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Wed, July 8, 2015 
           7:00 PM – Regular Meeting 
           6:30 – Closed Session 
  

 
Board of Directors 

Community Center 
19 Seacape Drive 

Muir Beach, CA 94965 
 

 
 

SPECIAL NEEDS 
 

In compliance with the Americans with Disabilities Act, if you need special assistance to partici-
pate in this meeting, please contact the District Manager at 415-388-7804.  Notification 48 
hours prior to the meeting will enable the District to make reasonable arrangements to ensure 
participation in the meeting. 
 

 
AGENDA 

Item 1 CALL TO ORDER 
 

Steve Shaffer, Board President  Steve Wynn, District Manager 
Paul Jeschke, Board Vice President Sharry Mullin, Meeting Secretary 
Scott Bender, Director 
Peter Lambert, Director 

 
 
Item 2 NATIONAL PARK SERVICE REPORT 
 
Representatives of the National Park Service may be present to update the community on NPS 
projects.  In accordance with a prior understanding, NPS will provide us with a list of topics to be 
discussed. 
 
Item 3 DISCUSSION OF PROCESS FOR THE DISTRICT MANAGER SEARCH 
 

A) Search for committee members for the interview process. 
B) Address the copy of the DM job description. 
C) Schedule for posting DM job opening. 
D) Start date for the interviews. 

(Please find the existing job description below. A later draft will also be considered at the meeting)  
 
 
Item 4 RECREATION ITEMS 
 
Playground financial wrap up 
 
 
 



 
 
Item 5 PUBLIC OPEN TIME 

 
The Brown Act provides that no action or discussion shall be undertaken on any item not published 
on this agenda.  This is intended to let people know a topic is up for discussion so they can decide 
whether to attend a meeting.  That said, items may be proposed by members of the audience dur-
ing public open time for inclusion in future agendas, and brief responses may be made to questions 
posed to Board members or staff.  In addition: 

  
1.  Topics should be within the four powers of the CSD ((1) water, (2) roads, (3) fire & (4) 

recreation). 
2.  The topic should not be elsewhere on the agenda. 
3.  Public comments are limited to 3 minutes per speaker, unless waived by the Board. 
4.  The period for public open time is limited to 15 minutes, unless waived by the Board. 

 
 
Item 6 SELECTION OF DATE FOR NEXT MEETING –  
 
Item 7 CLOSED SESSION ITEM 
 
The California Government Code provides that certain matters such as litigation, personnel mat-
ters, and real estate negotiations may be conducted in closed session.  The matters shall be identi-
fied as set out below.  After any closed session, the legislative body shall reconvene in open ses-
sion prior to adjournment and make disclosure of action taken during the closed session. 
 

 Public Employee Performance Evaluation – Title: Water Manager, authorized by CA 
Gov’t Code Section 54954.5(e) 

 
 
Item 8 ADJOURNMENT 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

District Manager Responsibilities                                                         June 2015 

  General Description of Responsibilities 
Pursuant to California Government Code and the Bylaws of the Muir Beach CSD, the District Manag-
er shall be responsible for the following: 
A. The implementation of policies established by the Board of Directors for the operation of the 

District. 

B. The appointment, supervision, compensation, discipline and dismissal of the District’s employ-
ees and volunteers, consistent with policies established by the Board of Directors. 

C. The supervision and management of the District’s facilities and services. 

D. The supervision and management of the District’s finances. 

In Muir Beach, the primary areas of responsibility pertain to operating the District, including water 
management, fire protection, easements and roads, and CSD properties for recreational purposes. 
Characteristic Responsibilities 
The District Manager 
A. Serves at the pleasure of and is accountable to the Board of Directors for all staff and related 

contractor functions and activities within policy guidance and all applicable federal, state, and 
county laws and regulations 

B. Directs and coordinates the development and implementation of goals, objectives, policies, pro-
cedures, programs for the District. 

C. Acts as staff for the Board of Directors, advises the Board on issues and programs, prepares and 
recommends plans for District funding and service provisions and directs the development of 
specific proposals for action regarding current and future District needs. 

D. Represents the Board and District in contacts with District customers, as well as governmental 
agencies, community groups, business, professional and legislative organizations.   



E. Acts as a District liaison with the media. 

F. Assures that the Board is kept informed of District program and financial status and of legal, so-
cial, and economic issues affecting District activities. 

G. Enforces rules and regulations for the administration, operation, use and maintenance of District 
facilities, property and services 

H. In concert with District Counsel, monitors changes in the law and operational process changes 
that may affect District operations.  Implements operational and procedural modification as re-
quired. 

 
 
 
Example Duties – Water System 
A. Review Water system reporting for anomalies (every few days) 

B. Review graphs on Internet showing tank levels and chlorine residuals.  Advise staff employees to 
make adjustments as needed. (every few days).    

C. Track total water consumption.  Note and report on trends (every few days and monthly). 

D. Review water usage spreadsheet, contact and work with large and excessive users to conserve 
water (bi-monthly). 

E. Negotiate, prepare and revise plans required by Division of Drinking Water (DDW) (ad hoc). 

F. Prepare and submit monthly information to comply with operations plan for chlorine and silicate 
treatment (monthly)  

G. Prepare and submit water report to DDW (annually).   

H. Prepare and submit water production report for State Department of Water Rights (annually). 

I. Prepare water quality report for distribution to community (annually). 

J. Identify and schedule water test to comply with DDW requirements (ad hoc). 

K. Accompany state inspectors for periodic water system inspections (ad hoc). 

L. Maintain/update map of water system and water system records (ad hoc). 

M. Prepare resolutions/ordinances for compliance with state conservation programs, for water rate 
increases, etc. (ad hoc). 

N. Be available for system problems, including water emergencies requiring boil water or do not 
contact water notices (ad hoc). 

Example Duties – Administrative 



A. Review bills to be paid prior to preparation of checks (weekly). 
B. Review payroll timesheets prior to submittal to Paychex (bi-weekly). 
C. Oversee district employees (continuous). 
D. Oversee Community Center (continuous). 
E. Working with the Directors, prepare Agendas for Board meetings (monthly). 
F. Notify District customers and residents of CSD meetings, elections and events (ad 

hoc). 
G. Edit minutes prepared by meeting secretary, review with Directors as necessary, and 

then post and distribute (monthly). 
H. Design and maintain procedures to comply with audit guidelines (throughout year). 
I. Make changes to chart of accounts (as needed). 
J. Keep books and records in shape required for audit (throughout year).   
K. Oversee periodic audits (Annually or bi-annually). 
L. Ensure district complies with its bylaws, with applicable laws, including Brown Act.  

Work with County Counsel to assist. (As needed) 
M. Prepare documentation for Elections Dept. (annually). 
N. Oversee preparation of Form 700s (financial interests) by directors (annually). 
O. Oversee and negotiate all insurance policies (annually). 
P. Work with bookkeeper for submittal of financial audit report to State Controller’s Of-

fice (annually). 
Q. Prepare budget for CSD (annually). 
R. Provide compensation report for State (annually). 
S. Comply with audit requests from County for Measure A (in process - info gathering). 
T. Comply with Public Records Act Requests (i.e. compensation report to San Jose Mer-

cury News). 
U. Monitor condition of District property and supervise necessary maintenance 
 
Example Duties – Projects 
A. Identify, plan for, oversee design and implement capital improvement projects - e.g. 

water tank replacement, fire station, road upgrades, trail upgrades, Community Cen-
ter improvements and water system enhancements.  Work closely with District cus-
tomers and relevant constituents to efficiently complete projects. 

B. Oversee community communications pertaining to any projects. 
C. Comply with report requests from the Local Agency Formation Commission (LAFCO) 

(ad hoc). 
D. Comply with report requests from County Supervisors (ad hoc). 
 
Capabilities and Qualifications 
A. Must have California Class C driver’s license and satisfactory driving record. 
B. Must carry adequate vehicle insurance 
C. Education equivalent to four year college or university with bachelor’s degree or 

higher, preferably in engineering, public administration or a related field. 
D. Five (5) years’ experience in public agency management position. 



E. Familiarity with water management processes, with drinking water certification (treat-
ment and/or distribution) preferable. 

 



 

 

 












