New Employment Opportunity:
Administrative Assistant

$45 - $55,000 / yr

The Eastern Tule Groundwater Sustainability Agency Joint Powers Authority
(ETGSA, Agency) is seeking an Administrative Assistant. The Administrative
Assistant 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 public agency with a significant role in local
groundwater policy and management. The position will offer the candidate an exciting
opportunity to become an integral part of the Agency’s administration.

Please see the Employment Opportunity page on our website
(http://easterntulegsa.com/employment-opportunities/) for more details regarding the
position, its qualifications, compensation, and applying. Applicants should submit a
Cover Letter, Resume, and List of References (3-5).

Posted -/-/--. The Position will remain open until filled.
Job Type: Full-time

Pay: $45,000 to $55,000.00 / year (DOQ)

Benefits offered:

Paid time off

Health insurance

Dental insurance
Other types of insurance

Contact Rogelio Caudillo (559-781-7660 or info@easterntulegsa.com) for more
information.
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Eastern Tule Groundwater Sustainability Agency

Joint Powers Authority

Administrative Assistant
Job Description
Department: Administration
Location: Porterville, CA

Hiring Salary Range: $45,000-$55,000 DOQ

Type: Full-time (exempt), At-Will

General Purpose:

The Administrative Assistant, in the exercise of independent judgement and discretion, is
responsible for the management and coordination of office operations, communications, and
other duties as required, which are directly related to the management and operations of ETGSA.

Primary Duties:

e Assessing the Agency’s personnel needs and handling personnel files;

e Designing, procuring, and arranging the components necessary for a physical office
location and ordering office supplies;

e Maintaining a clean and safe physical office location;

e Maintaining the Agency’s physical and digital records;

e Attending and assisting a variety of public meetings and taking general notes or the official
Minutes of these meetings (when necessary);

e Assisting in the development of outreach materials, fliers, and surveys and coordinating a
variety of civic engagement events;

e Providing customer service and answering general questions regarding the Agency;

e Professionally representing the Agency in a wide variety of community and business
settings;

e Appropriately handling and/or directing phone calls, and exercising independent judgment
in providing information to callers;

e Opening, sorting, and handling all mail;

e Assisting in the arrangement of the General Manager’s travel and appointments; and

Page 1



ETGSA Administrative Assistant
Revised July 14, 2025

e Performing any additional tasks deemed necessary by the General Manager or the Agency
Board of Directors

Expected Hours of Work

e This is a full-time, exempt position.
e Normal hours of work are Monday through Friday from 8:00am to 5:00pm.
e Evening, early morning, and weekend work may be required as job duties demand.

Physical Tasks and Environmental Conditions

The physical demands described here are representative of those that must be met by an
employee to successfully perform the essential functions of this job. Reasonable accommodation
may be made on a case-by-case basis to enable qualified individuals with disabilities to perform
the essential functions.

Working conditions for this position are primarily situated in an indoor, office environment.
Work will frequently occur sitting at a desk for extended periods of time. 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 push and pull. The employee will be required to periodically lift up to 351bs.

Additional physical demands and motor skills include sufficient finger/hand coordination and
dexterity to operate and adjust office equipment, regular use of telephone for communication;
regularly uses a telephone for communication; and use of office equipment such as computers,
copiers, printers, scanners, ten-key, and FAX machines

The position will occasionally require irregular hours and local travel to Agency Board and
Committee meetings, outreach meetings, vendor locations, and other locations. Travel may take

the form of walking, jogging, running, transit via operation of a personal vehicle, or flight.

Specific vision abilities required by this job include close vision, distance vision, color vision,
peripheral vision, depth perception and ability to adjust focus.

Exposure to the sun is anticipated to be 10% or less, as primary working conditions are indoors.

General Qualifications

e Personal Qualities and Competencies:

o An adaptive and flexible spirit with a strong sense of personal responsibility;
An analytical and strong critical thinker;
A consistent willingness to learn and apply new skills and competencies;
Excellent grammar, reading, and writing comprehension;
Extremely well organized and able to efficiently manage several tasks at once;
An aptitude for developing and/or maintaining orderly processes;
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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 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-motivation with a general temperament that is
not easily discouraged by complex situations;

o Demonstrate a technologically savvy and readiness to learn new software-based
programs;

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 Effectively demonstrate the application of all skills, knowledge, and aptitudes
required to carry out the duties cited above.

Minimum Qualifications

Any combination of education, training, and experience that would likely provide the knowledge, skills,
and abilities to successfully perform in the position is qualifying. A typical combination includes:

e FEducation:

o A high school diploma or satisfactory equivalent, preferably supplemented by
the completion of college level courses in business, accounting, administration,
and/or information technology.

e [Experience:
o A minimum of 2+ years of progressively responsible experience in:

= Office administration or other management, including the preparation of
office documents and reports;

= PC literacy with proficiency in Office Suite products (e.g. Word, Excel,
etc.);

= Developing and giving presentations and reports in a public setting, and

= Providing customer service via verbal, written, and electronic
communication.

o Preferred, but not required:

= Adobe Acrobat, and excellent spreadsheet skills (e.g. formatting,
functions, and formulas); experience with various Google Drive
applications.

* Maintaining and updating websites hosted through a web-based service
provider;
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= Managing business and/or government entity finances and producing
financial reports, budgets, and general analyses, and
=  Working with and managing software-based accounting systems.

Necessary Special Requirements

Employee must possess and maintain a valid, Class “C” Driver’s License issued by the
California State Department of Motor Vehicles, and a good driving record.

Review and Advancement

The Administrative Assistant 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 and is dependent on Agency financial strength and
employee merit.
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