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District Director of the Office of the Board of Trustees/Secretary of the Board
DEFINITION:

Under the general direction of the Board of Trustees and the Chancellor, who hire and evaluate the District Director of the Office of the Board of Trustees/ Secretaryof the Board, to manage and oversee the day-to-day operations of the Office of the Board of Trustees; ; serve as Advisor to the Student Trustee and the District Student Council; record and maintain the official records and correspondence of the Board of Trustees; review, receive, and provide legal notices; certify official minutes, resolutions and excerpts; develop and implement the operational procedures for the support staff of the office; maintain an electronic repository of current Board Policies and Administrative Procedures;  attend committee meetings, as appropriate; work with and provide support to the members of the Board and the Chancellor as required;  handle public record requests; and to perform other related job duties as assigned.

EXAMPLES OF DUTIES:  Duties may include, but are not limited to, the following:

a. Serve as Secretary of the Board.

b. Assist the Board Clerk and Board President on behalf of the Board in the performance of his/her official duties.

c. Maintain and update the Board of Trustees’ Directives Log.

d. Perform duties and responsibilities of Advisor to the Student Trustee and District Student Council.

e. Direct and supervise the recording and maintenance of the official records and correspondence of the Office of the Board of Trustees.

f. Certify, as legally required, all Board of Trustees’ actions.

g. 
h. Provide support for the Board, Board Clerk, and Board President and maintain records for all Board committees.
i. Develop and implement procedures for preparation of the District’s Board agendas, minutes and all official notices of meetings of the Board of Trustees.

j. Under the direction of the Board Clerk, Board President and Chancellor, oversee the process for the submission of requests for Board agendas from district-wide personnel, students, and the public in compliance with legal requirements, including State and Federal law, Education Code, and the Brown Act.

k. 
l. Supervise preparation and distribution of the Board agendas and minutes to recipients in a timely manner to meet legal requirements and procedural deadlines. 

m. Attend all meetings of the Board of Trustees and record actions and votes taken; direct the order of the meeting, offer parliamentary consultation, and assist in advising the Board regarding legal requirements and rules of order.

n. Provide assistance and follow up on Board meeting actions requiring correspondence or notification to public agencies, District personnel, and the public, as appropriate.

o. Serve as designated official to sign, when authorized by law or Board action, documents that would otherwise require the signature of the Board or Board Clerk.

p. Serve as a resource to the Board on matters pertaining to protocol, procedures, and responsibilities.

q. Supervise, train, and evaluate assigned staff.

r. Oversee the preparation of correspondence, reports, and other materials for the members of the Board.

s. Maintain the Board Policies and Administrative Procedures Manual, including both historical records; ensure that current information is accessible online for access by staff and other authorized users.

t. Maintain various records, files, and data bases on computer.

u. Prepare extensive and comprehensive reports, including researching, compiling, and analyzing data for special projects and reports.

v. Initiate and respond to a wide range of contacts with the public, administration, faculty, staff, and students requiring sensitivity, exercise of good judgment, and knowledge of applicable policies, procedures, and regulations.

w. Handle with discretion matters of a confidential nature.

x. Receive complaints from constituents and route to Chancellor’s Office for follow up and resolution.

y. Oversee implementation of the District’s Employee Service Recognition Program, including recognition of retirees by the Board of Trustees.

z. Develop the annual budget for the Board of Trustees and the Office of the Board of Trustees.

aa. Operate a variety of modern office equipment, including computers and peripheral equipment, utilizing applications such as word processing, spreadsheet, and data base programs.

ab. Record and transcribe minutes at various meetings, including official Board meeting, when required.

ac. Oversee other special projects as assigned by the Board of Trustees.

ad. Perform other related job duties as assigned.

MINIMUM QUALIFICATIONS

Knowledge of:
1. Principles and methods of management and office administration.

2. Federal, state and local laws and regulations related to official meetings, such as Education Code, Public Records Act, Brown Act, and issues related to the governing and reporting operations of California Community College Districts.

3. Organizational and management practices.

4. Administrative organization, as well as the methods and techniques of management and supervision.

5. Data processing functions and utilization of computers for word processing, spreadsheet, and data base programs for reporting and record keeping procedures. 

6. Principles of budget development and management.

7. Standard parliamentary procedures governing official meetings, such as Sturgis Rules of Order and ability to direct a meeting, offer parliamentary consultation, and oversee all legal requirements.

Ability to:
8. Plan, organize, schedule, and coordinate assigned activities and staff.

9. Supervise and direct the recording and maintenance of official records according to legal and procedural requirements.

10. Handle with discretion matters of a personal and confidential nature with members of the Board of Trustees, staff, and the public.

11. 
12. 
13. Communicate effectively, orally and in writing, with a wide range of contacts, including state and local officials, college administrators, and members of the community.

14. Analyze and effectively resolve problems, providing alternative solutions when appropriate.

15. Interpret and communicate District policies and procedures.

16. Conduct research and prepare effective reports.

17. Record and accurately transcribe complex minutes.

18. Establish and maintain effective relationships with those contacted in the course of work.

Education and Experience:

19. Possession of a Bachelor’s degree from an accredited institution in Business Administration, Public Administration, Education or a closely related field.

20. At least five years of directly related experience, with at least two years in a lead or supervisory role.

21. Or, any combination of experience and education that provide the required equivalent qualifications.

DESIRABLE QUALIFICATIONS

22. Possession of a Master’s degree from an accredited institution in Business Administration, Public Administration, Education Management, or related field.

23. Willing to use personal vehicle in the course of work, for which a monthly mileage allowance is provided.

PHYSICAL DEMANDS AND WORK ENVIRONMENT
The physical demands are representative of those that must be met by an employee to successfully perform the essential functions of this job.

The work environment characteristics are representative of those an employee encounters while performing the essential functions of this job.

Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

COMPENSATION and BENEFITS

Salary Range: G-26









 Based on the 2011/2012 Salary Schedule

$85,098.19 - $112,070.62

The District provides a comprehensive benefits program. A variety of Medical Plans covering employees are available, with the District paying the major portion of the cost. In addition, the employees are offered fully paid Dental, Vision, Life, and Income Protection coverages. Available to eligible dependents are fully paid Dental and Vision coverages, with Medical and Life coverages available at a nominal cost. Employees and their eligible dependents may also participate in Optional Group Life Plans at their own expense. Other liberal benefits include, on an annual basis: 22 days of vacation, 12 days sick leave; 12 days average holidays. Employees participate in both the Public Retirement System and Social Security.

