
 
PO Box 5522/63365 Boat Basin Road

Charleston, OR 97420

Phone: 541-888-3911   Fax: 541-888-2540

charlestonsanitary@epuerto.net

Website: Charlestonsd.com  


GENERAL MANAGER

Salary: Negotiable
Plus, Excellent Benefits

Vacancy 

The Charleston Sanitary District is located on the Southern Oregon Coast where recreational opportunities and beautiful scenery abound, providing a quality living and working environment.  The utility serves a population of 4,600 through 1982 accounts outside of the city limits of Coos Bay along the southern coast of Coos County.

The General Manager reports directly to the Board of Directors, who are elected by the County residents within the District boundaries.  The General Manager exercises management over all Sewer District Interests.  The Charleston Sanitary District seeks candidates for this position who will continue to lead the utility in proactive sewer resources, operations, and infrastructure management.

The ideal candidate will have a minimum of 5 years of senior responsible utility management or similar government service sector agency operation. The ideal candidate will also have:
· Knowledge of wastewater utility operations

· Knowledge and experience in finance and administrative services.  Ability to present ideas to the Board of Directors, staff, and other governmental organization; locally and statewide.
· Understand customer service as a priority in utility operations.

· Ability to create yearly and administer budgets and understands financial plans and monitors fiscal performance.

· Apply methods and procedures used in project management and control; or any satisfactory equivalent combination of experience and training which demonstrates the knowledge, skills, and abilities to perform the above duties.

· Graduation from a college or university with a Bachelor's Degree in Engineering, Business Administration or equivalent related water/wastewater utility experience is required.

DESIRABLE QUALIFICATION--Bachelor of Science in Engineering or Public Administration or discipline related to the effective management of a utility; Equivalent experience in managing a water or wastewater utility; or Certification as a Wastewater Treatment or Professional Engineer.

Application Forms and Job Description are available from the District Office or can be obtained at:
Email: charlestonsanitary@epuerto.net

Charleston Sanitary District

Att: General Manager

PO Box 5522
63365 Boat Basin Road
Charleston, OR 97420
Phone: 541-888-3911 

Overall Purpose of the Job:

Directs all operations and activities of the District which includes, but is not limited to, Administration, Support Services, Finances, Engineering and Field Operations.  Responsible to a five-member elected Board of Directors for all adminstrative and operation functions of the District including, but limited to,  strategic long-range planning and capital improvement program.  Represents the District at meetings within the District and to outside organizations and agencies.
Essential Job Functions:

· Directs and coordinates the overall management of the District in accordance with federal and state laws and regulations, the procedures and the policies set out in District Ordinance 94-22-R, and all additional Ordinances and Resolutions adopted by the Board of Directors.
· Coordinates with local, regional, state, and federal agencies with regards to sewage disposal and containment policies and regulations.

· Maintains the integrity of the District by providing the ratepayers with the highest quality service at the least possible cost.

· Oversees all communications with the general public, such as brochures, mailings, media news releases, etc.

· Subject to final approval by the Board of Directors, approves the hiring of employees,  and employee compensation, training, education, performance evaluations, discipline, and termination of all District employees.

· Subject to final approval by the Board of Directors when required, Solicits, negotiates, and approves contracts for goods and services and lease agreements for District real property. 
· Serves on and provides support to committees, task forces and advisory groups, as necessary.

· Provides direction to staff to ensure the District goals and objectives are met.
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GENERAL MANAGER
General Statement of Duties--Overall responsibility to progressive plan, manage and direct the functions of the District to ensure compliance with state statues, applicable government regulations and goals and policies; and as specified in CSD Ordinance 94-22-R high quality, cost-effective and dependable utility operations.
Supervision Received--Works under the general direction of the Board of Directors.

Supervision Exercised--Exercises supervision over all District functions through general duties as Operations Manager, Finance Manager, Engineer Manager, and Administrative Manager.

Essential Job Functions

1. Effectively plans, coordinates, and directs including administration, operations, finance, infrastructure development and management.

2. Fosters and maintains working relationships and coordination with The City of Coos Bay.

3. Acts as the Human Resource Administrator; subject to Board approval exercises full authority to employ and discharge employees, prescribes duties and responsibilities of employees; responsible for formal disciplinary actions and separations from service.

4. Develops, recommends, and implements current and long-range goals, objectives, plans and policies, subject to Board of Director's approval.

5. Maintains communication with Board of Directors regarding policy administration, regulatory compliance, interagency agreements, directs preparation of agendas and resolutions for Board Meetings.
6. Promotes the District through participation in community and/or trade associations; represents the Sewer District when appropriate before City, legislative, public, and private groups; represents the Sewer District on intergovernmental and association issues, attends meetings outside of normal work hours.

7. Oversees plans for revenue sources including rates, fees, and debt instruments; directs the development of the utility operations and capital budgets and administers budgets towards the short-term and long-term viability of the Board of Directors.
8. Ensures ongoing emergency preparedness and public and employee safety through development and implementation of plans, activates and procedures.

9. Maintains visibility and direct contact with employees to ensure a workplace environment that supports open communication, accountability, and high productivity among employees.

10. Designs and implements policies for effective customer service-oriented operation of the District.
11. Authorizes purchases of materials and equipment and prepares bidding documents or assigns these tasks as appropriate. 
12. Works with the District’s attorney, engineer and accountant as needed and required to perform the services as required for District.
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Knowledge Required:
· Bachelor's degree with an emphasis in engineering, business is desirable, but not required and/or a minimum of five (5) years’ management experience in water/wastewater utility.
· Dedication to keeping professional and industrial knowledge current.

· Knowledge and ability to read fine-detail maps, drawing, and other similar documents.

· Advanced knowledge of basic computer operations and Microsoft applications such Word, Excel, Outlook, etc.

· Knowledge of Oregon ethic regulations for public employees.

· Knowledge of local government accounting and budgeting conventions and principles. 

· Knowledge to interpret and apply relevant federal, state, and local statues, ordinances,  rules, and regulations.
Special Skills and Qualities:

· Excellent communication skills with the ability to work effectively with all types of personalities and situations.

· Outstanding analytical skills.

· Ability to diffuse, communicate both orally and in writing with Board members, employees, local, regional, state, and federal agencies.
· Ability to effectively understand technical reports.

· Ability to make decisions in accordance with established policies and to use initiative and judgment in carrying out tasks and responsibilities with no instruction or guidance.

· Plan and monitor the operating budget and long-term capital improvement plans.

· Good working understanding of utility management and operations, including wastewater transmission and distribution.

· Ability to make presentations to a wide variety of audiences.

· Superior management and leadership skills.

· Superior negotiation and diplomacy skills.

Minimum Requirements:

· Minimum of five years of experience in sewer/wastewater or related industry.
· Minimum of five years of managerial or supervisory experience at the department head level or above with an organization of similar or greater complexity.

· A driver's license valid in the State of Oregon, have and maintain a good driving record.

Working Conditions:
· Attend various meetings throughout Oregon, outside of the regular working hours.

· Work as required. Minimum of 40 hours per week extended as needed.

· Verbal communication on a daily basis both in person and on the telephone.

· Prolonged periods of sitting or standing.

· Respond and work without advanced notice, in times of adverse weather, natural disaster, emergency, or other unusual event as determined by the District.
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EMPLOYMENT APPLICATION

Please Note: To be considered, this application form must be completed in its entirety.  A resume may be submitted in addition to this form but is not required.

Position for which you are applying




Date:




Name














Last


First


Middle

Mailing Address:












 Number and street or post office box number;  city, state, zip code

Telephone No.




Date available for employment:




Education

HIGH SCHOOL















(Name and address of school)

Years Completed

Diploma/degree



GRADUATE PROFESSIONAL














(Name and address of school)

Course of Study



Years Completed

Diploma/degree



Special Skills/Training/Certification

List any special training, licenses, certificates, machine skills, office equipment skills, or other special skills you may have that are pertinent to the position for which you are applying.
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Employment Experience

Beginning with your present or most recent job, describe your work experience related to the position for which you are applying.  At a minimum, please supply 10 years of employment history if available.  Include all military, non-paid, or volunteer work related to this position.  If additional space is needed to list "specific duties" or if more space is needed for employment history, please attach a separate sheet.
1.
Employing firm





Phone








Address














Your position




Your supervisor







Length of employment from

to







mo/yr
        mo/yr



Specific duties







































Reason for leaving











Do you still work here? ______yes ______no  May we contact this employer? _____yes _____no

2.
Employing firm





Phone








Address














Your position




Your supervisor







Length of employment from

to

mo/yr
        

Specific duties







































Reason for leaving












Do you still work here? ______yes ______no  May we contact this employer? _____yes _____no


3.
Employing firm





Phone








Address














Your position




Your supervisor







Length of employment from

to

mo/yr
        



Specific duties







































Reason for leaving











Do you still work here? ______yes ______no  May we contact this employer? _____yes _____no
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Veteran's Preference
Have you served on active duty in the U.S. Armed Services?   Yes_______ No ______

Have you been honorably discharged or released under honorable conditions?  Yes _____ No ______

Dates of service: _________________ to ___________________

Attach a copy of your DD214, DD215, or veteran's disability preference letter.

Dates of combat service: ___________________ to ____________________
Have you received a combat or campaign ribbon or expeditionary medal for service in the Armed Forces and were discharged or released from active duty under honorable conditions? Yes______  No_______

Are you receiving a non-service-connected pension from the Department of Veteran's Affairs?  

Yes________ No ________

Do you have a disability rating from the Department of Veteran's Affairs or have been awarded the Purple Heart? Yes ______ No _______

List all duties in the Service, including any special qualifications or training and/or transferrable skills applicable to the position for which you have applied --use additional page if needed._____________
List Three References

(Do not list relatives or former supervisors.  List three references who are familiar with your qualifications and actual work history and ability.)


Name


Occupation/Relationship
Years Known
 
Telephone


1














2














3.














Are you prevented from lawfully becoming employed in this country because of a Visa or Immigration Status? Yes________  No _________

Can you perform the essential functions of the job for which you are applying? Yes______  No ______

Have you pled guilty to or been convicted of a felony? Please not that a "yes" answer will not bar you from consideration for employment? Yes ______  No _______
If yes, please explain: 
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The Charleston Sanitary District is an equal opportunity employer.  All applicants will be considered without regard to age, color, national origin, religion, sex, sexual orientation, or other protected status in accordance with applicable federal and state equal employment opportunity laws.

Would a close relative be supervised by you in the position for which you are applying? 

 Yes______ No_____

Would you be supervised by a close relative in the position for which you are applying? 

Yes _____ No _____

Driving is required for the position for which you are applying. Your driving record will be checked before employment.  Please provide your driver's license number and the state where issued:

 ______________________

To ensure that you are not placed in a position which might be a hazard to you or to others, a physical examination or other forms relating to your physical health condition may be required after an offer of employment has been extended.

PLEASE READ THE FOLLOWING STATEMENTS CAREFULLY BEFORE SIGNIN THIS APPLICATION.  ONLY THOSE APPLICANTS THAT ARE SIGNED AND DATED ARE CONSIDERED VALID.  IF YOU HAVE ANY QUESTIONS REGARDING THESE STATEMENTS, PLEASE ASK THEM BEFORE SIGNING.

· This application will remain on active status for 90 days,  If I am hired within this period, this form will be transferred to my individual personnel file.
· If I am not hired within 90 days, this application is no longer active, and I will need to reapply for employment if I wish to be considered for a job with the Charleston Sanitary District.
· Any misrepresentation or falsification of information or significant omissions will be cause for rejection of my application or for subsequent discipline up to and including my dismissal from employment if discovered at a later date.
· I may be required to submit to a physical examination prior to beginning employment.
· If my application for employment is accepted, the effective date of my employment shall be the time I actually begin to work.  If I am employed, I agree to comply with and be bound by the safety and health rules and regulations and rules of conduct of the Charleston Sanitary District., I will be responsible for familiarizing myself with all rules and regulations of the Charleston Sanitary District as they presently exist or are later modified.
· If hired, I can provide proof of identity and authorization to work.
· My employment is not guaranteed for any term, and my employment may be terminated by the Charleston Sanitary District or myself at any time.  NO management official is authorized to make any oral assurance or promise of continued employment.
· I authorize and give consent to my current and prior employers, educational institutions, and persons or organizations named in this application (or accompanying resume) to release any information to the Charleston Sanitary District that may be required to make an employment decision,
Signature of applicant ______________________________________ Date _____________________

The Charleston Sanitary District considers all applicants without regard to race, sex, sexual orientation, age, national origin physical or mental disability, martial or familial status, or membership in any other group protected by law in accordance with applicable federal state, and local laws.  In addition, The Charleston Sanitary District complies with applicable state and local laws prohibiting discrimination in employment and provides reasonable accommodation to individuals with a disability in accordance with applicable laws.
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AUTHORIZATION FOR RELEASE OF PERSONAL DATA

I, the undersigned, hereby authorize and request any present or former employer, educational institution, law enforcement agency, financial institution, other persons having personal knowledge about me to furnish the Charleston Sanitary District, and/or its agents, with any and  all information in their possession regarding me in connection with an application for or retention of employment.  Further, I hereby release from liability and hold harmless all persons and corporations supplying this information to the Charleston Sanitary District and/or its agents.  A photocopy of this authorization is as effective as the original.
The District's screening and selection procedure requires that the District be able to obtain references on its candidates.  I understand that if the District is unable to obtain a complete and in-depth reference from a current or former employer after providing him/her with a copy of this release, at its option, the District may remove me from consideration for the position for which I have applied.  I also understand that if I do not sign this Authorization for Release of Personal Data, my application will be rejected.

Signed: __________________________________________

Printed Name: _____________________________________

Date: ____________________________________________
Date of Birth:_______________________________________
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This Institution is prohibited from Discrimination on the basis of race, color, national origin, sex, sexual orientation, age, or disability.

To file a complaint: General Manager, PO Box 5522, Charleston, OR 97420

charlestonsanitary@epuerto.net
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