practices of construction management.  Principles and practices of contract administration.  Principles and practices of policy development and administration.  Methods and techniques of developing engineering and construction specifications, manuals, and related documents.  Project funding types and sources.  Complex design plans and specifications.  Principles and practices of budget preparation and administration.  Principles of supervision, training, and performance evaluation.  Related Federal, State, and local laws, codes, and regulations.    Skill in :   Managing assigned program area within a comprehensive capital engineering and construction program.  Developing and administering program goals, objectives, and procedures.  Analyzing and assessing policies and operational needs and making appropriate adjustments.  Identifying and responding to sensitive community and organizational issues, concerns and needs.  Planning, organizing, directing, and coordinating the work of lower-level staff.  Selecting, supervising, training, and evaluating staff.  Delegating authority and responsibility.  Performing complex project management duties.  Developing engineering plans, specifications, and estimates.  Identifying project risks and formulating mitigation measures.  Preparing clear and concise administrative and financial reports.  Preparing and administering large and complex budgets.  Conflict resolution and mediation.  Negotiating agreements with external entities.  Establishing and maintaining effective working relationships with those contacted in the course of work.  Researching, analyzing, and evaluating new service delivery methods and techniques.  Communicating clearly and concisely, both orally and in writing.        Equal Employment Opportunity   GroupBox1     The San Francisco Bay Area Rapid Transit District is an equal opportunity employer. Applicants shall not be discriminated against because of race, color, sex, sexual orientation, gender identity, gender expression, age (40 and above), religion, national origin (including language use restrictions), disability (mental and physical, including HIV and AIDS), ancestry, marital status, military status, veteran status, medical condition (cancer/genetic characteristics and information), or any protected category prohibited by local, state or federal laws.    The BART Human Resources Department will make reasonable efforts in the examination process to accommodate persons with disabilities or for religious reasons. Please advise the Human Resources Department of any special needs in advance of the examination by emailing at least 5 days before your examination date at employment@bart.gov .    Qualified veterans may be eligible to obtain additional veteran's credit in the selection process for this recruitment (effective Jan. 1, 2013). To obtain the credit, veterans must attach to the application a DD214 discharge document or proof of disability and complete/submit the Veteran's Preference Application no later than the closing date of the posting. For more information about this credit please go to the Veteran's Preference Policy and Application link at www.bart.gov/jobs .  The San Francisco Bay Area Rapid Transit District (BART) prides itself in offering best in class benefits packages to employees of the District. Currently, the following benefits may be available to employees in this job classification.   Highlights    Medical Coverage (or $350/month if opted out)   Dental Coverage   Vision Insurance (Basic and Enhanced Plans Available)   Retirement Plan through the CA Public Employees’ Retirement System (CalPERS)    2% @ 55 (Classic Members)   2% @ 62 (PEPRA Members)   3% at 50 (Safety Members - Classic)   2.7% @ 57 (Safety Members - PEPRA)   Reciprocity available for existing members of many other public retirement systems (see BART website and/or CalPERS website for details)      Money Purchase Pension Plan (in-lieu of participating in Social Security tax)    6.65% employer contribution up to annual maximum of $1,868.65    Deferred Compensation & Roth 457 Sick Leave Accruals (12 days per year) Vacation Accruals (3-6 weeks based on time worked w/ the District) Holidays: 9 observed holidays and 5 floating holidays Life Insurance w/ ability to obtain additional coverage Accidental Death and Dismemberment (AD&D) Insurance Survivor Benefits through BART Short-Term Disability Insurance Long-Term Disability Insurance Flexible Spending Accounts: Health and Dependent Care Commuter Benefits Free BART Passes for BART employees and eligible family members.  Closing Date/Time: Continuous
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         Marketing Statement    Ride BART to a satisfying career that lets you both: 1) make a difference to Bay Area residents, and 2) enjoy excellent pay, benefits, and employment stability. BART is looking for people who like to be challenged, work in a fast-paced environment, and have a passion for connecting riders to work, school and other places they need to go. BART offers a competitive salary, comprehensive health benefits, paid time off, and the CalPERS retirement program.  Job Summary   Pay Rate   Non-Represented Pay Band E11    Minimum: $148,935.00/year - Maximum: $225,638.00/year    Note: The negotiable salary offer will be between $148,935.00/year - $218,976.00/year and will be commensurate with education and experience.      Reports To    Assistant Chief Infrastructure Delivery Officer      Current Assignment    This job announcement will be used to fill 3 vacant positions.   The Group Manager will be responsible for overseeing the implementation of major capital projects and program through the various project development and delivery phases. The incumbent will work in Office of Infrastructure Delivery overseeing and leading the diversified team of engineering, construction, project control and project management staff, as well as influencing relationships with third parties and project stakeholders to help ensure successful implementation of District -wide infrastructure projects.    All Group Managers should have extensive experience in leading multiple complex work programs with significant impact to the organization and be a data driven change agent. This senior role requires experience in the creation of new processes and methodologies in complex environments and large infrastructure delivery capital improvement program. These roles currently have direct and indirect reports and operate in a matrix management style across the organization. Ideal candidates should have built Project Management teams to address strategic organizational needs and/or led complex capital programs in regulated industries. This role requires strong ownership skills and the capacity to professionally drive results despite obstacles or bureaucracy. This position must demonstrate excellent stewardship of public funds for the entire department, so outstanding written and verbal communication skills at the intersection of safety, schedule, quality, budget, and operational excellence are needed. Presentation to executives of complex topics in an understandable way may include program/project delivery and controls reporting, funding utilization, and innovative improvement programs. Incumbents must demonstrate superior leadership abilities, strong organizational skills, political acumen, and self-motivation.    Ensures compliance with BART’s policies and procedures and applicable state, federal and local regulations, and laws.  Ensures all design and construction meet operations and maintenance quality standards and expectations.  Provide recommendations, technical assistance and information to the executive management, and departments involved in the design, construction, and management of capital projects.  Acceleration & Innovation in Program and Project Delivery   Project Controls (Quality, Scheduling and Cost Estimating)   Asset & Project Risk Management (ISO, IAM, or FTA background preferred)  Design Engineering, leading technical teams through complex Engineering Challenges   Funding, including complex grant management and contracts.  Building technical teams & growing/retaining personnel   Value Engineering, including documenting analysis for investments and alternatives.  Manages and directs third-party coordination and public affairs activities related to project design and construction.  Directs performance of services by consultants and contractors for successful project completion  Establishes and monitors short- and long-range project goals, budgets schedules, progress, and strategies.      Selection Process    Applications will be screened to assure that minimum qualifications are met. Those applicants who meet minimum qualifications will then be referred to the hiring department for the completion of further selection processes.    The selection process for this position may include a skills/performance demonstration, a written examination, and a panel and/or individual interview.    The successful candidate must have an employment history demonstrating reliability and dependability; provide copies of certificates, diplomas or other documents as required by law, including those establishing his/her right to work in the U. S; pass a pre-employment medical examination which may include a drug and alcohol screen, and which is specific to the essential job functions and requirements. Pre-employment processing will also include a background check. (Does not apply to current full-time District employees unless specific job requires additional evaluations).   Examples of Duties  Supervises and manages the implementation of various capital projects by directly interfacing with the lead BART personnel for each project, other BART departments, outside stakeholders, and design/construction management consultants.  Manages the development and implementation of program goals, objectives, policies and priorities for each assigned area.   Establishes, within District policy, appropriate service and staffing levels; monitors and evaluates the efficiency and effectiveness of service delivery methods and procedures; allocates resource accordingly.  Assigns projects and programmatic areas of responsibility; reviews and evaluates work methods and procedures; meets with key staff to identify and resolve problems.   Assesses and monitors workload, administrative and support systems, and internal reporting relationships; identifies opportunities for improvement; directs and implements changes.   Plans, manages and coordinates with internal and external project stakeholders to discuss and resolve various project implementation issues.   Oversees the management of engineering projects and administration of construction contracts; resolves the most complex design and safety issues; provides contract oversight for consultant services.   Oversees the production of contract documents including specifications, manuals, agreements, and related documents.   Manages the administration of construction and design/build contracts; develops requests for proposal; evaluates bids; makes recommendations on contract award; negotiates contracts; oversees and administers contracts; ensures appropriate technical, legal, and fiscal controls exist within contracts.   Selects, trains, motivates, and evaluates assigned personnel; provides or coordinates staff training; works with employees to correct deficiencies; implements discipline and termination procedures.   Oversees and participates in the development and administration of the program budget; approves the forecast of funds needed for staffing, equipment, materials, and supplies; approves expenditures and implements budgetary adjustments as appropriate and necessary.   Explains, justifies, and defends programs, policies, and activities; negotiates and resolves sensitive and controversial issues.   Provides staff assistance to the Assistant Chief; participates on a variety of boards, commissions, and committees; prepares and presents staff reports and other necessary correspondence.   Attends and participates in professional group meetings; stays abreast of new trends and innovations in the field of engineering and construction management.   Responds to and resolves difficult and sensitive citizen inquiries and complaints.     Minimum Qualifications  Education   Possession of a bachelor’s degree in engineering, construction management, or a related field from an accredited college or university.  Experience   Six (6) years of professional (full-time equivalent) verifiable experience in engineering, project management or related experience which must have included at least two (2) years of management experience.  License or Certificate   Registration as a Professional Engineer in the State of California preferred.  Substitution   Additional professional experience as outlined above may be substituted for the education on a year-for-year basis. A college degree is preferred.  Other Requirements   May require work outside of normal business hours.  Knowledge and Skills  Knowledge of :   Operations of a comprehensive capital engineering and construction program.  Principles and practices of program and project management.  Principles and practices of construction management.  Principles and practices of contract administration.  Principles and practices of policy development and administration.  Methods and techniques of developing engineering and construction specifications, manuals, and related documents.  Project funding types and sources.  Complex design plans and specifications.  Principles and practices of budget preparation and administration.  Principles of supervision, training, and performance evaluation.  Related Federal, State, and local laws, codes, and regulations.    Skill in :   Managing assigned program area within a comprehensive capital engineering and construction program.  Developing and administering program goals, objectives, and procedures.  Analyzing and assessing policies and operational needs and making appropriate adjustments.  Identifying and responding to sensitive community and organizational issues, concerns and needs.  Planning, organizing, directing, and coordinating the work of lower-level staff.  Selecting, supervising, training, and evaluating staff.  Delegating authority and responsibility.  Performing complex project management duties.  Developing engineering plans, specifications, and estimates.  Identifying project risks and formulating mitigation measures.  Preparing clear and concise administrative and financial reports.  Preparing and administering large and complex budgets.  Conflict resolution and mediation.  Negotiating agreements with external entities.  Establishing and maintaining effective working relationships with those contacted in the course of work.  Researching, analyzing, and evaluating new service delivery methods and techniques.  Communicating clearly and concisely, both orally and in writing.        Equal Employment Opportunity   GroupBox1     The San Francisco Bay Area Rapid Transit District is an equal opportunity employer. Applicants shall not be discriminated against because of race, color, sex, sexual orientation, gender identity, gender expression, age (40 and above), religion, national origin (including language use restrictions), disability (mental and physical, including HIV and AIDS), ancestry, marital status, military status, veteran status, medical condition (cancer/genetic characteristics and information), or any protected category prohibited by local, state or federal laws.    The BART Human Resources Department will make reasonable efforts in the examination process to accommodate persons with disabilities or for religious reasons. Please advise the Human Resources Department of any special needs in advance of the examination by emailing at least 5 days before your examination date at employment@bart.gov .    Qualified veterans may be eligible to obtain additional veteran's credit in the selection process for this recruitment (effective Jan. 1, 2013). To obtain the credit, veterans must attach to the application a DD214 discharge document or proof of disability and complete/submit the Veteran's Preference Application no later than the closing date of the posting. For more information about this credit please go to the Veteran's Preference Policy and Application link at www.bart.gov/jobs .  The San Francisco Bay Area Rapid Transit District (BART) prides itself in offering best in class benefits packages to employees of the District. Currently, the following benefits may be available to employees in this job classification.   Highlights    Medical Coverage (or $350/month if opted out)   Dental Coverage   Vision Insurance (Basic and Enhanced Plans Available)   Retirement Plan through the CA Public Employees’ Retirement System (CalPERS)    2% @ 55 (Classic Members)   2% @ 62 (PEPRA Members)   3% at 50 (Safety Members - Classic)   2.7% @ 57 (Safety Members - PEPRA)   Reciprocity available for existing members of many other public retirement systems (see BART website and/or CalPERS website for details)      Money Purchase Pension Plan (in-lieu of participating in Social Security tax)    6.65% employer contribution up to annual maximum of $1,868.65    Deferred Compensation & Roth 457 Sick Leave Accruals (12 days per year) Vacation Accruals (3-6 weeks based on time worked w/ the District) Holidays: 9 observed holidays and 5 floating holidays Life Insurance w/ ability to obtain additional coverage Accidental Death and Dismemberment (AD&D) Insurance Survivor Benefits through BART Short-Term Disability Insurance Long-Term Disability Insurance Flexible Spending Accounts: Health and Dependent Care Commuter Benefits Free BART Passes for BART employees and eligible family members.  Closing Date/Time: Continuous
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             Marketing Statement    Ride BART to a satisfying career that lets you both: 1) make a difference to Bay Area residents, and 2) enjoy excellent pay, benefits, and employment stability. BART is looking for people who like to be challenged, work in a fast-paced environment, and have a passion for connecting riders to work, school and other places they need to go. BART offers a competitive salary, comprehensive health benefits, paid time off, and the CalPERS retirement program.  Job Summary   Pay Rate  Non-Represented Pay Band 10 Annual Salary: $139,192.00 (Minimum) - $210,876.00 (Maximum) Note: The negotiable salary offer will be between $139,192.00/year - $197,447.18/year, commensurate with education and experience.   Current Assignment  The selected incumbent will be responsible for the overall management of BART's Asset Management program and will lead BART’s Asset Management Program towards ISO55000 certification, collaborate with cross functional stakeholders to develop systematic processes that manage strategic risk to organizational objectives, and coordinate the Asset Management Program’s maturity across the Agency:  - Advance the BART Asset Management Program in accordance with international best practices, and as guided by the Asset Management Policy, to identify and minimize risk to the BART mission, vision, goals and objectives. - Integrate physical asset management principles and advanced statistical modeling to provide governance and insight over BART's $40 billion-dollar asset inventory and ensure compliance with FTA, and other oversight agencies’, asset management requirements. - Develop innovative ways/systematic processes to identify & communicate strategic risk to the BART Strategic Plan Framework (BSP) including documenting/tracking the activities of all BART Departments while maintaining line of sight with the BSP goals and objectives. - Ability to compose required documentation to address compliance requirements, synthesize various stakeholder needs/contributions, and communicate Asset Management Program activities in a polished and professional manner to all levels of the District. - Initiates and implements both project and process governance frameworks to improve transparency and internal controls. Program documentation must be compliant, professionally presented, and appropriate for the audience. - Understands government funding options/restrictions and develop strategic relationships with key departments (Budget, Performance & Risk, Strategic Planning) to identify/recommend solutions to problems (mitigate risk). - Stays abreast of international asset management initiatives and persuades stakeholders to support new strategic initiatives to mature BART's asset management way of life. - Must be gently relentless in implementation skills/follow up with Districtwide departments to ensure the completion of activities accurately and on-time for executive management (General Manager, AGM of Performance & Finance, etc.). - Knowledge of FTA Asset Management requirements and international "strategic" asset management best practices. - Experience with internal audit, governance and or compliance preferably in a government agency. - Occasional travel is required to represent BART in national asset management conferences/FTA Roundtable (meetings).   Selection Process  Applications will be screened to assure that minimum qualifications are met. Those applicants who meet minimum qualifications will then be referred to the hiring department for the completion of further selection processes.  The selection process for this position may include a skills/performance demonstration, a written examination, and a panel and/or individual interview.  The successful candidate must have an employment history demonstrating reliability and dependability; provide copies of certificates, diplomas or other documents as required by law, including those establishing his/her right to work in the U. S; pass a pre-employment medical examination which may include a drug and alcohol screen, and which is specific to the essential job functions and requirements. Pre-employment processing will also include a background check. (Does not apply to current full-time District employees unless specific job requires additional evaluations).  Examples of Duties  Assumes leadership and management responsibility for the District’s strategic asset management program, including assisting in the development and implementation of data governance required to meet international standards.  Develops, implements and manages the District’s advanced statistical modeling, data mining, segmentation and quantitative analyses, and documentation process activities related to the Strategic Asset Management program.   Manages the District’s asset management data-driven decision-making process to inform decision makers of strategic risks and monitor/track risk applications to mitigate identified risks.   Ensures compliance with asset management related regional and/or federal reporting requirements.   Partners with departments to identify, guide, and advise on Strategic Asset Management activities and operations including the identification of key performance indicators related to asset management.   Collaborates with the Office of the Chief Information Officer (OCIO) to drive innovative analytics and data science solutions, including data, tools, methods, and infrastructure.   Manages the preparation and coordination of reports including recommendations to the Board of Directors, committees and other management staff; manages the preparation of correspondence, reports and documents for completeness, accuracy and compliance with District policies and procedures and the maintenance of accurate records and files.   Manages and participates in the development and implementation of goals, objectives, policies, and priorities for assigned programs; recommends and administers policies and procedures.   Supervises staff and outside contractors; serves as liaison between departments and departments and/or executive offices to ensure program and project implementation.   Serves as staff on a variety of boards, commissions, and committees; prepares and presents staff reports and other necessary correspondence.   Stays abreast of industry trends, techniques, tools and use cases to steer internal improvement and innovation of advanced analytics and data science.     Minimum Qualifications  Education : Possession of a bachelor’s degree in Business, Engineering, Mathematics, Finance, Computer Science, or a closely related field from an accredited college or university.    Experience : The equivalent of five (5) years of full-time progressively responsible experience in asset management, strategic planning, change management, operations or performance management experience or related experience. At least two (2) years of required experience must have included management level responsibilities.    Substitution : Additional professional experience as outlined above may be substituted for the education on a year-for- year basis. A college degree is preferred.  Knowledge and Skills  Knowledge of :  Operational characteristics of enterprise grade relational databases, configuration management and the practical application of computerized maintenance management systems (CMMS) data  Operational characteristics of Enterprise Asset Management (EAM) systems, performance management systems and enterprise risk frameworks  Methods and techniques of contract development and program development  International Best Practices in Strategic Asset Management (ISO55000), Reliability Engineering or Quality Management principles  Funding constraints and regulatory policies/procedures of BART or similar agencies  Related Federal, State and local laws, codes and regulations     Skill/Ability in :  Designing, documenting and implementing entity-wide change management processes including necessary communication strategies  Creating and applying a strategic risk framework that records entity-wide activities and identifies risks to organizational objectives  Analyzing complex and difficult process control problems, evaluating alternatives and reaching sound conclusions (provide supporting evidence)  Staying abreast and quickly absorbing the function of changing technological tools and recommending/applying them to continually improve/mature BART’s asset management program  Identifying risks/inefficiencies in business processes, performing root cause analyses, recommending creative solutions and implementing performance monitoring procedures to track and document risk application effectiveness  Comprehending and translating highly complex data models and concepts to all stakeholders  Directing and coordinating the work of lower level staff and ensuring objectives are met in a matrixed reporting structure  Interpreting, applying and ensuring compliance with Federal, State and local policies, laws and regulations  Communicating clearly and concisely, both orally and in writing to stakeholders at all levels of the Agency  Operating office equipment including computers and supporting word processing, spreadsheet and presentation applications  Establishing and maintaining effective working relationships with those contacted during the course of work        Equal Employment Opportunity   GroupBox1     The San Francisco Bay Area Rapid Transit District is an equal opportunity employer. Applicants shall not be discriminated against because of race, color, sex, sexual orientation, gender identity, gender expression, age (40 and above), religion, national origin (including language use restrictions), disability (mental and physical, including HIV and AIDS), ancestry, marital status, military status, veteran status, medical condition (cancer/genetic characteristics and information), or any protected category prohibited by local, state or federal laws.    The BART Human Resources Department will make reasonable efforts in the examination process to accommodate persons with disabilities or for religious reasons. Please advise the Human Resources Department of any special needs in advance of the examination by emailing at least 5 days before your examination date at employment@bart.gov .    Qualified veterans may be eligible to obtain additional veteran's credit in the selection process for this recruitment (effective Jan. 1, 2013). To obtain the credit, veterans must attach to the application a DD214 discharge document or proof of disability and complete/submit the Veteran's Preference Application no later than the closing date of the posting. For more information about this credit please go to the Veteran's Preference Policy and Application link at www.bart.gov/jobs .  The San Francisco Bay Area Rapid Transit District (BART) prides itself in offering best in class benefits packages to employees of the District. Currently, the following benefits may be available to employees in this job classification.   Highlights    Medical Coverage (or $350/month if opted out)   Dental Coverage   Vision Insurance (Basic and Enhanced Plans Available)   Retirement Plan through the CA Public Employees’ Retirement System (CalPERS)    2% @ 55 (Classic Members)   2% @ 62 (PEPRA Members)   3% at 50 (Safety Members - Classic)   2.7% @ 57 (Safety Members - PEPRA)   Reciprocity available for existing members of many other public retirement systems (see BART website and/or CalPERS website for details)      Money Purchase Pension Plan (in-lieu of participating in Social Security tax)    6.65% employer contribution up to annual maximum of $1,868.65    Deferred Compensation & Roth 457 Sick Leave Accruals (12 days per year) Vacation Accruals (3-6 weeks based on time worked w/ the District) Holidays: 9 observed holidays and 5 floating holidays Life Insurance w/ ability to obtain additional coverage Accidental Death and Dismemberment (AD&D) Insurance Survivor Benefits through BART Short-Term Disability Insurance Long-Term Disability Insurance Flexible Spending Accounts: Health and Dependent Care Commuter Benefits Free BART Passes for BART employees and eligible family members.  Closing Date/Time: Continuous
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         Marketing Statement    Ride BART to a satisfying career that lets you both: 1) make a difference to Bay Area residents, and 2) enjoy excellent pay, benefits, and employment stability. BART is looking for people who like to be challenged, work in a fast-paced environment, and have a passion for connecting riders to work, school and other places they need to go. BART offers a competitive salary, comprehensive health benefits, paid time off, and the CalPERS retirement program.  Job Summary   Pay Rate  Non-Represented Pay Band 10 Annual Salary: $139,192.00 (Minimum) - $210,876.00 (Maximum) Note: The negotiable salary offer will be between $139,192.00/year - $197,447.18/year, commensurate with education and experience.   Current Assignment  The selected incumbent will be responsible for the overall management of BART's Asset Management program and will lead BART’s Asset Management Program towards ISO55000 certification, collaborate with cross functional stakeholders to develop systematic processes that manage strategic risk to organizational objectives, and coordinate the Asset Management Program’s maturity across the Agency:  - Advance the BART Asset Management Program in accordance with international best practices, and as guided by the Asset Management Policy, to identify and minimize risk to the BART mission, vision, goals and objectives. - Integrate physical asset management principles and advanced statistical modeling to provide governance and insight over BART's $40 billion-dollar asset inventory and ensure compliance with FTA, and other oversight agencies’, asset management requirements. - Develop innovative ways/systematic processes to identify & communicate strategic risk to the BART Strategic Plan Framework (BSP) including documenting/tracking the activities of all BART Departments while maintaining line of sight with the BSP goals and objectives. - Ability to compose required documentation to address compliance requirements, synthesize various stakeholder needs/contributions, and communicate Asset Management Program activities in a polished and professional manner to all levels of the District. - Initiates and implements both project and process governance frameworks to improve transparency and internal controls. Program documentation must be compliant, professionally presented, and appropriate for the audience. - Understands government funding options/restrictions and develop strategic relationships with key departments (Budget, Performance & Risk, Strategic Planning) to identify/recommend solutions to problems (mitigate risk). - Stays abreast of international asset management initiatives and persuades stakeholders to support new strategic initiatives to mature BART's asset management way of life. - Must be gently relentless in implementation skills/follow up with Districtwide departments to ensure the completion of activities accurately and on-time for executive management (General Manager, AGM of Performance & Finance, etc.). - Knowledge of FTA Asset Management requirements and international "strategic" asset management best practices. - Experience with internal audit, governance and or compliance preferably in a government agency. - Occasional travel is required to represent BART in national asset management conferences/FTA Roundtable (meetings).   Selection Process  Applications will be screened to assure that minimum qualifications are met. Those applicants who meet minimum qualifications will then be referred to the hiring department for the completion of further selection processes.  The selection process for this position may include a skills/performance demonstration, a written examination, and a panel and/or individual interview.  The successful candidate must have an employment history demonstrating reliability and dependability; provide copies of certificates, diplomas or other documents as required by law, including those establishing his/her right to work in the U. S; pass a pre-employment medical examination which may include a drug and alcohol screen, and which is specific to the essential job functions and requirements. Pre-employment processing will also include a background check. (Does not apply to current full-time District employees unless specific job requires additional evaluations).  Examples of Duties  Assumes leadership and management responsibility for the District’s strategic asset management program, including assisting in the development and implementation of data governance required to meet international standards.  Develops, implements and manages the District’s advanced statistical modeling, data mining, segmentation and quantitative analyses, and documentation process activities related to the Strategic Asset Management program.   Manages the District’s asset management data-driven decision-making process to inform decision makers of strategic risks and monitor/track risk applications to mitigate identified risks.   Ensures compliance with asset management related regional and/or federal reporting requirements.   Partners with departments to identify, guide, and advise on Strategic Asset Management activities and operations including the identification of key performance indicators related to asset management.   Collaborates with the Office of the Chief Information Officer (OCIO) to drive innovative analytics and data science solutions, including data, tools, methods, and infrastructure.   Manages the preparation and coordination of reports including recommendations to the Board of Directors, committees and other management staff; manages the preparation of correspondence, reports and documents for completeness, accuracy and compliance with District policies and procedures and the maintenance of accurate records and files.   Manages and participates in the development and implementation of goals, objectives, policies, and priorities for assigned programs; recommends and administers policies and procedures.   Supervises staff and outside contractors; serves as liaison between departments and departments and/or executive offices to ensure program and project implementation.   Serves as staff on a variety of boards, commissions, and committees; prepares and presents staff reports and other necessary correspondence.   Stays abreast of industry trends, techniques, tools and use cases to steer internal improvement and innovation of advanced analytics and data science.     Minimum Qualifications  Education : Possession of a bachelor’s degree in Business, Engineering, Mathematics, Finance, Computer Science, or a closely related field from an accredited college or university.    Experience : The equivalent of five (5) years of full-time progressively responsible experience in asset management, strategic planning, change management, operations or performance management experience or related experience. At least two (2) years of required experience must have included management level responsibilities.    Substitution : Additional professional experience as outlined above may be substituted for the education on a year-for- year basis. A college degree is preferred.  Knowledge and Skills  Knowledge of :  Operational characteristics of enterprise grade relational databases, configuration management and the practical application of computerized maintenance management systems (CMMS) data  Operational characteristics of Enterprise Asset Management (EAM) systems, performance management systems and enterprise risk frameworks  Methods and techniques of contract development and program development  International Best Practices in Strategic Asset Management (ISO55000), Reliability Engineering or Quality Management principles  Funding constraints and regulatory policies/procedures of BART or similar agencies  Related Federal, State and local laws, codes and regulations     Skill/Ability in :  Designing, documenting and implementing entity-wide change management processes including necessary communication strategies  Creating and applying a strategic risk framework that records entity-wide activities and identifies risks to organizational objectives  Analyzing complex and difficult process control problems, evaluating alternatives and reaching sound conclusions (provide supporting evidence)  Staying abreast and quickly absorbing the function of changing technological tools and recommending/applying them to continually improve/mature BART’s asset management program  Identifying risks/inefficiencies in business processes, performing root cause analyses, recommending creative solutions and implementing performance monitoring procedures to track and document risk application effectiveness  Comprehending and translating highly complex data models and concepts to all stakeholders  Directing and coordinating the work of lower level staff and ensuring objectives are met in a matrixed reporting structure  Interpreting, applying and ensuring compliance with Federal, State and local policies, laws and regulations  Communicating clearly and concisely, both orally and in writing to stakeholders at all levels of the Agency  Operating office equipment including computers and supporting word processing, spreadsheet and presentation applications  Establishing and maintaining effective working relationships with those contacted during the course of work        Equal Employment Opportunity   GroupBox1     The San Francisco Bay Area Rapid Transit District is an equal opportunity employer. Applicants shall not be discriminated against because of race, color, sex, sexual orientation, gender identity, gender expression, age (40 and above), religion, national origin (including language use restrictions), disability (mental and physical, including HIV and AIDS), ancestry, marital status, military status, veteran status, medical condition (cancer/genetic characteristics and information), or any protected category prohibited by local, state or federal laws.    The BART Human Resources Department will make reasonable efforts in the examination process to accommodate persons with disabilities or for religious reasons. Please advise the Human Resources Department of any special needs in advance of the examination by emailing at least 5 days before your examination date at employment@bart.gov .    Qualified veterans may be eligible to obtain additional veteran's credit in the selection process for this recruitment (effective Jan. 1, 2013). To obtain the credit, veterans must attach to the application a DD214 discharge document or proof of disability and complete/submit the Veteran's Preference Application no later than the closing date of the posting. For more information about this credit please go to the Veteran's Preference Policy and Application link at www.bart.gov/jobs .  The San Francisco Bay Area Rapid Transit District (BART) prides itself in offering best in class benefits packages to employees of the District. Currently, the following benefits may be available to employees in this job classification.   Highlights    Medical Coverage (or $350/month if opted out)   Dental Coverage   Vision Insurance (Basic and Enhanced Plans Available)   Retirement Plan through the CA Public Employees’ Retirement System (CalPERS)    2% @ 55 (Classic Members)   2% @ 62 (PEPRA Members)   3% at 50 (Safety Members - Classic)   2.7% @ 57 (Safety Members - PEPRA)   Reciprocity available for existing members of many other public retirement systems (see BART website and/or CalPERS website for details)      Money Purchase Pension Plan (in-lieu of participating in Social Security tax)    6.65% employer contribution up to annual maximum of $1,868.65    Deferred Compensation & Roth 457 Sick Leave Accruals (12 days per year) Vacation Accruals (3-6 weeks based on time worked w/ the District) Holidays: 9 observed holidays and 5 floating holidays Life Insurance w/ ability to obtain additional coverage Accidental Death and Dismemberment (AD&D) Insurance Survivor Benefits through BART Short-Term Disability Insurance Long-Term Disability Insurance Flexible Spending Accounts: Health and Dependent Care Commuter Benefits Free BART Passes for BART employees and eligible family members.  Closing Date/Time: Continuous
    

														
							Load more						
									

			

					

	



            

                

                    

                        

                            

                            Modal Window


                        


                        



                        


                    


                


            


        


    



	
		
									
				
						
							Employer Tools

						
	Post a Job
	Request Information
	Employer Registration
	Employer Resources
	Employers FAQ
	Leveraging Your Online Presence
	Health and Wellness Empowerment


				

				
						
							Career Tools

						
	Job Seeker Tools
	Search for Jobs
	Post a Resume
	Location Spotlight
	Community Listings
	Questions and Answers
	Hire Government Initiative


				

				
						
							Gov Talk

						
	COVID Resources
	Education/Training
	Eligibility/Hiring Issues
	Job Descriptions/Glossary
	Overview
	Trends
	Public Sector News
	Our Authors


				

				
						
							Career Advice

						
	Networking/Interviewing
	On the Job
	Personality Assessment
	Resumes/Cover Letters
	Innovations
	Social Media


									
					EN
ES


				

			
				

			

			© 2000-2024 by Careers in Government  | Privacy Policy | Accessibility Statement
					 
	 
	 
	 


			

		

	





    

    

    

    



    



    

    

    

    

    


    

    

    

    



    



         
 	
 	
	
 	
 	


