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Employment Opportunity: Office Manager 
 
Position Summary 
The Eastern Tule Groundwater Sustainability Agency Joint Powers Authority 
(ETGSA, Agency) is seeking an Office Manager. The Office Manager will be 
responsible for the management and coordination of office operations, human 
resources, employee payroll and benefits, accounting, and agency outreach.  
 
The ideal candidate will be joining a recently formed and growing public agency 
with a significant role in local groundwater management. The position will offer 
the candidate an exciting opportunity to become an integral part of the 
Agency’s internal development.  
 
The ideal candidate will have a strong background in office administration, 
experience working with public agencies, proficiency in financial accounting, and 
a work ethic that is highly organized and efficient. Additionally, the ideal 
candidate will demonstrate an adaptive and flexible spirit, will be proficient in 
multi-tasking the management of several key responsibilities, and exhibit a 
strong sense of personal integrity. 
 
The Office Manager will report directly to the ETGSA Executive Director and will 
be employed by ETGSA, but may initially be employed by an ETGSA member 
agency for payroll and benefits processing purposes. 
 
Position Responsibilities 
• Developing and administering an employee benefits program; 
• Developing and administering internal human resources and employment 

policies, procedures, and programs for the Agency and its employees; 
• Assessing the Agency’s personnel needs and handling personnel files; 
• Designing, procuring, and arranging the components necessary for a 

physical office location and ordering office supplies; 
• Maintaining a clean and safe physical office location; 
• Maintaining the Agency’s physical and digital records;  
• Attending and assisting a variety of public meetings and taking general 

notes or the official Minutes of these meetings (when necessary); 
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• Assisting in the development of outreach materials, fliers, and surveys and coordinating a 
variety of civic engagement events; 

• Handling and maintaining the Agency’s finances and accounting; 
• Ensuring appropriate internal controls and application of the Agency’s Financial Policies; 
• Assisting in the development and oversight of the Agency’s annual budget;  
• Providing customer service and answering general questions regarding the Agency; 
• Professionally representing the Agency in a wide variety of community and business settings; 
• Providing key insights on internal management and customers service; 
• Appropriately handling and/or directing phone calls, and exercising independent judgment in 

providing information to callers; 
• Opening, sorting, and handling all mail; 
• Updating the Agency website; 
• Future management of 1-2 additional employees who will serve in roles dedicated to fulfilling 

the Agency’s customer service and accounting needs; 
• Assisting in the arrangement of the Executive Director’s travel and appointments; 
• Serving as the Agency’s Assistant Secretary-Treasurer; and 
• Performing any additional tasks deemed necessary by the Executive Director or the Agency 

Board of Directors  
 

Experience and Education 
• Minimum: Bachelor’s degree in accounting, business, administration, or other related field. 
• Minimum: 4+ years of progressively responsible experience in office administration or other 

management, including the preparation of agendas and reports. 
• Minimum: 4+ years of experience working with and managing one or more software-based 

accounting systems (e.g. QuickBooks, Sage, Xero, Freshbooks, etc.). 
• Required: Experience administering payroll, employee benefits, and human resources. 
• Required: Experience managing business and/or government entity finances and producing 

financial reports, budgets, and general analyses. 
• Required: A thorough knowledge of the fundamental theories, doctrines, systems, principles, 

practices and terminology of accountancy. 
• Required: Experience preparing and submitting state, local, and federal tax forms. 
• Required: Must be PC literate with proficiency in Office Suite products (e.g. Word, 

Powerpoint, etc.), Adobe Acrobat, and excellent spreadsheet skills (e.g. formatting, functions, 
and formulas); experience with various Google Drive applications is a plus (but not required). 

• Required: Must possess a valid Class “C” Driver’s License issued by California State 
Department of Motor Vehicles, and a good driving record. 

• Recommended: 4+ years of related experience with a local public agency. 
• Recommended: Experience working with Enterprise Resource Planning (ERP) and/or Customer 

Relations Management (CRM) systems (e.g. NetSuite, SalesForce, etc.). 
• Recommended: Experience maintaining and updating websites hosted through a web-based 

service provider (e.g. Wix, Weebly, SquareSpace, Wordpress, etc.). 
• Recommended: Experience developing and giving presentations and reports in a public 

setting. 
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• Recommended: Experience writing official meeting Minutes. 
• Recommended: Spanish language fluency (written and oral). 
• Helpful: Certified Public Accountant designation. 
• Helpful: General understanding of databases and geospatial software (e.g. ArcGIS, QGIS, etc.). 

 
General Qualifications 

• Personal Qualities and Competencies: 
o An adaptive and flexible spirit with a strong sense of personal responsibility. 
o An analytical and strong critical thinker. 
o A consistent willingness to learn and apply new skills and competencies. 
o Excellent grammar, reading, and writing comprehension. 
o Extremely well organized and able to efficiently manage several tasks at once. 
o An aptitude for developing and/or maintaining orderly processes. 
o Excellent interpersonal skills in individual, group, in-person, and over-the-phone 

settings. 
o Strong attention to detail, with the ability to use good personal judgement and 

discretion when performing all job functions – particularly when handling sensitive 
information. 

o A general understanding of water policy, water resources, and California water 
management. 

• Ability to: 
o Demonstrate a work ethic and attitude that positively contributes to the Agency’s 

work environment; 
o Establish and maintain positive working relationships with fellow employees, vendors, 

administrators, officials, and members of the general public; 
o Demonstrate a high degree of self-motivated with a general temperament that is not 

easily discouraged by complex situations; 
o Deal tactfully and courteously with others in a wide range of situations; 
o Produce work products that are stylistically well-designed and coherently composed; 
o Develop and provide recommendations in group and individual settings; 
o Demonstrate a technologically savvy and readiness to learn new software-based 

programs; 
o Type 50+ words per minute, by touch; 
o Effectively receive and disseminate information through verbal and written means; 
o Operate standard office equipment, personal computers, and other related devices; 
o Maintain detailed physical and digital records in an efficient, easily retrievable fashion; 
o Operate a vehicle observing appropriate legal and defensive driving practices; and 
o Effectively demonstrate the application of all skills, knowledge, and aptitudes required 

to carry out the duties cited above. 
 
Working Conditions and Physical Tasks 
Working conditions for this position are primarily situated in an indoor, office environment. It will 
occasionally require irregular hours and local travel to Agency Board and Committee meetings, 
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outreach meetings, vendor locations, and other locations. The employee will frequently be required 
to talk, hear, and to sit and reach with hands and arms. The employee will occasionally be required to 
stand, walk, climb or balance and stoop, kneel, crouch or crawl, and to periodically lift up to 35lbs. 
Specific vision abilities required by this job include close vision, distance vision, color vision, 
peripheral vision, depth perception and ability to adjust focus. 
 
The position is located in Porterville, CA. 
 
Compensation and Benefits 
Salary is commensurate with qualifications and experience, and ranges from $50,000-$70,000 
annually. Title may be subject to negotiation. 
 
This is an at-will position with a competitive benefits package, including (but not limited to): 

• Fully paid benefits to the employee, including: 
o Health 
o Dental 
o Vision 

• Paid Sick Time (including kin, bereavement, and parental leave) 
• Paid Vacation Time 

 
If hired by the Agency, the Office Manager will undergo a performance review no less than annually 
and may be eligible for compensation adjustments following such reviews. Advancement in salary 
and other compensation is not automatic. It should be considered a reward for meritorious service. 
 
 
To Apply 
For questions and inquiries, please contact Bryce McAteer at 559-791-8880 or 
info@easterntulegsa.com. 
 
If interested in the position, please provide the below materials to Bryce McAteer at your soonest 
convenience: 

• Cover Letter 
• Resume 
• List of References (3-5 preferred) 

 
The position will remain open until filled. Submitted applications will be reviewed as they are 
received. Following an evaluation of the submitted materials, applicants demonstrating relevant 
qualifications will be invited to participate in an interview process.  
 
References will only be contacted after mutual interest between the applicant and the Agency has 
been established. The applicant, if selected, will need to satisfactorily complete a background check 
prior to official employment. 
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Final hiring decisions will be made by the ETGSA Board of Directors. 
 
ETGSA is an Equal Opportunity Employer. ETGSA does not discriminate on the basis of race, color, 
religion, marital status, age, national origin, ancestry, physical or mental disability, medical condition, 
pregnancy, genetic information, gender, sexual orientation, gender identity or expression, veteran 
status, or any other status protected under federal, state, or local law. 
 
 
 
About the Agency 
The Eastern Tule Groundwater Sustainability Agency Joint Powers Authority is a recently formed local 
government agency located in Porterville, California and encompasses a 161,00+ acre jurisdiction. 
The Agency’s primary focus is on the sustainable management of local groundwater resources within 
its jurisdiction, and coordinating its management with other local agencies that overly the Tule 
Subbasin. The Agency is formed through joint powers agreement with 8 member agencies and is 
governed through a 9-member Board of Directors. 
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