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                                            CITY OF SUNNYVALE, CA
                                    
            
                            
                    Sunnyvale, California, United States
                
                    

        
            Description   EXECUTIVE ASSISTANT    Full-Time Regular Employment Opportunity     This classification has been designated as confidential. In addition to the base pay indicated above, individuals in this classification receive a 3.5% confidential premium.    The final filing date is April 29, 2024, at 5:00 pm  or after receiving 100 qualified applicants, whichever is first  .    We are looking for a talented and experienced professional to be an Executive Assistant to support the City Manager and Assistant City Manager. We are seeking a candidate with experience supporting high-level executives within an organization. Someone with the ability to act on the behalf of multiple executives, handling communication, scheduling, and other administrative tasks in support of operations in the Office of the City Manager. We are seeking individuals with distinct skills in organizational capabilities, time management, presentation development, technical knowledge of the specific area of assignment, customer relationship management, excellent writing skills, data entry skills, travel and logistics management, and communication skills.   Working for the City of Sunnyvale as an Executive Assistant is both challenging and rewarding and you are provided an opportunity to invest in the community and see the results of your work.   Essential Job Functions  (May include, but are not limited to, the following):   Coordinate administrative details for the Office of the City Manager, including such tasks as maintaining calendars, arranging meetings, compiling agendas, making arrangements for travel and lodging, coordinating schedules, and other similar duties, as assigned.  Assist with maintaining contact and communications with officials, the public, and with City employees.  Coordinate special and on-going projects.  Assemble, check, verify, compile, and review data.  Perform research and entry-level analysis.  Prepare and deliver oral summaries and written reports.  May plan, prioritize, assign, supervise and review the work of staff involved in the performance of a wide variety of clerical and administrative support activities.  Create and write memos, letters, and various documents, as assigned.  Monitor Customer Relationship Management system and AnswerPoint system phone and email accounts to review, forward, and reply to constituent inquiries.  Perform duties normally associated with secretarial positions, including (but not limited to) drafting correspondence and reports, maintaining files and records, receiving guests, and answering phones.    WORKING CONDITIONS  Position requires sitting, walking, standing, bending, squatting, climbing, kneeling, and twisting in the performance of daily activities. The position also requires hand manipulation in simple grasping, pushing and pulling, and fine manipulation. The position requires repetitive hand movement and fine coordination in using a computer keyboard. Additionally, the position requires near and far vision in reading reports, work related documents using a computer. Acute hearing is required when providing phone and in person customer service. The need to lift, drag and push files, paper, books and documents weighing up to 25 pounds is also required. Some of these requirements may be accommodated for otherwise qualified individuals requiring and requesting such accommodation.  Minimum Qualifications   Education and Experience   The minimum qualifications for education and experience can be met in the following way:  Graduation from high school or the tested equivalent, AND  Six years of responsible administrative work, at least one of which has been in support of management at the senior executive level.  A Bachelor's Degree from an accredited college or university in public administration, business administration, or a related field may substitute for two years of experience performing responsible administrative work.   Knowledge of:   Advanced office management principles and practices.  Principles and practices of supervision, training, and performance evaluation.  Principles and practices of analysis and research methodology.  Principles of records management.   Skill in:   Exercising good judgment.  Performing research and analysis, and making recommendations.  Recognizing priorities and taking appropriate action.  Establishing and maintaining effective working relationships.  Giving presentations to small groups.  Organizing and maintaining accurate records and filing systems.  Collecting, organizing, and analyzing data, and presenting results in an understandable manner.  Handling multiple, simultaneous tasks.  Learning, interpreting, and explaining rules and regulations.  Using tact and discretion.  Maintaining confidentiality.  Operating a variety of office equipment.  Using common office applications associated with personal computers.  Providing excellent customer service.  Working with minimal supervision.   Ability to:   Problem solve and make decisions; compile and analyze data.  Understand various City government documents such as memos, reports, agenda, and minutes.  Communicate effectively, both orally and in writing.  Work independently and as a team member.  Implement a shared approach to accomplishing the mission of work in the Office of the City Manager.    Willingness to:   Work occasional overtime or on weekends and/or holidays.    Licenses/Certificates:   Possession and continued maintenance of a valid class C California driver's license or the ability to provide alternate transportation as approved by the appointing authority and a safe driving record.   DESIRABLE QUALIFICATIONS:   Administrative or staff services experience in local government.  An Associate's or Bachelor's Degree from an accredited college or university.    Application and Selection Process   APPLICATION PROCESS  If you are interested in this opportunity, please submit a City of Sunnyvale employment application, responses to the supplemental questions to the Department of Human Resources no later than  Monday, April 29   by 5:00 pm  or after receiving 100 qualified applicants, whichever is first  .   (postmarks or faxes are not accepted).   Candidates are asked to fully describe any training, education, experience or skills relevant to this position. Electronic applications may be submitted on-line through the City's employment page at www.Sunnyvale.ca.gov , click jobs. Incomplete applications will not be accepted.   EXAM PROCESS  Applications will be competitively screened based on the minimum qualifications of this position. Based upon a review of the application materials, the most qualified candidates will be invited to participate in the examination process, which may consist of an oral exam and scheduled for  May 15, 2024  .  (Note: The examination process may be changed as deemed necessary by the Director of Human Resources).   SELECTION PROCESS  Candidates who receive a passing score on the examination will be placed on an eligibility list for up to one year, in accordance with the City's Civil Service Rules and Administrative Policies. Candidates referred to the Department will participate in a selection interview. Any candidate selected by the hiring department will be required to successfully complete a pre-employment process, which may consist of a background history check as well as a medical exam(s) administered by a City-selected physician(s) before hire. Prior to starting work, all newly-hired employees will be fingerprinted to check conviction history. A conviction history will not necessarily disqualify an applicant from appointment; however, failure to disclose conviction history will result in refusal of employment or termination.    INFORMATION ABOUT PROOF OF EDUCATION  Any successful candidate selected by the hiring department will be required to submit proof of education (i.e., original copy of the diploma or college/university transcripts).   ADDITIONAL INFORMATION  Positions in this classification are not represented by a bargaining group and are designated as confidential.  The information contained within this announcement may be modified or revoked without notice and does not constitute either an expressed or implied contract.   The City of Sunnyvale is an Equal Opportunity Employer. It is the policy of the City of Sunnyvale not to discriminate against all qualified applicants or employees on the basis of actual or perceived race, religion (including religious dress or grooming practice), color, sex (includes gender, pregnancy, childbirth, medical conditions related to pregnancy or childbirth, breastfeeding or medical conditions related to breastfeeding), gender identity and/or gender expression, sexual orientation (including heterosexuality, homosexuality and bisexuality), ethnic or national origin, ancestry, citizenship status, uniformed service member status, marital status, family relationship, age, cancer or HIV/AIDS related medical condition, genetic characteristics and/or genetic information, and physical or mental disability. Applicants needing special accommodations for testing should submit a request to the Department of Human Resources at time of application.  Summary of Confidential Non-Management Employees CONF Benefits    Notice of CFRA (California Family Rights Act) Rights and Obligations  Closing Date/Time: 4/29/2024 5:00 PM Pacific
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        Description   EXECUTIVE ASSISTANT    Full-Time Regular Employment Opportunity     This classification has been designated as confidential. In addition to the base pay indicated above, individuals in this classification receive a 3.5% confidential premium.    The final filing date is April 29, 2024, at 5:00 pm  or after receiving 100 qualified applicants, whichever is first  .    We are looking for a talented and experienced professional to be an Executive Assistant to support the City Manager and Assistant City Manager. We are seeking a candidate with experience supporting high-level executives within an organization. Someone with the ability to act on the behalf of multiple executives, handling communication, scheduling, and other administrative tasks in support of operations in the Office of the City Manager. We are seeking individuals with distinct skills in organizational capabilities, time management, presentation development, technical knowledge of the specific area of assignment, customer relationship management, excellent writing skills, data entry skills, travel and logistics management, and communication skills.   Working for the City of Sunnyvale as an Executive Assistant is both challenging and rewarding and you are provided an opportunity to invest in the community and see the results of your work.   Essential Job Functions  (May include, but are not limited to, the following):   Coordinate administrative details for the Office of the City Manager, including such tasks as maintaining calendars, arranging meetings, compiling agendas, making arrangements for travel and lodging, coordinating schedules, and other similar duties, as assigned.  Assist with maintaining contact and communications with officials, the public, and with City employees.  Coordinate special and on-going projects.  Assemble, check, verify, compile, and review data.  Perform research and entry-level analysis.  Prepare and deliver oral summaries and written reports.  May plan, prioritize, assign, supervise and review the work of staff involved in the performance of a wide variety of clerical and administrative support activities.  Create and write memos, letters, and various documents, as assigned.  Monitor Customer Relationship Management system and AnswerPoint system phone and email accounts to review, forward, and reply to constituent inquiries.  Perform duties normally associated with secretarial positions, including (but not limited to) drafting correspondence and reports, maintaining files and records, receiving guests, and answering phones.    WORKING CONDITIONS  Position requires sitting, walking, standing, bending, squatting, climbing, kneeling, and twisting in the performance of daily activities. The position also requires hand manipulation in simple grasping, pushing and pulling, and fine manipulation. The position requires repetitive hand movement and fine coordination in using a computer keyboard. Additionally, the position requires near and far vision in reading reports, work related documents using a computer. Acute hearing is required when providing phone and in person customer service. The need to lift, drag and push files, paper, books and documents weighing up to 25 pounds is also required. Some of these requirements may be accommodated for otherwise qualified individuals requiring and requesting such accommodation.  Minimum Qualifications   Education and Experience   The minimum qualifications for education and experience can be met in the following way:  Graduation from high school or the tested equivalent, AND  Six years of responsible administrative work, at least one of which has been in support of management at the senior executive level.  A Bachelor's Degree from an accredited college or university in public administration, business administration, or a related field may substitute for two years of experience performing responsible administrative work.   Knowledge of:   Advanced office management principles and practices.  Principles and practices of supervision, training, and performance evaluation.  Principles and practices of analysis and research methodology.  Principles of records management.   Skill in:   Exercising good judgment.  Performing research and analysis, and making recommendations.  Recognizing priorities and taking appropriate action.  Establishing and maintaining effective working relationships.  Giving presentations to small groups.  Organizing and maintaining accurate records and filing systems.  Collecting, organizing, and analyzing data, and presenting results in an understandable manner.  Handling multiple, simultaneous tasks.  Learning, interpreting, and explaining rules and regulations.  Using tact and discretion.  Maintaining confidentiality.  Operating a variety of office equipment.  Using common office applications associated with personal computers.  Providing excellent customer service.  Working with minimal supervision.   Ability to:   Problem solve and make decisions; compile and analyze data.  Understand various City government documents such as memos, reports, agenda, and minutes.  Communicate effectively, both orally and in writing.  Work independently and as a team member.  Implement a shared approach to accomplishing the mission of work in the Office of the City Manager.    Willingness to:   Work occasional overtime or on weekends and/or holidays.    Licenses/Certificates:   Possession and continued maintenance of a valid class C California driver's license or the ability to provide alternate transportation as approved by the appointing authority and a safe driving record.   DESIRABLE QUALIFICATIONS:   Administrative or staff services experience in local government.  An Associate's or Bachelor's Degree from an accredited college or university.    Application and Selection Process   APPLICATION PROCESS  If you are interested in this opportunity, please submit a City of Sunnyvale employment application, responses to the supplemental questions to the Department of Human Resources no later than  Monday, April 29   by 5:00 pm  or after receiving 100 qualified applicants, whichever is first  .   (postmarks or faxes are not accepted).   Candidates are asked to fully describe any training, education, experience or skills relevant to this position. Electronic applications may be submitted on-line through the City's employment page at www.Sunnyvale.ca.gov , click jobs. Incomplete applications will not be accepted.   EXAM PROCESS  Applications will be competitively screened based on the minimum qualifications of this position. Based upon a review of the application materials, the most qualified candidates will be invited to participate in the examination process, which may consist of an oral exam and scheduled for  May 15, 2024  .  (Note: The examination process may be changed as deemed necessary by the Director of Human Resources).   SELECTION PROCESS  Candidates who receive a passing score on the examination will be placed on an eligibility list for up to one year, in accordance with the City's Civil Service Rules and Administrative Policies. Candidates referred to the Department will participate in a selection interview. Any candidate selected by the hiring department will be required to successfully complete a pre-employment process, which may consist of a background history check as well as a medical exam(s) administered by a City-selected physician(s) before hire. Prior to starting work, all newly-hired employees will be fingerprinted to check conviction history. A conviction history will not necessarily disqualify an applicant from appointment; however, failure to disclose conviction history will result in refusal of employment or termination.    INFORMATION ABOUT PROOF OF EDUCATION  Any successful candidate selected by the hiring department will be required to submit proof of education (i.e., original copy of the diploma or college/university transcripts).   ADDITIONAL INFORMATION  Positions in this classification are not represented by a bargaining group and are designated as confidential.  The information contained within this announcement may be modified or revoked without notice and does not constitute either an expressed or implied contract.   The City of Sunnyvale is an Equal Opportunity Employer. It is the policy of the City of Sunnyvale not to discriminate against all qualified applicants or employees on the basis of actual or perceived race, religion (including religious dress or grooming practice), color, sex (includes gender, pregnancy, childbirth, medical conditions related to pregnancy or childbirth, breastfeeding or medical conditions related to breastfeeding), gender identity and/or gender expression, sexual orientation (including heterosexuality, homosexuality and bisexuality), ethnic or national origin, ancestry, citizenship status, uniformed service member status, marital status, family relationship, age, cancer or HIV/AIDS related medical condition, genetic characteristics and/or genetic information, and physical or mental disability. Applicants needing special accommodations for testing should submit a request to the Department of Human Resources at time of application.  Summary of Confidential Non-Management Employees CONF Benefits    Notice of CFRA (California Family Rights Act) Rights and Obligations  Closing Date/Time: 4/29/2024 5:00 PM Pacific
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                                            CITY OF ESCONDIDO, CA
                                    
            
                            
                    City of Escondido, California, United States
                
                    

        
            Summary   This position is open until filled.    A first review of applications will take place during the week of April 14, 2024. Applicants that apply after the first review are not guaranteed to be considered for this recruitment. This recruitment may close at any time without notice after the first review date.    Failure to attach a valid typing certificate, issued within the last 6 months, certifying your ability to type 45 net wpm in a five (5) minute test, to this application will result in automatic disqualification. Online verifiable typing certificates will be accepted from one of the following websites: Ratatype.com; Typing.com; or Freetypinggame.net. Please note that we reserve the right to ask for an additional test to be completed in person, as part of the testing process.   If you want to join a hardworking team that shares a commitment to provide top-quality municipal services in a prime North County location, consider a career with the City of Escondido. We have an opening for the position of Executive Office Coordinator in our City Manager's Department. For a complete listing of job duties and qualifications, please refer to the corresponding job description, which can be obtained from the Human Resources Department or downloaded from the City's website.  Under general direction, serves as executive office coordinator for an assigned area in the City Manager’s Office; independently performs a wide variety of responsible and complex administrative, technical, programmatic, and secretarial duties to relieve assigned executive staff of technical, as well as general administrative details; participates in the development, implementation, and administration of administrative policies, procedures, and programs; prepares a variety of fiscal, administrative, and operational reports; and serves as a liaison with other City departments and staff, outside agencies, and the general public.   Key Responsibilities  The following duties are typical for this classification. Incumbents may not perform all of the listed duties and/or may be required to perform additional or different duties from those set forth below to address business needs and changing business practices.    Serves as executive office coordinator for an assigned area in the City Manager’s Office, independently planning and coordinating day-to-day operations, functions, and services; directs, coordinates, and reviews assigned activities and operations including assigned accounting, administrative support, technical, and/or programmatic service areas.   Reviews and organizes office operations; prepares and revises various administrative operating procedures, rules, regulations, and clerical systems; develops and revises office forms and report formats; initiates, organizes, and maintains complex filing systems and records.    Recommends improvements in work flow, procedures, policies, and use of equipment and forms.   Serves as primary contact and liaison for assigned functions and programs with other City departments and staff, the general public, and outside agencies and organizations; negotiates and resolves sensitive and controversial issues; explains, justifies, and defends programs, policies, and activities.   Coordinates the Citywide volunteer program; maintains Citywide list of ongoing projects for volunteers; accepts and distributes volunteer applications to appropriate departments and contacts; maintains and audits volunteer information in City software tracking; schedules Livescans; coordinates volunteer recognition; provides regular volunteer tracking reports to appropriate management staff.   Assists executive management staff in collecting, compiling, and analyzing information from various sources on a variety of specialized topics related to programs administered by the position or by management staff; participates in the preparation of reports that present and interpret data, identify alternatives, and make and justify recommendations.   Performs a wide variety of complex, responsible, and confidential duties for executive management staff and other staff as assigned; relieves executive staff of administrative work including investigating and answering complaints and providing assistance in resolving operational and administrative problems.     Performs a variety of requests and specialized projects for executive management staff; researches various options to complete requests, provides detailed information, and makes recommendations.   Types, word processes, and proofreads a wide variety of reports, letters, memoranda, correspondence, and statistical charts; types from rough draft or verbal instruction; independently composes correspondence and reports related to assigned area of responsibility.   Directs and participates in the maintenance of a calendar of activities, meetings, and various events for assigned staff; coordinates activities with other City departments, the public, and outside agencies; directs and participates in coordinating and processing staff travel arrangements.   Screens calls, visitors, and mail; provides information and assistance including responding to sensitive requests for information and assistance; researches information related to City regulations and office policies; assists the public and other City staff in interpreting and applying City policies, procedures, codes, and ordinances.   Performs accounting duties in support of the assigned area; coordinates and tracks accounts payable and accounts receivable; participates in accounting for and processing of requisitions and expense vouchers for assigned area including travel expenses, mileage, and credit card usage; submits demands for, disbursement of, and accounting for petty cash fund.    Attends meetings as assigned to take and maintain minutes of meetings.   Assists with the preparation, execution and retention of City contracts and agreements related to the City Manager's office.  Utilizes various computer applications and software packages; maintains and generates reports from a database or network system.   Performs duties of the Executive Assistant to the City Manager during absences of the Executive Assistant.   Performs related duties as required.   Provides vacation and temporary relief as necessary.     QUALIFICATIONS  Knowledge of:   Operations, services, and activities of assigned functions, programs, and operations. Principles of office management including principles and practices of work organization. Pertinent Federal, State and local laws, codes and regulations. Modern office procedures, methods and equipment including computers. Computer applications such as word processing, spreadsheets, and statistical databases. Basic processes, procedures, and practices of budget preparation and administration. Principles and practices of fiscal, statistical, and administrative research and report preparation. Principles of business letter writing and basic report preparation. Methods and techniques of public relations. Principles and procedures of record keeping. Basic bookkeeping practices. English usage, spelling, grammar and punctuation.      Ability to:   Perform responsible and difficult office management, administrative support, and secretarial duties involving the use of independent judgment and personal initiative. Understand the organization and operation of the City and of outside agencies as necessary to assume assigned responsibilities. Understand, interpret and apply administrative and office policies and procedures. Analyze problems, identify alternative solutions, project consequences of proposed actions and implement recommendations in support of goals. Research, compile, analyze, and interpret data. Participate in the preparation of a variety of administrative and financial reports. Independently prepare correspondence and memoranda. Implement and maintain filing systems. Type at a speed necessary for successful job performance and as deemed appropriate by the department. Operate and use modern office equipment including a computer and various software packages. Work under steady pressure with frequent interruptions and a high degree of public contact by phone or in person. Exercise good judgment and maintain confidentiality in maintaining critical and sensitive information, records, and reports. Demonstrate an awareness and appreciation of the cultural diversity of the community. Communicate clearly and concisely, both orally and in writing. Establish and maintain effective working relationships with those contacted in the course of work.   Minimum Requirements  Education/Training :    Equivalent to the completion of the twelfth grade. Additional specialized course work in public administration, business administration, or a related field is desirable.   Experience :    Four years (full-time equivalent) of increasingly responsible secretarial and clerical experience.   Licenses and/or Certificates :   Possession of current California Notary Public Certification may be required of some positions in this classification within 60 days of hire.   Supplemental Information   NOTE:  For a complete listing of job duties and qualifications, please refer to the corresponding job description, which can be obtained from the Human Resources Department or downloaded from the City's web site. The City of Escondido is committed to a drug and alcohol free workplace.   All applicants will be subject to fingerprint investigation before a conditional offer of employment is extended. A pre-employment medical examination will be conducted following a conditional offer of employment for all positions. Safety sensitive positions will include a pre-employment drug screen. Positions subject to the Department of Transportation (DOT) regulations will be subject to DOT pre-employment drug testing and random drug and alcohol testing.   SELECTION PROCEDURE   Applications will be screened and the most qualified candidates will be invited to appear for testing. All positions require the ability to read, write and speak English. Types of tests may include written and/or oral examination, physical agility, practical exam or other appropriate job-related selection process. When testing is completed, candidates will be ranked on an eligibility list in the order of their test score. Selection for appointments is made from names certified on the eligibility list.  All appointments are subject to the successful completion of background investigation including LIVESCAN fingerprinting, and will be required to submit verification of the legal right to work in the United States. Qualification by a medical examination will be required at the time of appointment. After appointment, classified employees must satisfactorily complete a probationary period to be eligible for regular status. In accordance with the Immigration Reform and Control Act of 1986, all new employees must produce proof of eligibility to work in the United States within the first three days of their employment. The City of Escondido participates in E-Verify®.  The Loyalty Oath will be administered to all new employees on their first day of hire. New employees hired into positions that require a driver's license must provide proof of a valid California Driver's License of the appropriate class level on their first day of employment.  Additional information regarding the essential functions and physical, environmental and communication demands of the position may be obtained from the Human Resources Department. If you require reasonable accommodation in the testing process, such as an alternate means of testing, you must contact the Human Resources Department by the final filing date to complete a Request for Reasonable Accommodation form. The provisions of this bulletin do not constitute an express or implied contract. Any provision contained in this bulletin may be modified or revoked without notice.   Note: Pursuant to California Civil Code section 1786.53, the City of Escondido shall provide to all job candidates a copy of any records of arrest, indictment, conviction, civil judicial action, tax lien or outstanding judgment which was obtained in the course of conducting an evaluation for employment, assignment, and/or promotion. A copy of this information, if received by the City, will be given to candidates within seven days of the City's receipt.    VETERANS' PREFERENCE   Eligible individuals are those who meet the following criteria:    Served in the U.S. armed forces  Received an honorable discharge  Did not retire from military service  Seeking employment with the City of Escondido for the first time.     Guard and Reserve active duty for training purposes   does not  qualify for veterans' preference. Proof of eligibility (copy of DD-214) must be submitted at time of application, or later if the promulgation of the eligibility list will not be delayed. Veterans' preference credit will only be applied to eligible applicants who attained a passing grade (total score exclusive of credit) on the final open examination.   ABOUT OUR CITY   The City of Escondido is a prominent agricultural, commercial hub and residential center of North San Diego County. Located a short 30-minute drive from the beach, the mountains or downtown San Diego, Escondido residents enjoy the pleasure of a rural lifestyle with all the benefits of suburban living. Escondido is a diverse, vibrant community with many amenities. The city offers attractive homes in a wide range of prices, two lakes, several parks, a sports center, golf courses, restaurants, wineries, shopping centers, a variety of art galleries, entertainment venues, and a state of the art hospital. Established in 1888, the city's rich past brings charm and stability to the community; yet integrated with Escondido's treasured heritage is a progressive future, bright and brimming with promise.   EOE  The City of Escondido does not discriminate on the basis of race, color, religion, disability, sex, age, national origin, or sexual orientation. We will attempt to reasonably accommodate applicants with disabilities upon request.  The City of Escondido offers a comprehensive benefit package including vacation, holiday, and sick leave as well as medical, dental, vision, and life insurance.  The Benefits of Choice program offers you a range of benefits. You choose the coverage that is right for you, your family and your budget. Read this e-Guide for an overview of your options, with links to additional details and forms.  For a more detailed overview of this benefits package, please visit the Unclassified / Clerical / Technical Benefit Summary.  Closing Date/Time: Continuous
        

    

    
        
            Mar 26, 2024
        

                                    Full Time
                                     
    

    
        Summary   This position is open until filled.    A first review of applications will take place during the week of April 14, 2024. Applicants that apply after the first review are not guaranteed to be considered for this recruitment. This recruitment may close at any time without notice after the first review date.    Failure to attach a valid typing certificate, issued within the last 6 months, certifying your ability to type 45 net wpm in a five (5) minute test, to this application will result in automatic disqualification. Online verifiable typing certificates will be accepted from one of the following websites: Ratatype.com; Typing.com; or Freetypinggame.net. Please note that we reserve the right to ask for an additional test to be completed in person, as part of the testing process.   If you want to join a hardworking team that shares a commitment to provide top-quality municipal services in a prime North County location, consider a career with the City of Escondido. We have an opening for the position of Executive Office Coordinator in our City Manager's Department. For a complete listing of job duties and qualifications, please refer to the corresponding job description, which can be obtained from the Human Resources Department or downloaded from the City's website.  Under general direction, serves as executive office coordinator for an assigned area in the City Manager’s Office; independently performs a wide variety of responsible and complex administrative, technical, programmatic, and secretarial duties to relieve assigned executive staff of technical, as well as general administrative details; participates in the development, implementation, and administration of administrative policies, procedures, and programs; prepares a variety of fiscal, administrative, and operational reports; and serves as a liaison with other City departments and staff, outside agencies, and the general public.   Key Responsibilities  The following duties are typical for this classification. Incumbents may not perform all of the listed duties and/or may be required to perform additional or different duties from those set forth below to address business needs and changing business practices.    Serves as executive office coordinator for an assigned area in the City Manager’s Office, independently planning and coordinating day-to-day operations, functions, and services; directs, coordinates, and reviews assigned activities and operations including assigned accounting, administrative support, technical, and/or programmatic service areas.   Reviews and organizes office operations; prepares and revises various administrative operating procedures, rules, regulations, and clerical systems; develops and revises office forms and report formats; initiates, organizes, and maintains complex filing systems and records.    Recommends improvements in work flow, procedures, policies, and use of equipment and forms.   Serves as primary contact and liaison for assigned functions and programs with other City departments and staff, the general public, and outside agencies and organizations; negotiates and resolves sensitive and controversial issues; explains, justifies, and defends programs, policies, and activities.   Coordinates the Citywide volunteer program; maintains Citywide list of ongoing projects for volunteers; accepts and distributes volunteer applications to appropriate departments and contacts; maintains and audits volunteer information in City software tracking; schedules Livescans; coordinates volunteer recognition; provides regular volunteer tracking reports to appropriate management staff.   Assists executive management staff in collecting, compiling, and analyzing information from various sources on a variety of specialized topics related to programs administered by the position or by management staff; participates in the preparation of reports that present and interpret data, identify alternatives, and make and justify recommendations.   Performs a wide variety of complex, responsible, and confidential duties for executive management staff and other staff as assigned; relieves executive staff of administrative work including investigating and answering complaints and providing assistance in resolving operational and administrative problems.     Performs a variety of requests and specialized projects for executive management staff; researches various options to complete requests, provides detailed information, and makes recommendations.   Types, word processes, and proofreads a wide variety of reports, letters, memoranda, correspondence, and statistical charts; types from rough draft or verbal instruction; independently composes correspondence and reports related to assigned area of responsibility.   Directs and participates in the maintenance of a calendar of activities, meetings, and various events for assigned staff; coordinates activities with other City departments, the public, and outside agencies; directs and participates in coordinating and processing staff travel arrangements.   Screens calls, visitors, and mail; provides information and assistance including responding to sensitive requests for information and assistance; researches information related to City regulations and office policies; assists the public and other City staff in interpreting and applying City policies, procedures, codes, and ordinances.   Performs accounting duties in support of the assigned area; coordinates and tracks accounts payable and accounts receivable; participates in accounting for and processing of requisitions and expense vouchers for assigned area including travel expenses, mileage, and credit card usage; submits demands for, disbursement of, and accounting for petty cash fund.    Attends meetings as assigned to take and maintain minutes of meetings.   Assists with the preparation, execution and retention of City contracts and agreements related to the City Manager's office.  Utilizes various computer applications and software packages; maintains and generates reports from a database or network system.   Performs duties of the Executive Assistant to the City Manager during absences of the Executive Assistant.   Performs related duties as required.   Provides vacation and temporary relief as necessary.     QUALIFICATIONS  Knowledge of:   Operations, services, and activities of assigned functions, programs, and operations. Principles of office management including principles and practices of work organization. Pertinent Federal, State and local laws, codes and regulations. Modern office procedures, methods and equipment including computers. Computer applications such as word processing, spreadsheets, and statistical databases. Basic processes, procedures, and practices of budget preparation and administration. Principles and practices of fiscal, statistical, and administrative research and report preparation. Principles of business letter writing and basic report preparation. Methods and techniques of public relations. Principles and procedures of record keeping. Basic bookkeeping practices. English usage, spelling, grammar and punctuation.      Ability to:   Perform responsible and difficult office management, administrative support, and secretarial duties involving the use of independent judgment and personal initiative. Understand the organization and operation of the City and of outside agencies as necessary to assume assigned responsibilities. Understand, interpret and apply administrative and office policies and procedures. Analyze problems, identify alternative solutions, project consequences of proposed actions and implement recommendations in support of goals. Research, compile, analyze, and interpret data. Participate in the preparation of a variety of administrative and financial reports. Independently prepare correspondence and memoranda. Implement and maintain filing systems. Type at a speed necessary for successful job performance and as deemed appropriate by the department. Operate and use modern office equipment including a computer and various software packages. Work under steady pressure with frequent interruptions and a high degree of public contact by phone or in person. Exercise good judgment and maintain confidentiality in maintaining critical and sensitive information, records, and reports. Demonstrate an awareness and appreciation of the cultural diversity of the community. Communicate clearly and concisely, both orally and in writing. Establish and maintain effective working relationships with those contacted in the course of work.   Minimum Requirements  Education/Training :    Equivalent to the completion of the twelfth grade. Additional specialized course work in public administration, business administration, or a related field is desirable.   Experience :    Four years (full-time equivalent) of increasingly responsible secretarial and clerical experience.   Licenses and/or Certificates :   Possession of current California Notary Public Certification may be required of some positions in this classification within 60 days of hire.   Supplemental Information   NOTE:  For a complete listing of job duties and qualifications, please refer to the corresponding job description, which can be obtained from the Human Resources Department or downloaded from the City's web site. The City of Escondido is committed to a drug and alcohol free workplace.   All applicants will be subject to fingerprint investigation before a conditional offer of employment is extended. A pre-employment medical examination will be conducted following a conditional offer of employment for all positions. Safety sensitive positions will include a pre-employment drug screen. Positions subject to the Department of Transportation (DOT) regulations will be subject to DOT pre-employment drug testing and random drug and alcohol testing.   SELECTION PROCEDURE   Applications will be screened and the most qualified candidates will be invited to appear for testing. All positions require the ability to read, write and speak English. Types of tests may include written and/or oral examination, physical agility, practical exam or other appropriate job-related selection process. When testing is completed, candidates will be ranked on an eligibility list in the order of their test score. Selection for appointments is made from names certified on the eligibility list.  All appointments are subject to the successful completion of background investigation including LIVESCAN fingerprinting, and will be required to submit verification of the legal right to work in the United States. Qualification by a medical examination will be required at the time of appointment. After appointment, classified employees must satisfactorily complete a probationary period to be eligible for regular status. In accordance with the Immigration Reform and Control Act of 1986, all new employees must produce proof of eligibility to work in the United States within the first three days of their employment. The City of Escondido participates in E-Verify®.  The Loyalty Oath will be administered to all new employees on their first day of hire. New employees hired into positions that require a driver's license must provide proof of a valid California Driver's License of the appropriate class level on their first day of employment.  Additional information regarding the essential functions and physical, environmental and communication demands of the position may be obtained from the Human Resources Department. If you require reasonable accommodation in the testing process, such as an alternate means of testing, you must contact the Human Resources Department by the final filing date to complete a Request for Reasonable Accommodation form. The provisions of this bulletin do not constitute an express or implied contract. Any provision contained in this bulletin may be modified or revoked without notice.   Note: Pursuant to California Civil Code section 1786.53, the City of Escondido shall provide to all job candidates a copy of any records of arrest, indictment, conviction, civil judicial action, tax lien or outstanding judgment which was obtained in the course of conducting an evaluation for employment, assignment, and/or promotion. A copy of this information, if received by the City, will be given to candidates within seven days of the City's receipt.    VETERANS' PREFERENCE   Eligible individuals are those who meet the following criteria:    Served in the U.S. armed forces  Received an honorable discharge  Did not retire from military service  Seeking employment with the City of Escondido for the first time.     Guard and Reserve active duty for training purposes   does not  qualify for veterans' preference. Proof of eligibility (copy of DD-214) must be submitted at time of application, or later if the promulgation of the eligibility list will not be delayed. Veterans' preference credit will only be applied to eligible applicants who attained a passing grade (total score exclusive of credit) on the final open examination.   ABOUT OUR CITY   The City of Escondido is a prominent agricultural, commercial hub and residential center of North San Diego County. Located a short 30-minute drive from the beach, the mountains or downtown San Diego, Escondido residents enjoy the pleasure of a rural lifestyle with all the benefits of suburban living. Escondido is a diverse, vibrant community with many amenities. The city offers attractive homes in a wide range of prices, two lakes, several parks, a sports center, golf courses, restaurants, wineries, shopping centers, a variety of art galleries, entertainment venues, and a state of the art hospital. Established in 1888, the city's rich past brings charm and stability to the community; yet integrated with Escondido's treasured heritage is a progressive future, bright and brimming with promise.   EOE  The City of Escondido does not discriminate on the basis of race, color, religion, disability, sex, age, national origin, or sexual orientation. We will attempt to reasonably accommodate applicants with disabilities upon request.  The City of Escondido offers a comprehensive benefit package including vacation, holiday, and sick leave as well as medical, dental, vision, and life insurance.  The Benefits of Choice program offers you a range of benefits. You choose the coverage that is right for you, your family and your budget. Read this e-Guide for an overview of your options, with links to additional details and forms.  For a more detailed overview of this benefits package, please visit the Unclassified / Clerical / Technical Benefit Summary.  Closing Date/Time: Continuous
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            Description  The City Manager’s office is seeking an highly organized administrative professional to provide support to the City Manager, Deputy City Manager, and other staff. The selected individual will be motivated, resourceful, creative, and dedicated to providing excellent customer service. The ideal candidate will thrive in a fast paced environment and will enjoy working on special projects with internal staff, the community, and other stakeholders. The ability to draft staff reports, coupled with a strict adherence to confidentiality and discretion, will set the individual apart from other candidates.  This position will be working a 9/80 work schedule with alternating Fridays off. The City provides an excellent benefits package including membership in the California Public Retirees’ System (CalPERS), $1,750 per month total contribution to purchase health insurance, dental and vision insurance provided, up to 56 hours of Administrative Leave annually, Vacation Leave beginning at 96 hours per year, Sick Leave of 8 hours per month, 12 paid holidays per year plus 1 Personal Leave day, basic life insurance policy, and retiree medical. Please review the Administrative Code and Employee Benefits Guide for more information.   This recruitment requires a compelling cover letter outlining your relevant training and experience including why you are interested in becoming part of the City of El Segundo team, along with a resume to be attached to the online application in order to be considered complete.   Definition: Under general supervision, performs advanced-level administrative, office and management support duties for the City Manager, City Council or other executive management as assigned requiring exercise of initiative, and independent judgment and decision making.  Essential Job Functions    Essential Functions:   Essential functions, as defined under the Americans with Disabilities Act, may include the following duties and responsibilities, knowledge, skills and other characteristics. This list of duties and responsibilities is ILLUSTRATIVE ONLY, and is not a comprehensive listing of all functions and tasks performed by positions in this class.    Characteristic Duties and Responsibilities:   Positions in this classification typically perform a full range of duties at a level of complexity represented by the following types of responsibilities:    Works closely with and prepares materials for City Manager, City officials or executive management on highly sensitive and confidential matters;   Provides information to others requiring in-depth knowledge of City activities, business and policies;   Responds to or refers inquiries for services to appropriate resources;   Receives and evaluates customer complaints directed to high level City officials or executive management and recommends and/or initiates an appropriate course of action;   Tracks, monitors and provides follow up on complaints and their resolution with City management and City Council;   Performs administrative/secretarial duties for the City Manager, City Council or executive management; assists in the operation of an office;   Maintains complex filing systems;   Receives and reviews incoming correspondence, researches and drafts appropriate responses as delegated or directs to appropriate department for investigation and response;   Independently prepares a variety of correspondence and selected reports for review/signature on behalf of an administrative supervisor;   Initiates, researches, writes and finalizes a variety of written materials for accuracy, completeness and conformance with applicable rules and regulations;  Prepares meeting agendas, documents, reports and minutes according to accepted City and State requirements;   Plans and implements routine and special meetings and trips;   Attends staff and City Council meetings as assigned;   Maintains calendars and schedules, and coordinates appointments, meetings and a variety of official events as assigned;  Maintains records of departmental expenditures;   Assists in preparation of and monitors budgets;   Reviews, prepares and may authorize purchase requisitions and payment of invoices;  Orders supplies and equipment;   Collects and compiles statistical, financial and other information for special or periodic reports;   Additional duties as required depending on assignment:   Monitors and tracks legislative activity and actions and keeps City Manager, City officials or executive management informed; and  prepares various communications on behalf of the City in response to legislative activities.    Knowledge, Skills and Other Characteristics:   To perform this job successfully, an individual must be able to perform each essential function. The requirements listed below are representative of the knowledge, skill, and/or ability required.    Knowledge of:    Principles and practices of office administration;  Basic budgeting procedures and financial record keeping;   Policies, practices, procedures and terminology of City operations; and  A variety of computer software, including Microsoft Office and database applications.    Skill in:    English composition, grammar and punctuation;  Composing letters and preparing a variety of reports, using appropriate format and computer software;  Preparing statistical reports;   Bookkeeping practices and procedures;   Following oral and written instructions and procedures;  Presenting ideas and concepts orally and in writing;   Effectively resolving disputes;   Effectively managing multiple priorities in a high volume work environment;   Utilizing public relations techniques in responding to inquiries and complaints;   Working with a diverse group of individuals; and  Establishing and maintaining effective working relationships with other City employees and the public.    Qualifications    Minimum Qualifications:    A combination of experience and education that would likely provide the required knowledge and abilities may be qualifying. A typical way to obtain the knowledge and abilities would be:    Experience:  F ive (5) years progressively responsible secretarial/office administrative experience providing assistance to an administrative official or senior management.     Education:   Graduation from high school or GED.    Please Note: Candidates deemed most qualified, as reflected in their application materials, will be invited to continue in the recruitment process. The prospective candidate must successfully complete a thorough background review, including being fingerprinted by the El Segundo Police Department. The resulting report of your conviction history, (if any), will be evaluated along with the other information received in connection with your application. Except as otherwise required by law, a criminal conviction will not necessarily disqualify you from the position. The nature, date, surrounding circumstances, and the relevance of the offense to the position applied for may, however, be considered.    Disaster Service Worker: In accordance with Government Code Section 3100, City of El Segundo Employees, in the event of a disaster, are considered disaster service workers and may be asked to respond accordingly.    Probationary Period: All employees must successfully complete a 12-month probationary period in order to attain permanent status with the City of El Segundo.    The City of El Segundo is an Equal Opportunity Employer, committed to supporting Diversity Equity and Inclusion initiatives to build and sustain an environment that values diversity, welcomes opportunities to engage and understand others, and fosters a sense of belonging.   MANAGEMENT/ CONFIDENTIALEMPLOYEES (M&C)   Benefit Summary     PERS Retirement :  Miscellaneous employees - Tier I-2% @ 55 . Tier II-2%@60 for individuals employed by the City on or after 12/30/12 who are already PERS members.Tier I and II members pay 7% of PERS member share and 1% shall be employee-paid cost-sharing of the City's contribution under Gov. Code section 20516(a).Single highest year is coordinated with Social Security and Medicare.  PERS 2%@62 for new employees/members hired on or after 1/1/13.Three year average coordinated with Social Security and Medicare.Members pay 50% of normal cost (6.75%).  Safety employees (Battalion Chiefs) - 3% @ 55 for current employees and individuals hired by the City who are already PERS members.Single highest year. Employees pay a total of 12% towards retirement. 2.7%@5 7 for new employees/members hired on or after 1/1/13.Three year average final compensation.Members pay 50% of normal cost .   Social Security: The City matches employee’s Social Security contribution, which is 6.2% of your salary and is made on a pre-tax basis. The 2024 Social Security income cap is $168,600.  Medical -Monthly medical contribution of $1,750 ($932 for medical and $818 for flex dollars). Flex dollars may be used toward a medical premium and/or deferred compensation plan. Employees are responsible for paying any out-of-pocket balance of the medical plan premium through a pre-tax payroll deduction.  Deferred Compensation: Voluntary participation in Mission Sqaure 457 plan.  Dental & Vision :MetLife Dental and VSP vision benefits are provided.  Flex Plan :Section 125 Plan, allows for payment of employee-paid insurance, medical treatment, and dependent care expenses with pre-tax dollars.  Employee Assistance Program : Employees are eligible for the basic level of service.  Life Insurance :$50,000 term life policy provided by City; employee can purchase additional self and dependent coverage at group rates.  Long-Term Disability: In addition to basic LTD plan (662/3 % of first $9,750 after 60-day waiting period), City provides Executive LTD which pays 75% of first $12,000 of employee's salary less the amount of any other income, up to a total of $2,500.Applies to non job-related occurrences.90 day waiting period.  Holidays :11 fixed paid holidays plus one day of personal leave/floating holiday per year.Battalion Chiefs paid 156 hours.  Vacation Leave :96 hours (1-5 years); 120 hours (6 - 10 years); 144 hours (11 - 14 years): 200 hours after 14 years.Leave can be used after 6 months of service.Annual cash conversion option. Upon reaching "E" step, employees accrue vacation based on total years of public sector service.  Sick Leave :8 hours per month.  Administrative Leave: Mid-Management and Confidential positions shall recieveup to 56 hours per calendar yearupon reccommendation of the Department Director and approval of the City Manager.  Bereavement Leave: Three (3) working days (or 40 hours where travel is 500 miles or more) for qualifying incident.  Tuition Reimbursement :Up to $2,000/year for work-related college courses.  Cell Phone Stipend: City cell phone provided depending on position.  Educational Incentive Pay :Battalion Chief $1170.19/mo for Bachelor's, $1755.28 for Master's.  Certification Pay :$585.09 Chief Officer Cert Pay for Battalion Chiefs.  Other : Uniform Allowance ($40/mo) for Battalion Chiefs; Voluntary participation in Credit Union; Payroll Direct Deposit; Long-Term Care (premiums paid by employee).  1/14; 12/15; 8/19; 8/22; 24  Closing Date/Time: Continuous
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        Description  The City Manager’s office is seeking an highly organized administrative professional to provide support to the City Manager, Deputy City Manager, and other staff. The selected individual will be motivated, resourceful, creative, and dedicated to providing excellent customer service. The ideal candidate will thrive in a fast paced environment and will enjoy working on special projects with internal staff, the community, and other stakeholders. The ability to draft staff reports, coupled with a strict adherence to confidentiality and discretion, will set the individual apart from other candidates.  This position will be working a 9/80 work schedule with alternating Fridays off. The City provides an excellent benefits package including membership in the California Public Retirees’ System (CalPERS), $1,750 per month total contribution to purchase health insurance, dental and vision insurance provided, up to 56 hours of Administrative Leave annually, Vacation Leave beginning at 96 hours per year, Sick Leave of 8 hours per month, 12 paid holidays per year plus 1 Personal Leave day, basic life insurance policy, and retiree medical. Please review the Administrative Code and Employee Benefits Guide for more information.   This recruitment requires a compelling cover letter outlining your relevant training and experience including why you are interested in becoming part of the City of El Segundo team, along with a resume to be attached to the online application in order to be considered complete.   Definition: Under general supervision, performs advanced-level administrative, office and management support duties for the City Manager, City Council or other executive management as assigned requiring exercise of initiative, and independent judgment and decision making.  Essential Job Functions    Essential Functions:   Essential functions, as defined under the Americans with Disabilities Act, may include the following duties and responsibilities, knowledge, skills and other characteristics. This list of duties and responsibilities is ILLUSTRATIVE ONLY, and is not a comprehensive listing of all functions and tasks performed by positions in this class.    Characteristic Duties and Responsibilities:   Positions in this classification typically perform a full range of duties at a level of complexity represented by the following types of responsibilities:    Works closely with and prepares materials for City Manager, City officials or executive management on highly sensitive and confidential matters;   Provides information to others requiring in-depth knowledge of City activities, business and policies;   Responds to or refers inquiries for services to appropriate resources;   Receives and evaluates customer complaints directed to high level City officials or executive management and recommends and/or initiates an appropriate course of action;   Tracks, monitors and provides follow up on complaints and their resolution with City management and City Council;   Performs administrative/secretarial duties for the City Manager, City Council or executive management; assists in the operation of an office;   Maintains complex filing systems;   Receives and reviews incoming correspondence, researches and drafts appropriate responses as delegated or directs to appropriate department for investigation and response;   Independently prepares a variety of correspondence and selected reports for review/signature on behalf of an administrative supervisor;   Initiates, researches, writes and finalizes a variety of written materials for accuracy, completeness and conformance with applicable rules and regulations;  Prepares meeting agendas, documents, reports and minutes according to accepted City and State requirements;   Plans and implements routine and special meetings and trips;   Attends staff and City Council meetings as assigned;   Maintains calendars and schedules, and coordinates appointments, meetings and a variety of official events as assigned;  Maintains records of departmental expenditures;   Assists in preparation of and monitors budgets;   Reviews, prepares and may authorize purchase requisitions and payment of invoices;  Orders supplies and equipment;   Collects and compiles statistical, financial and other information for special or periodic reports;   Additional duties as required depending on assignment:   Monitors and tracks legislative activity and actions and keeps City Manager, City officials or executive management informed; and  prepares various communications on behalf of the City in response to legislative activities.    Knowledge, Skills and Other Characteristics:   To perform this job successfully, an individual must be able to perform each essential function. The requirements listed below are representative of the knowledge, skill, and/or ability required.    Knowledge of:    Principles and practices of office administration;  Basic budgeting procedures and financial record keeping;   Policies, practices, procedures and terminology of City operations; and  A variety of computer software, including Microsoft Office and database applications.    Skill in:    English composition, grammar and punctuation;  Composing letters and preparing a variety of reports, using appropriate format and computer software;  Preparing statistical reports;   Bookkeeping practices and procedures;   Following oral and written instructions and procedures;  Presenting ideas and concepts orally and in writing;   Effectively resolving disputes;   Effectively managing multiple priorities in a high volume work environment;   Utilizing public relations techniques in responding to inquiries and complaints;   Working with a diverse group of individuals; and  Establishing and maintaining effective working relationships with other City employees and the public.    Qualifications    Minimum Qualifications:    A combination of experience and education that would likely provide the required knowledge and abilities may be qualifying. A typical way to obtain the knowledge and abilities would be:    Experience:  F ive (5) years progressively responsible secretarial/office administrative experience providing assistance to an administrative official or senior management.     Education:   Graduation from high school or GED.    Please Note: Candidates deemed most qualified, as reflected in their application materials, will be invited to continue in the recruitment process. The prospective candidate must successfully complete a thorough background review, including being fingerprinted by the El Segundo Police Department. The resulting report of your conviction history, (if any), will be evaluated along with the other information received in connection with your application. Except as otherwise required by law, a criminal conviction will not necessarily disqualify you from the position. The nature, date, surrounding circumstances, and the relevance of the offense to the position applied for may, however, be considered.    Disaster Service Worker: In accordance with Government Code Section 3100, City of El Segundo Employees, in the event of a disaster, are considered disaster service workers and may be asked to respond accordingly.    Probationary Period: All employees must successfully complete a 12-month probationary period in order to attain permanent status with the City of El Segundo.    The City of El Segundo is an Equal Opportunity Employer, committed to supporting Diversity Equity and Inclusion initiatives to build and sustain an environment that values diversity, welcomes opportunities to engage and understand others, and fosters a sense of belonging.   MANAGEMENT/ CONFIDENTIALEMPLOYEES (M&C)   Benefit Summary     PERS Retirement :  Miscellaneous employees - Tier I-2% @ 55 . Tier II-2%@60 for individuals employed by the City on or after 12/30/12 who are already PERS members.Tier I and II members pay 7% of PERS member share and 1% shall be employee-paid cost-sharing of the City's contribution under Gov. Code section 20516(a).Single highest year is coordinated with Social Security and Medicare.  PERS 2%@62 for new employees/members hired on or after 1/1/13.Three year average coordinated with Social Security and Medicare.Members pay 50% of normal cost (6.75%).  Safety employees (Battalion Chiefs) - 3% @ 55 for current employees and individuals hired by the City who are already PERS members.Single highest year. Employees pay a total of 12% towards retirement. 2.7%@5 7 for new employees/members hired on or after 1/1/13.Three year average final compensation.Members pay 50% of normal cost .   Social Security: The City matches employee’s Social Security contribution, which is 6.2% of your salary and is made on a pre-tax basis. The 2024 Social Security income cap is $168,600.  Medical -Monthly medical contribution of $1,750 ($932 for medical and $818 for flex dollars). Flex dollars may be used toward a medical premium and/or deferred compensation plan. Employees are responsible for paying any out-of-pocket balance of the medical plan premium through a pre-tax payroll deduction.  Deferred Compensation: Voluntary participation in Mission Sqaure 457 plan.  Dental & Vision :MetLife Dental and VSP vision benefits are provided.  Flex Plan :Section 125 Plan, allows for payment of employee-paid insurance, medical treatment, and dependent care expenses with pre-tax dollars.  Employee Assistance Program : Employees are eligible for the basic level of service.  Life Insurance :$50,000 term life policy provided by City; employee can purchase additional self and dependent coverage at group rates.  Long-Term Disability: In addition to basic LTD plan (662/3 % of first $9,750 after 60-day waiting period), City provides Executive LTD which pays 75% of first $12,000 of employee's salary less the amount of any other income, up to a total of $2,500.Applies to non job-related occurrences.90 day waiting period.  Holidays :11 fixed paid holidays plus one day of personal leave/floating holiday per year.Battalion Chiefs paid 156 hours.  Vacation Leave :96 hours (1-5 years); 120 hours (6 - 10 years); 144 hours (11 - 14 years): 200 hours after 14 years.Leave can be used after 6 months of service.Annual cash conversion option. Upon reaching "E" step, employees accrue vacation based on total years of public sector service.  Sick Leave :8 hours per month.  Administrative Leave: Mid-Management and Confidential positions shall recieveup to 56 hours per calendar yearupon reccommendation of the Department Director and approval of the City Manager.  Bereavement Leave: Three (3) working days (or 40 hours where travel is 500 miles or more) for qualifying incident.  Tuition Reimbursement :Up to $2,000/year for work-related college courses.  Cell Phone Stipend: City cell phone provided depending on position.  Educational Incentive Pay :Battalion Chief $1170.19/mo for Bachelor's, $1755.28 for Master's.  Certification Pay :$585.09 Chief Officer Cert Pay for Battalion Chiefs.  Other : Uniform Allowance ($40/mo) for Battalion Chiefs; Voluntary participation in Credit Union; Payroll Direct Deposit; Long-Term Care (premiums paid by employee).  1/14; 12/15; 8/19; 8/22; 24  Closing Date/Time: Continuous
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             THE OPPORTUNITY 
 With the retirement of two esteemed Assistant City Managers, the City of San Marcos has two exciting opportunities for the role of Assistant City Manager. This presents a unique chance to elevate your career within a dynamic, flourishing city located in the heart of the highly sought-after Texas Hill Country. Join us in shaping the future of San Marcos, a city celebrated for its diversity, vibrancy, and rapid growth. 
  
 ABOUT SAN MARCOS 
 San Marcos, Texas, the proud home of Texas State University, serves as the county seat of Hays County. A vibrant community with over 80,000 residents across 40 square miles, it’s a gem nestled between the San Marcos and Blanco Rivers along Interstate Highway 35, perfectly positioned between San Antonio and Austin. Millions of visitors are attracted to San Marcos to experience the serene beauty of the Texas Hill Country and some of the most popular attractions in the state. San Marcos has been named one of the “Best Places to Raise Your Kids” by Business Week and was named the “#1 Retirement Community” by Forbes. Residents enjoy convenient access to an array of amenities and unmatched recreational opportunities. 
  
 CITY GOVERNMENT 
 The City of San Marcos operates under the council-manager form of government. The City Council is comprised of six Council Members and a Mayor, all elected at-large. The City provides a wide array of municipal services through 850 employees in twenty municipal departments and has an all-funds budget of $259 million. In addition to the general government functions discussed above, the City has several enterprise funds including electric utility, storm water management, transit, resource recovery, and water and wastewater. The City operates the coordinated public transit system with Texas State University, a regional airport, and a cemetery. 
  
 THE POSITIONS 
 Reporting to the City Manager, the Assistant City Managers are responsible for executive oversight for assigned departments and provide a key role for the City Manager’s Office by ensuring that excellent customer service and responsiveness are provided by all employees. These positions function with a high degree of autonomy and corresponding responsibility and always require the highest ethical standards and integrity as a representative of the City's executive management team. 
  
 One Assistant City Manager will be responsible for the public safety portfolio and will oversee the departments of Emergency Management, Fire, Police, Neighborhood Enhancement (Health, Code Compliance and Animal Services, Resource Recovery, and WIC), and Park Rangers/City Marshals. The second position will be responsible for a general services portfolio and will oversee the departments of Destination Services, Human Resources, Information Technology/GIS, Parks & Recreation, and Public Works. 
  
 Key responsibilities include serving as a member of the Executive and the Leadership Teams and advising the City Manager and City Council; directing and managing the activities of assigned departments; ensuring high functional performance and that departments meet the City's mission; ensuring that public funds are expended in a fiscally responsible manner including guiding the departmental operating and capital budgets, making decisions on recommendations from departments, and advising on the effective use of resources; and acting as liaison with outside entities, local, state, and federal agencies, universities, and the Chamber of Commerce on diverse issues. 
  
 The ideal candidate will have the ability to carefully navigate politically sensitive situations; bridge varying interests and engage thoughtfully with stakeholders to create a positive customer experience; resolve conflict, manage change and sensitive topics, plan, analyze, and evaluate programs/services, operational needs, and fiscal constraints; build trust and demonstrate integrity by being honest and honoring commitments; and the ability to communicate in both English and Spanish is desirable. 
  
  
 SALARY AND BENEFITS 
 The salary range for this position is up to $220,000 for well qualified candidates. The City of San Marcos offers an excellent benefits package including retirement through the Texas Municipal Retirement System (TMRS) with an employee contribution of 7% of salary and a 2:1 matching contribution by the City. Employees vest in 5 years and are eligible to retire after 20 years of service at any age. TMRS allows for service credit from other public agencies. Additional information can be found at www.tmrs.com. 
   
 The City of San Marcos offers a wide array of additional benefits. Review the   City of San Marcos Employee Benefits Guide   for more information. 
  
 APPLICATION AND SELECTION PROCESS 
 This recruitment is scheduled to close on Monday, May 20, 2024, however the City may close the recruitment at any time once a sufficiently qualified pool of candidates has been established. Interested candidates should immediately submit a comprehensive résumé and compelling cover letter   at: 
  
   mosaicpublic.com/careers   
  
 Confidential inquiries are welcomed to: 
  
 Greg Nelson |   greg@mosaicpublic.com   | (916) 550-4100 
 Bryan Noblett |   bryan@mosaicpublic.com   | (916) 550-4100 
  
  This recruitment incorporates existing rules and regulations that govern public sector recruitments in the State of Texas. In accordance with public disclosure/open record laws, information submitted for consideration may be made available to the public upon request by interested parties.  
  
  The City of San Marcos is an Equal Opportunity Employer and does not discriminate in its employment practices on the basis of age, race, religion, pregnancy, sex, gender identity, sexual preference, color, national origin or disability. The City is also a Drug Free and Smoke Free Employer.  
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         THE OPPORTUNITY 
 With the retirement of two esteemed Assistant City Managers, the City of San Marcos has two exciting opportunities for the role of Assistant City Manager. This presents a unique chance to elevate your career within a dynamic, flourishing city located in the heart of the highly sought-after Texas Hill Country. Join us in shaping the future of San Marcos, a city celebrated for its diversity, vibrancy, and rapid growth. 
  
 ABOUT SAN MARCOS 
 San Marcos, Texas, the proud home of Texas State University, serves as the county seat of Hays County. A vibrant community with over 80,000 residents across 40 square miles, it’s a gem nestled between the San Marcos and Blanco Rivers along Interstate Highway 35, perfectly positioned between San Antonio and Austin. Millions of visitors are attracted to San Marcos to experience the serene beauty of the Texas Hill Country and some of the most popular attractions in the state. San Marcos has been named one of the “Best Places to Raise Your Kids” by Business Week and was named the “#1 Retirement Community” by Forbes. Residents enjoy convenient access to an array of amenities and unmatched recreational opportunities. 
  
 CITY GOVERNMENT 
 The City of San Marcos operates under the council-manager form of government. The City Council is comprised of six Council Members and a Mayor, all elected at-large. The City provides a wide array of municipal services through 850 employees in twenty municipal departments and has an all-funds budget of $259 million. In addition to the general government functions discussed above, the City has several enterprise funds including electric utility, storm water management, transit, resource recovery, and water and wastewater. The City operates the coordinated public transit system with Texas State University, a regional airport, and a cemetery. 
  
 THE POSITIONS 
 Reporting to the City Manager, the Assistant City Managers are responsible for executive oversight for assigned departments and provide a key role for the City Manager’s Office by ensuring that excellent customer service and responsiveness are provided by all employees. These positions function with a high degree of autonomy and corresponding responsibility and always require the highest ethical standards and integrity as a representative of the City's executive management team. 
  
 One Assistant City Manager will be responsible for the public safety portfolio and will oversee the departments of Emergency Management, Fire, Police, Neighborhood Enhancement (Health, Code Compliance and Animal Services, Resource Recovery, and WIC), and Park Rangers/City Marshals. The second position will be responsible for a general services portfolio and will oversee the departments of Destination Services, Human Resources, Information Technology/GIS, Parks & Recreation, and Public Works. 
  
 Key responsibilities include serving as a member of the Executive and the Leadership Teams and advising the City Manager and City Council; directing and managing the activities of assigned departments; ensuring high functional performance and that departments meet the City's mission; ensuring that public funds are expended in a fiscally responsible manner including guiding the departmental operating and capital budgets, making decisions on recommendations from departments, and advising on the effective use of resources; and acting as liaison with outside entities, local, state, and federal agencies, universities, and the Chamber of Commerce on diverse issues. 
  
 The ideal candidate will have the ability to carefully navigate politically sensitive situations; bridge varying interests and engage thoughtfully with stakeholders to create a positive customer experience; resolve conflict, manage change and sensitive topics, plan, analyze, and evaluate programs/services, operational needs, and fiscal constraints; build trust and demonstrate integrity by being honest and honoring commitments; and the ability to communicate in both English and Spanish is desirable. 
  
  
 SALARY AND BENEFITS 
 The salary range for this position is up to $220,000 for well qualified candidates. The City of San Marcos offers an excellent benefits package including retirement through the Texas Municipal Retirement System (TMRS) with an employee contribution of 7% of salary and a 2:1 matching contribution by the City. Employees vest in 5 years and are eligible to retire after 20 years of service at any age. TMRS allows for service credit from other public agencies. Additional information can be found at www.tmrs.com. 
   
 The City of San Marcos offers a wide array of additional benefits. Review the   City of San Marcos Employee Benefits Guide   for more information. 
  
 APPLICATION AND SELECTION PROCESS 
 This recruitment is scheduled to close on Monday, May 20, 2024, however the City may close the recruitment at any time once a sufficiently qualified pool of candidates has been established. Interested candidates should immediately submit a comprehensive résumé and compelling cover letter   at: 
  
   mosaicpublic.com/careers   
  
 Confidential inquiries are welcomed to: 
  
 Greg Nelson |   greg@mosaicpublic.com   | (916) 550-4100 
 Bryan Noblett |   bryan@mosaicpublic.com   | (916) 550-4100 
  
  This recruitment incorporates existing rules and regulations that govern public sector recruitments in the State of Texas. In accordance with public disclosure/open record laws, information submitted for consideration may be made available to the public upon request by interested parties.  
  
  The City of San Marcos is an Equal Opportunity Employer and does not discriminate in its employment practices on the basis of age, race, religion, pregnancy, sex, gender identity, sexual preference, color, national origin or disability. The City is also a Drug Free and Smoke Free Employer.  
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            Description  Serves under the general direction of the City Manager, performing confidential, difficult, and complex secretarial, administrative, and clerical duties in support of the City Manager. Accountable for the accuracy of both routine and non-routine, administrative support duties performed as directed by the City Manager. Assists the City Manager with the day-to-day general administrative and business detail of the City Manager’s Office. Assists the Administrative Services Director with general administrative support, as needed. Performs related work as required.  Duties  The following duties are normal for this position. The omission of specific statements of the duties does not exclude them from the classification if the work is similar, related, or a logical assignment for this classification. Other duties may be required and assigned.    Manages City Manager’s calendar and independently schedules appointments and coordinates meetings and appointments between Department Directors, outside agencies, residents, and others, and arranging or monitoring schedule for outside speaking engagements, seminars, training, meetings, travel, and related department functions involving complicated schedules and deadlines.   Composes, transcribes, types, and compiles a variety of letters, documents, forms, or correspondence, including proclamations, policies, council agenda items, desk procedures, proposals and miscellaneous reports as needed or directed to by the City Manager.   Provides routine and general administrative support to the Administrative Services Director.   Provides assistance to the City Manager as required on matters related to the effective operation of municipal government.   Responsible for the electronic imaging of the City Manager and Administrative Services Director’s general correspondence through Laserfiche.   Assists in gathering and preparing information for City Council agenda packets and Executive Staff Meetings.    Screens all City Manager incoming calls and correspondence and responds to or forwards to appropriate staff.   Previews and prioritizes e-mail and incoming documents, highlighting items requiring special attention by the City Manager. Prepares for or follows up on items as needed.    Arranges transportation, lodging, itineraries, and other travel plans for the City Manager and other executive staff, as needed.   Attends weekly Director meetings, keeping track of assignments and follow up as needed.    Researches and responds to records requests on behalf of the City Manager's Office.    Operates word processors, various electronic devices, and/or performs shorthand-type writing in transferring/transcribing/composing various documentation, such as meeting minutes, correspondence, and memoranda, etc.    Prepares preparation of purchase orders, check requests, expense reports, work orders, P-card reconciliation, and requisitions for the City Manager and Administrative Services Director.   Performs other related duties and assignments as required.  Required Education, Experience, License, Registration, and Certification Qualifications    Associate’s Degree from an accredited college in the field of business or public administration, emergency management, communications, paralegal studies or related field; and  Three (3) years’ experience as an Administrative or Executive Assistant.  Experience must include ability to type 55 wpm and Advanced knowledge of Microsoft Office Suite  Equivalent combination of education, training, certification and experience will be considered.     CERTIFICATES, LICENSES, REGISTRATIONS     Must possess and maintain a valid Florida Driver’s License, or ability to obtain within 90 days of hire or promotion.   Florida Notary License, preferred    Supplemental or Additional Information  Knowledge of modern office procedures and practices in planning and organizing work to meet organizational goals and objectives.   Knowledge of computer word processing systems   Knowledge of local government legislative and regulatory processes   Knowledge of alphabetic and numeric filing principles and methodology   Ability to compose effective and accurate correspondence and reports and deal with routine and non-routine matters.   Ability to make independent decisions.   Ability to establish and maintain effective working relationships and interact in a positive, professional manner with City Officials, Department Directors, fellow staff, city vendors, and the general public.   Ability to exercise a high level of discretion with sensitive and confidential information, reports, and materials.   Ability to communicate effectively, both orally and in writing   Ability to learn city-wide administrative regulations, and City regulations.   Ability to be adaptable to performing under frequent deadlines, re-prioritization of tasks and assignments and in response to urgent matters or emergencies.  Ability to maintain a clean work environment.  Benefits for full-time employeesinclude:    Health insurance and subsidy for family and spouse coverage   Dental insurance   Life Insurance   Accidental Death & Dismembermentinsurance   Retirement plan   457 Deferred compensation plan   Retirement Health Savings Plan   Roth IRA   Vacation, medical and personal leave   Blood donation leave program   10paid holidays   Beach parking sticker at resident rate   Reimbursementof co-pays for annual physical and cancer screenings   Paid Family Membership to SanibelRecreation Center   Unlimited Sanibel Causeway transponder   Cape Coral bridges transponder, if applicable  
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        Description  Serves under the general direction of the City Manager, performing confidential, difficult, and complex secretarial, administrative, and clerical duties in support of the City Manager. Accountable for the accuracy of both routine and non-routine, administrative support duties performed as directed by the City Manager. Assists the City Manager with the day-to-day general administrative and business detail of the City Manager’s Office. Assists the Administrative Services Director with general administrative support, as needed. Performs related work as required.  Duties  The following duties are normal for this position. The omission of specific statements of the duties does not exclude them from the classification if the work is similar, related, or a logical assignment for this classification. Other duties may be required and assigned.    Manages City Manager’s calendar and independently schedules appointments and coordinates meetings and appointments between Department Directors, outside agencies, residents, and others, and arranging or monitoring schedule for outside speaking engagements, seminars, training, meetings, travel, and related department functions involving complicated schedules and deadlines.   Composes, transcribes, types, and compiles a variety of letters, documents, forms, or correspondence, including proclamations, policies, council agenda items, desk procedures, proposals and miscellaneous reports as needed or directed to by the City Manager.   Provides routine and general administrative support to the Administrative Services Director.   Provides assistance to the City Manager as required on matters related to the effective operation of municipal government.   Responsible for the electronic imaging of the City Manager and Administrative Services Director’s general correspondence through Laserfiche.   Assists in gathering and preparing information for City Council agenda packets and Executive Staff Meetings.    Screens all City Manager incoming calls and correspondence and responds to or forwards to appropriate staff.   Previews and prioritizes e-mail and incoming documents, highlighting items requiring special attention by the City Manager. Prepares for or follows up on items as needed.    Arranges transportation, lodging, itineraries, and other travel plans for the City Manager and other executive staff, as needed.   Attends weekly Director meetings, keeping track of assignments and follow up as needed.    Researches and responds to records requests on behalf of the City Manager's Office.    Operates word processors, various electronic devices, and/or performs shorthand-type writing in transferring/transcribing/composing various documentation, such as meeting minutes, correspondence, and memoranda, etc.    Prepares preparation of purchase orders, check requests, expense reports, work orders, P-card reconciliation, and requisitions for the City Manager and Administrative Services Director.   Performs other related duties and assignments as required.  Required Education, Experience, License, Registration, and Certification Qualifications    Associate’s Degree from an accredited college in the field of business or public administration, emergency management, communications, paralegal studies or related field; and  Three (3) years’ experience as an Administrative or Executive Assistant.  Experience must include ability to type 55 wpm and Advanced knowledge of Microsoft Office Suite  Equivalent combination of education, training, certification and experience will be considered.     CERTIFICATES, LICENSES, REGISTRATIONS     Must possess and maintain a valid Florida Driver’s License, or ability to obtain within 90 days of hire or promotion.   Florida Notary License, preferred    Supplemental or Additional Information  Knowledge of modern office procedures and practices in planning and organizing work to meet organizational goals and objectives.   Knowledge of computer word processing systems   Knowledge of local government legislative and regulatory processes   Knowledge of alphabetic and numeric filing principles and methodology   Ability to compose effective and accurate correspondence and reports and deal with routine and non-routine matters.   Ability to make independent decisions.   Ability to establish and maintain effective working relationships and interact in a positive, professional manner with City Officials, Department Directors, fellow staff, city vendors, and the general public.   Ability to exercise a high level of discretion with sensitive and confidential information, reports, and materials.   Ability to communicate effectively, both orally and in writing   Ability to learn city-wide administrative regulations, and City regulations.   Ability to be adaptable to performing under frequent deadlines, re-prioritization of tasks and assignments and in response to urgent matters or emergencies.  Ability to maintain a clean work environment.  Benefits for full-time employeesinclude:    Health insurance and subsidy for family and spouse coverage   Dental insurance   Life Insurance   Accidental Death & Dismembermentinsurance   Retirement plan   457 Deferred compensation plan   Retirement Health Savings Plan   Roth IRA   Vacation, medical and personal leave   Blood donation leave program   10paid holidays   Beach parking sticker at resident rate   Reimbursementof co-pays for annual physical and cancer screenings   Paid Family Membership to SanibelRecreation Center   Unlimited Sanibel Causeway transponder   Cape Coral bridges transponder, if applicable  
    

											
            
            
                [image: City of Huntington Beach]
            
        

        
        
            CHIEF ASSISTANT CITY ATTORNEY
        

        
            
            
                                            City of Huntington Beach, CA
                                    
            
                            
                    Huntington Beach, California, United States
                
                    

        
            Description   Note:  This recruitment/posting was updated on 7/31/23 at 5 pm to reflect a revised application and selection process.  In Huntington Beach, we believe passionately that the key to becoming the best beach City in the world starts and ends with finding the right people to join our team. At this time, we have an outstanding career opportunity available, as we're looking for the "right person" to serve as  Chief Assistant City Attorney.       City Attorney's Office   The Office of the City Attorney represents the City in all aspects of legal representation. In addition to handling all lawsuits in-house, and prosecuting crimes at the local level, the City Attorney's Office advises the City Council and all City officials in all matters of law pertaining to the business of the City of Huntington Beach. Among other things, generally the City Attorney defends the City in every lawsuit, including Writs and Appeals, prepares and/or reviews all City Ordinances, Resolutions, contracts and other legal documents. The City Attorney also prosecutes criminal cases arising from violation of the provisions of the City Charter or Huntington Beach Municipal Code, and such State misdemeanors as the City has the power to prosecute.     The Position   The City of Huntington Beach offers a truly unique opportunity for experienced California municipal attorneys. As one of the few cities with an elected City Attorney, the Chief Assistant serves an oversized role, with a great deal of autonomy and prestige but without the negative aspects of the top spot. Additionally, the next Chief Assistant will have the opportunity to be part of a City that is leading the way in its efforts to protect its local control. The Chief Assistant City Attorney supervises and oversees the operations of the City Attorney's Office; manages the day-to-day activities, attornies, and support staff. This classification is designated as “at will” which excludes it from the competitive service of the city and the City’s Classification Plan.    Please note: This recruitment may close at any time, and will close when the hiring manager determines that a sufficient number of qualified applications have been received.   Examples of Essential Duties    Assists the City Attorney in administering the city’s legal functions  Serves as senior counsel in handling serious, controversial and complex litigation and in providing advice and counsel to and on behalf of the City  Supervises professional and support staff; provides and coordinates staff training; works with employees to correct deficiencies; implements disciplinary actions and recommends termination procedures  Oversees all important litigation matters that encompass a variety of complex legal issues, including monitoring all phases of pretrial, trial and appellate work in state and federal courts and before administrative agencies  Analyzes and researches legal problems; prepares opinions; confers with and advises City officials, staff, departments, advisory bodies and commissions on legal questions pertaining to their respective powers, duties and functions and obligations  Monitors proposed legislation and court decisions related to municipal law and activities; evaluates the impact to City operations  Implements cost control procedures for outside counsel  Performs the duties of the City Attorney in the absence of the City Attorney;   Maintains effective and extensive professional relationships with representatives of other local, state and federal agencies  Performs other such legal duties consistent with the City Charter as may be required of him/her by the City Council     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 :   Education:  Graduation from a law school accredited by the American Bar Association with a Juris Doctorate degree.    Experience:   Five years of increasingly responsible experience in city or related government law, including trial experience, and two years of administrative or supervisory responsibility.    License/Certification:  Active membership in the State Bar of California. Valid California Driver’s License  Please click here to view the full job description.    APPLICATION AND SELECTION PROCESS:    Application Review -  Please attach to your online application 1. a cover letter, 2. an updated resume.   Examination(s) - An oral board exam (weighted 100%) will be scheduled when a sufficient number of qualified applications has been received.   Selection Interview  Background Investigation  Appointment     Supplemental Information  The City of Huntington Beach offers a comprehensive benefit package for Non-Associated employees including:  SALARY RANGE for Executive Management consist of a "starting point", "control point" and "high point". Salary increases up to 5% may be awarded based on performance at annual review and market data.  TEN-TWELVE PAID HOLIDAYS provided per year (see MOU).  GENERAL LEAVE with pay of 176 hours is granted to regular employees. After four years' service additional general leave hours are earned, up to 256 hours after fifteen years' service.  EXECUTIVE LEAVE with pay is granted in the amount of 80 hours per calendar year  GROUP INSURANCE PROGRAMS are available to eligible City employees. These programs include medical, dental, vision, long-term disability, life and accidental death and dismemberment insurances.  FLEXIBLE SPENDING ACCOUNTS are available where employees use pre-tax salary to pay for regular child care, adult dependent care and/or medical expenses.  RETIREMENT BENEFITS are provided by the California Public Employee's Retirement System. Every regular employee becomes a member immediately upon employment. Effective January 1, 2013, the Public Employees' Pension Reform Act will apply to new members of CalPERS.  A new member is defined as a new hire who is brought into CalPERS membership for the first time on or after 1/1/13 and has no prior membership in a California public retirement system; is not eligible for reciprocity with another California public retirement system; or is rehired by a different CalPERS employer after a break in service of greater than six (6) months. All employees hired on or after January 1, 2013 will be subject to CalPERS membership review for applicability of PEPRA. Employees enrolled in CalPERS prior to January 1, 2013 are considered classic members.   The benefit formula, final compensation period, and member contribution rate is as represented below:   Classic Miscellaneous Members:  Benefit Formula Miscellaneous: 2.5% at age 55 Final Compensation Period: 1-year Final Compensation Member Contribution Rate: 8.0% of Reportable Compensation   New Miscellaneous Members under PEPRA:   Benefit FormulaMiscellaneous: 2% at age 62 Final Compensation Period: 3-year Final Compensation Member Contribution Rate: 7.25% of Reportable Compensation (eff. 7/1/23)   Classic Safety Members:  Benefit FormulaSafety: 3.0% at age 50 Final Compensation Period: 1-year Final Compensation Member Contribution Rate: 9.0% of Reportable Compensation   New Safety Members under PEPRA:  Benefit FormulaSafety: 2.7% at age 57 Final Compensation Period: 3-year Final Compensation Member Contribution Rate: 12.50% of Reportable Compensation (eff, 7/1/23)  DEFERRED COMPENSATION: Two voluntary deferred compensation 457 plans are available.  CREDIT UNION membership is available to all City employees and provides access to low interest loans.  FLEXIBLE WORK SCHEDULES: Employees will have the option of working a 5/40 or 9/80 work schedule with Supervisor and Department Head approval. Employees assigned to the Police Department shall retain the option of working the 4/10 work schedule with Supervisor and Department Head approval. In order to maintain service to the public, departmental effectiveness, productivity and/or efficiency, a Department Head may assign an employee a different work schedule that is in compliance with the requirements of FLSA with City Manager approval.  NOTE: The provisions of this bulletin do not constitute a contract expressed or implied, and any provisions contained herein may be modified or revoked without notice.  For a more detailed overview of the benefits, review the Memorandum of Understanding and Side Letters at: MEMORANDA OF UNDERSTANDINGS Click on the links under "Non-Represented (Non-Associated) Employees'".
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        Description   Note:  This recruitment/posting was updated on 7/31/23 at 5 pm to reflect a revised application and selection process.  In Huntington Beach, we believe passionately that the key to becoming the best beach City in the world starts and ends with finding the right people to join our team. At this time, we have an outstanding career opportunity available, as we're looking for the "right person" to serve as  Chief Assistant City Attorney.       City Attorney's Office   The Office of the City Attorney represents the City in all aspects of legal representation. In addition to handling all lawsuits in-house, and prosecuting crimes at the local level, the City Attorney's Office advises the City Council and all City officials in all matters of law pertaining to the business of the City of Huntington Beach. Among other things, generally the City Attorney defends the City in every lawsuit, including Writs and Appeals, prepares and/or reviews all City Ordinances, Resolutions, contracts and other legal documents. The City Attorney also prosecutes criminal cases arising from violation of the provisions of the City Charter or Huntington Beach Municipal Code, and such State misdemeanors as the City has the power to prosecute.     The Position   The City of Huntington Beach offers a truly unique opportunity for experienced California municipal attorneys. As one of the few cities with an elected City Attorney, the Chief Assistant serves an oversized role, with a great deal of autonomy and prestige but without the negative aspects of the top spot. Additionally, the next Chief Assistant will have the opportunity to be part of a City that is leading the way in its efforts to protect its local control. The Chief Assistant City Attorney supervises and oversees the operations of the City Attorney's Office; manages the day-to-day activities, attornies, and support staff. This classification is designated as “at will” which excludes it from the competitive service of the city and the City’s Classification Plan.    Please note: This recruitment may close at any time, and will close when the hiring manager determines that a sufficient number of qualified applications have been received.   Examples of Essential Duties    Assists the City Attorney in administering the city’s legal functions  Serves as senior counsel in handling serious, controversial and complex litigation and in providing advice and counsel to and on behalf of the City  Supervises professional and support staff; provides and coordinates staff training; works with employees to correct deficiencies; implements disciplinary actions and recommends termination procedures  Oversees all important litigation matters that encompass a variety of complex legal issues, including monitoring all phases of pretrial, trial and appellate work in state and federal courts and before administrative agencies  Analyzes and researches legal problems; prepares opinions; confers with and advises City officials, staff, departments, advisory bodies and commissions on legal questions pertaining to their respective powers, duties and functions and obligations  Monitors proposed legislation and court decisions related to municipal law and activities; evaluates the impact to City operations  Implements cost control procedures for outside counsel  Performs the duties of the City Attorney in the absence of the City Attorney;   Maintains effective and extensive professional relationships with representatives of other local, state and federal agencies  Performs other such legal duties consistent with the City Charter as may be required of him/her by the City Council     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 :   Education:  Graduation from a law school accredited by the American Bar Association with a Juris Doctorate degree.    Experience:   Five years of increasingly responsible experience in city or related government law, including trial experience, and two years of administrative or supervisory responsibility.    License/Certification:  Active membership in the State Bar of California. Valid California Driver’s License  Please click here to view the full job description.    APPLICATION AND SELECTION PROCESS:    Application Review -  Please attach to your online application 1. a cover letter, 2. an updated resume.   Examination(s) - An oral board exam (weighted 100%) will be scheduled when a sufficient number of qualified applications has been received.   Selection Interview  Background Investigation  Appointment     Supplemental Information  The City of Huntington Beach offers a comprehensive benefit package for Non-Associated employees including:  SALARY RANGE for Executive Management consist of a "starting point", "control point" and "high point". Salary increases up to 5% may be awarded based on performance at annual review and market data.  TEN-TWELVE PAID HOLIDAYS provided per year (see MOU).  GENERAL LEAVE with pay of 176 hours is granted to regular employees. After four years' service additional general leave hours are earned, up to 256 hours after fifteen years' service.  EXECUTIVE LEAVE with pay is granted in the amount of 80 hours per calendar year  GROUP INSURANCE PROGRAMS are available to eligible City employees. These programs include medical, dental, vision, long-term disability, life and accidental death and dismemberment insurances.  FLEXIBLE SPENDING ACCOUNTS are available where employees use pre-tax salary to pay for regular child care, adult dependent care and/or medical expenses.  RETIREMENT BENEFITS are provided by the California Public Employee's Retirement System. Every regular employee becomes a member immediately upon employment. Effective January 1, 2013, the Public Employees' Pension Reform Act will apply to new members of CalPERS.  A new member is defined as a new hire who is brought into CalPERS membership for the first time on or after 1/1/13 and has no prior membership in a California public retirement system; is not eligible for reciprocity with another California public retirement system; or is rehired by a different CalPERS employer after a break in service of greater than six (6) months. All employees hired on or after January 1, 2013 will be subject to CalPERS membership review for applicability of PEPRA. Employees enrolled in CalPERS prior to January 1, 2013 are considered classic members.   The benefit formula, final compensation period, and member contribution rate is as represented below:   Classic Miscellaneous Members:  Benefit Formula Miscellaneous: 2.5% at age 55 Final Compensation Period: 1-year Final Compensation Member Contribution Rate: 8.0% of Reportable Compensation   New Miscellaneous Members under PEPRA:   Benefit FormulaMiscellaneous: 2% at age 62 Final Compensation Period: 3-year Final Compensation Member Contribution Rate: 7.25% of Reportable Compensation (eff. 7/1/23)   Classic Safety Members:  Benefit FormulaSafety: 3.0% at age 50 Final Compensation Period: 1-year Final Compensation Member Contribution Rate: 9.0% of Reportable Compensation   New Safety Members under PEPRA:  Benefit FormulaSafety: 2.7% at age 57 Final Compensation Period: 3-year Final Compensation Member Contribution Rate: 12.50% of Reportable Compensation (eff, 7/1/23)  DEFERRED COMPENSATION: Two voluntary deferred compensation 457 plans are available.  CREDIT UNION membership is available to all City employees and provides access to low interest loans.  FLEXIBLE WORK SCHEDULES: Employees will have the option of working a 5/40 or 9/80 work schedule with Supervisor and Department Head approval. Employees assigned to the Police Department shall retain the option of working the 4/10 work schedule with Supervisor and Department Head approval. In order to maintain service to the public, departmental effectiveness, productivity and/or efficiency, a Department Head may assign an employee a different work schedule that is in compliance with the requirements of FLSA with City Manager approval.  NOTE: The provisions of this bulletin do not constitute a contract expressed or implied, and any provisions contained herein may be modified or revoked without notice.  For a more detailed overview of the benefits, review the Memorandum of Understanding and Side Letters at: MEMORANDA OF UNDERSTANDINGS Click on the links under "Non-Represented (Non-Associated) Employees'".
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              Human Resources Assistant Director (Employee Relations)  
  City of San Antonio, TX  
       
   Please follow this link to view the formal brochure:     https://www.affionpublic.com/position/hr-assistant-director-employee-relations/   
       
   About San Antonio   
  The City of San Antonio is the Nation’s 7th largest city and is home to more than 1.6 million residents. Located in South Central Texas, approximately 140 miles from the Gulf of Mexico, San Antonio offers its residents one of the most attractive and affordable lifestyles in the country. Residents enjoy one of the lowest tax rates in the State as well as a plentiful supply of high-quality housing and low utility rates. The economy of San Antonio is an excellent mix of business services, manufacturing, health care, communications, corporate and regional offices, government, and the convention and tourism industry. San Antonio is also home to one of the largest concentrations of military bases in the United States. One of the nation's fastest growing cities, San Antonio is rich in recreational and cultural opportunities and is home to the San Antonio Spurs.  
       
   City Government   
 San Antonio has a Council-Manager form of government with an eleven-member City Council. Councilmembers are elected by District, while the Mayor is elected at-large. The term of office for the Mayor and all members of the City are two-year terms, for not more than four (4) full terms of office. The City Council appoints the City Manager, who appoints all officials in executive positions with the exception of the City Clerk, City Internal Auditor, Presiding Judge, and Municipal Judges. 
   
 The City of San Antonio has been recognized for its high level of professional management and model practices by the International City/County Management Association (ICMA), and National Civic League, amongst others. For ten consecutive years, the City has maintained a AAA bond rating. The Fiscal Year 2022 adopted operating budget is $3.1 billion with close to 13,000 employees across approximately 40 departments. The City has made a commitment to advancing diversity, equity and inclusion, primarily through the formation of a citywide Office of Equity in 2017. 
       
   The Human Resources Department   
 The Human Resources Department provides the City organization with effective human resource management services that focus on our customers' needs. The Department is comprised of five (5) divisions that include Communications & Customer Service, Benefits & Wellness, Employee Relations & HR Policy & Testing, Training & Employee Engagement, and Recruitment, Classification & Compensation. 
   
 Human Resources (HR) seeks to align the efforts of the City’s most valuable asset, its employees, with organizational strategy to serve the residents of San Antonio. Human Resources partners with departments to provide strategic workforce planning, management strategies, and core human resource services. Workforce planning and management strategies include, but are not limited to: compensation and job content analysis and recommendations; review of Citywide and departmental personnel and HR practices; organizational effectiveness assessments; delivery of training programs; and conflict resolution between management and employees. 
 Human Resources’ core functions include: employee benefits and wellness, recruitment and selection; facilitation of employee grievances; Equal Employment Opportunity (EEO) and Municipal Integrity investigations and resolution of internal complaints; coordination of the Municipal Civil Service Commissions and the Affirmative Action Advisory Committee; facilitation of entry and promotional testing and coordination of the grievance and arbitration process for uniformed employees; development and monitoring of the City’s voluntary Workforce Diversity Plan; and processing of Human Resources related transactions for departments in the SAP Human Resources Information System (HRIS). 
   
  The Position  
 The Assistant Director is responsible for assisting the Director in planning, managing, and overseeing the activities and operations of the Employee Relations Division of the Human Resources Department. They will coordinate assigned activities with other City departments and outside agencies and provide highly responsible and complex administrative support to the Director. They will Exercise direct supervision over assigned staff. 
   
   Essential Job Functions   
 
 Assists in assuming full management responsibility for all Employee Relations services and activities and ensuring coordination with all Human Resources Divisions; and recommends and administers policies and procedures. 
 Assists in managing the development and implementation of department goals, objectives, policies, and priorities for Employee Relations; establishes, within City policy, appropriate service and staffing levels; and allocates resources accordingly. 
 Assists in monitoring and evaluating the efficiency and effectiveness of service delivery methods and procedures; assesses and monitors workload, administrative and support systems, and internal reporting relationships; and identifies opportunities for improvement and assists in directing the implementation of changes. 
 Assists in acting as official departmental representative to other City departments, City Manager’s Office, elected officials and outside agencies; explains, justifies, and defends department programs, policies, and activities; and negotiates and resolves sensitive, significant, and controversial issues. 
 Assists in selecting, motivating, and evaluating Employee Relations staff; assumes responsibility for evaluation, management, and leadership of these employees; and assists in implementing and administering disciplinary and termination procedures. 
 Assists in planning, directing, and coordinating, through subordinate-level staff, the department work plan; meets with management staff to identify and resolve problems; assigns projects and programmatic areas of responsibility; and reviews and evaluates work methods and procedures. 
 Assists in managing and participating in the development and administration of the department budget; estimates funds needed for staffing, equipment, materials, and supplies; and assists in directing the monitoring and approval of expenditures; and directing the preparation and implementation of budgetary adjustments as necessary. 
 Assists in coordinating departmental activities with those of other departments and outside agencies and organizations; provides staff assistance to the City Manager, Assistant City Managers, and City Council; and assists in preparing and presenting staff reports and other necessary communications. 
 Assists in providing staff support to a variety of boards and commissions; attends and participates in professional group meetings; and stays abreast of new trends and innovations in the Human Resources fields. 
 Establishes employee relations programs designed to provide counseling, guidance, and information to employees with job grievances. 
 Develops and coordinates the Extended Sick Leave Program. 
 Coordinates the creation and revision of personnel-related Administrative Directives; provides interpretation of directives to Departments. 
 Provide staff support to the Municipal Civil Service Commission and the Firefighter' & Police Officers' Civil Service Commission. 
 Assists in responding to and resolving sensitive inquiries and complaints from both internal and external sources. 
 Assists in reviewing and signing all higher-level department communication, including ordinances and contracts. 
 Attends City Council meetings and takes necessary action regarding Council agenda items. 
 Assists in working with department heads and other officials on various personnel problems interpreting the Civil Service laws, rules, and general personnel policies. 
 Directs and coordinates various personnel activities as required. 
 Prepares periodic and special workforce analysis reports. 
 Various methods of communication are used to assist the Director with providing or receiving information, actively listening and responding to sensitive matters or policies impacting employees and collaborating with other City departments. 
 Performs related duties and fulfills responsibilities as required. 
 
       
   Education & Experience   
  Qualified candidates will have a Bachelor's Degree from an accredited college with major coursework in coursework in Public or Business Administration or a related field. A Master's Degree in a related field is preferred. They will also have eight (8) years of increasingly responsible professional experience in administrative services and personnel administration, including three (3) years of direct supervisory responsibility. The most highly qualified candidates for consideration will be selected based on a combination of education, career experience, and accomplishments that best fits the needs of the City of San Antonio.  
     
   Ideal Candidate    
  The ideal candidate should have extensive experience in employee relations to include   federal and state labor laws and regulations, investigating complaints, violence in the workplace, Equal Employment Opportunity, harassment and sexual harassment, Family and Medical Leave Act (FMLA), Extended Sick Leave Program (short and long-term disability), and return-to-work issues; experience can be drawn from the public or private sector.  
     
  The ideal candidate will enjoy working in a fast-paced, complex public sector environment with a high-energy human resources team that has a genuine interest in helping employees understand their rights and responsibilities and giving guidance in the consistent application of human resources laws and City policies.  
     
  The ideal candidate should be creative leader with the ability to solve problems, think strategically, identify courses of action and provide recommendations. Advanced oral, written, presentation and listening skills will be essential, as well as strong collaboration and team building skills.  
       
   Salary   
  The City of San Antonio is offering a competitive salary commensurate with experience. The salary range for this position is $113,858.68 – $182,173.94. The City also offers generous benefits and retirement including annual and personal leave, deferred compensation plan, and participation in the Texas Municipal Retirement System (TMRS).  
     
  How to Apply  
 Interested applicants should forward a cover letter and resume to: 
   
  resumes@affionpublic.com  
  Reference: SAHRAD  
   
 Affion Public 
 PO Box 794 
 Hershey, PA 17033 
 888.321.4922 
 www.affionpublic.com 
   
  **The deadline to receive resumes is May 31, 2023**  
     
  The City of San Antonio is an Equal Employment Opportunity Employer.    
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          Human Resources Assistant Director (Employee Relations)  
  City of San Antonio, TX  
       
   Please follow this link to view the formal brochure:     https://www.affionpublic.com/position/hr-assistant-director-employee-relations/   
       
   About San Antonio   
  The City of San Antonio is the Nation’s 7th largest city and is home to more than 1.6 million residents. Located in South Central Texas, approximately 140 miles from the Gulf of Mexico, San Antonio offers its residents one of the most attractive and affordable lifestyles in the country. Residents enjoy one of the lowest tax rates in the State as well as a plentiful supply of high-quality housing and low utility rates. The economy of San Antonio is an excellent mix of business services, manufacturing, health care, communications, corporate and regional offices, government, and the convention and tourism industry. San Antonio is also home to one of the largest concentrations of military bases in the United States. One of the nation's fastest growing cities, San Antonio is rich in recreational and cultural opportunities and is home to the San Antonio Spurs.  
       
   City Government   
 San Antonio has a Council-Manager form of government with an eleven-member City Council. Councilmembers are elected by District, while the Mayor is elected at-large. The term of office for the Mayor and all members of the City are two-year terms, for not more than four (4) full terms of office. The City Council appoints the City Manager, who appoints all officials in executive positions with the exception of the City Clerk, City Internal Auditor, Presiding Judge, and Municipal Judges. 
   
 The City of San Antonio has been recognized for its high level of professional management and model practices by the International City/County Management Association (ICMA), and National Civic League, amongst others. For ten consecutive years, the City has maintained a AAA bond rating. The Fiscal Year 2022 adopted operating budget is $3.1 billion with close to 13,000 employees across approximately 40 departments. The City has made a commitment to advancing diversity, equity and inclusion, primarily through the formation of a citywide Office of Equity in 2017. 
       
   The Human Resources Department   
 The Human Resources Department provides the City organization with effective human resource management services that focus on our customers' needs. The Department is comprised of five (5) divisions that include Communications & Customer Service, Benefits & Wellness, Employee Relations & HR Policy & Testing, Training & Employee Engagement, and Recruitment, Classification & Compensation. 
   
 Human Resources (HR) seeks to align the efforts of the City’s most valuable asset, its employees, with organizational strategy to serve the residents of San Antonio. Human Resources partners with departments to provide strategic workforce planning, management strategies, and core human resource services. Workforce planning and management strategies include, but are not limited to: compensation and job content analysis and recommendations; review of Citywide and departmental personnel and HR practices; organizational effectiveness assessments; delivery of training programs; and conflict resolution between management and employees. 
 Human Resources’ core functions include: employee benefits and wellness, recruitment and selection; facilitation of employee grievances; Equal Employment Opportunity (EEO) and Municipal Integrity investigations and resolution of internal complaints; coordination of the Municipal Civil Service Commissions and the Affirmative Action Advisory Committee; facilitation of entry and promotional testing and coordination of the grievance and arbitration process for uniformed employees; development and monitoring of the City’s voluntary Workforce Diversity Plan; and processing of Human Resources related transactions for departments in the SAP Human Resources Information System (HRIS). 
   
  The Position  
 The Assistant Director is responsible for assisting the Director in planning, managing, and overseeing the activities and operations of the Employee Relations Division of the Human Resources Department. They will coordinate assigned activities with other City departments and outside agencies and provide highly responsible and complex administrative support to the Director. They will Exercise direct supervision over assigned staff. 
   
   Essential Job Functions   
 
 Assists in assuming full management responsibility for all Employee Relations services and activities and ensuring coordination with all Human Resources Divisions; and recommends and administers policies and procedures. 
 Assists in managing the development and implementation of department goals, objectives, policies, and priorities for Employee Relations; establishes, within City policy, appropriate service and staffing levels; and allocates resources accordingly. 
 Assists in monitoring and evaluating the efficiency and effectiveness of service delivery methods and procedures; assesses and monitors workload, administrative and support systems, and internal reporting relationships; and identifies opportunities for improvement and assists in directing the implementation of changes. 
 Assists in acting as official departmental representative to other City departments, City Manager’s Office, elected officials and outside agencies; explains, justifies, and defends department programs, policies, and activities; and negotiates and resolves sensitive, significant, and controversial issues. 
 Assists in selecting, motivating, and evaluating Employee Relations staff; assumes responsibility for evaluation, management, and leadership of these employees; and assists in implementing and administering disciplinary and termination procedures. 
 Assists in planning, directing, and coordinating, through subordinate-level staff, the department work plan; meets with management staff to identify and resolve problems; assigns projects and programmatic areas of responsibility; and reviews and evaluates work methods and procedures. 
 Assists in managing and participating in the development and administration of the department budget; estimates funds needed for staffing, equipment, materials, and supplies; and assists in directing the monitoring and approval of expenditures; and directing the preparation and implementation of budgetary adjustments as necessary. 
 Assists in coordinating departmental activities with those of other departments and outside agencies and organizations; provides staff assistance to the City Manager, Assistant City Managers, and City Council; and assists in preparing and presenting staff reports and other necessary communications. 
 Assists in providing staff support to a variety of boards and commissions; attends and participates in professional group meetings; and stays abreast of new trends and innovations in the Human Resources fields. 
 Establishes employee relations programs designed to provide counseling, guidance, and information to employees with job grievances. 
 Develops and coordinates the Extended Sick Leave Program. 
 Coordinates the creation and revision of personnel-related Administrative Directives; provides interpretation of directives to Departments. 
 Provide staff support to the Municipal Civil Service Commission and the Firefighter' & Police Officers' Civil Service Commission. 
 Assists in responding to and resolving sensitive inquiries and complaints from both internal and external sources. 
 Assists in reviewing and signing all higher-level department communication, including ordinances and contracts. 
 Attends City Council meetings and takes necessary action regarding Council agenda items. 
 Assists in working with department heads and other officials on various personnel problems interpreting the Civil Service laws, rules, and general personnel policies. 
 Directs and coordinates various personnel activities as required. 
 Prepares periodic and special workforce analysis reports. 
 Various methods of communication are used to assist the Director with providing or receiving information, actively listening and responding to sensitive matters or policies impacting employees and collaborating with other City departments. 
 Performs related duties and fulfills responsibilities as required. 
 
       
   Education & Experience   
  Qualified candidates will have a Bachelor's Degree from an accredited college with major coursework in coursework in Public or Business Administration or a related field. A Master's Degree in a related field is preferred. They will also have eight (8) years of increasingly responsible professional experience in administrative services and personnel administration, including three (3) years of direct supervisory responsibility. The most highly qualified candidates for consideration will be selected based on a combination of education, career experience, and accomplishments that best fits the needs of the City of San Antonio.  
     
   Ideal Candidate    
  The ideal candidate should have extensive experience in employee relations to include   federal and state labor laws and regulations, investigating complaints, violence in the workplace, Equal Employment Opportunity, harassment and sexual harassment, Family and Medical Leave Act (FMLA), Extended Sick Leave Program (short and long-term disability), and return-to-work issues; experience can be drawn from the public or private sector.  
     
  The ideal candidate will enjoy working in a fast-paced, complex public sector environment with a high-energy human resources team that has a genuine interest in helping employees understand their rights and responsibilities and giving guidance in the consistent application of human resources laws and City policies.  
     
  The ideal candidate should be creative leader with the ability to solve problems, think strategically, identify courses of action and provide recommendations. Advanced oral, written, presentation and listening skills will be essential, as well as strong collaboration and team building skills.  
       
   Salary   
  The City of San Antonio is offering a competitive salary commensurate with experience. The salary range for this position is $113,858.68 – $182,173.94. The City also offers generous benefits and retirement including annual and personal leave, deferred compensation plan, and participation in the Texas Municipal Retirement System (TMRS).  
     
  How to Apply  
 Interested applicants should forward a cover letter and resume to: 
   
  resumes@affionpublic.com  
  Reference: SAHRAD  
   
 Affion Public 
 PO Box 794 
 Hershey, PA 17033 
 888.321.4922 
 www.affionpublic.com 
   
  **The deadline to receive resumes is May 31, 2023**  
     
  The City of San Antonio is an Equal Employment Opportunity Employer.    
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              Fire Chief  
  City of San Antonio, TX  
       
   Please follow this link to view the full brochure:     https://www.affionpublic.com/position/fire-chief-city-of-san-antonio/   
       
   About San Antonio   
       
  The City of San Antonio is the nation’s 7th largest city and is home to more than 1.5 million residents, covers 505 square miles and is located in South Central Texas, approximately 140 miles from the Gulf of Mexico, San Antonio offers its residents one of the most attractive and affordable lifestyles in the country. Residents enjoy one of the lowest tax rates in the state as well as a plentiful supply of high-quality housing and low utility rates. The economy of San Antonio is an excellent mix of business services, manufacturing, health care, communications, corporate and regional offices, government, and the convention and tourism industry.  
     
  San Antonio is also home to one of the largest concentrations of military bases in the United States. One of the nation's fastest growing cities, San Antonio is rich in recreational and cultural opportunities with over 15,000 acres of public parks and 150 miles of trails, over 50 museums and galleries, and home to the 5-time champion San Antonio Spurs. The Historic San Antonio Missions are Texas’ only UNESCO World Heritage site and is a UNESCO designated Creative City of Gastronomy.  
       
   City Government   
       
 San Antonio has a Council-Manager form of government with an eleven-member City Council. Councilmembers are elected by District, while the Mayor is elected at-large. The term of office for the Mayor and all members of the City are two-year terms, for not more than four (4) full terms of office. The City Council appoints the City Manager, who appoints all officials in executive positions with the exception of the City Clerk, City Auditor, Presiding Judge, and Municipal Judges. 
   
 The City of San Antonio has been recognized for its high level of professional management by the ICMA and National Civic League, amongst others. For ten consecutive years, the City has maintained a AAA bond rating. The Fiscal Year 2024 adopted operating budget is $3.7 billion with close to 13,000 employees across approximately 40 departments. The City has made a commitment to advancing diversity, equity and inclusion, primarily through the formation of a citywide Office of Equity in 2017, which was transformed into the Department of Diversity, Equity, Inclusion, and Accessibility (DEIA) in 2022. 
     
  SAFD Fire Department  
     
 The San Antonio Fire Department (SAFD) plays a significant role in community safety with a $374 million annual budget and over 1,900 employees. The Department is the 2nd largest metro city that holds both an international accreditation and an Insurance Services Office (ISO) class 1 rating. The Department currently staffs 54 engines, 21 ladder trucks, 43 ambulances, 2 technical rescue teams, 2 hazardous materials teams, and an airport rescue division within the 54 fire stations. SAFD Firefighters are covered by a collective bargaining agreement between the City of San Antonio and Local 624 International Association of Firefighters. 
   
 The services provided by the Department include fire suppression, emergency medical services, emergency management, and rescue services. The Department conducts inspections for building safety, issues permits, investigates fires of suspicious nature, maintains firefighting apparatus and equipment, receives and dispatches calls for fire and medical services, trains departmental personnel, conducts community education, and coordinates the homeland security/emergency preparedness efforts of the City. 
   
 In 2022, the Department responded to a total of 240,796 emergencies including 6,173 fire calls, 192,226 emergency medical services calls, 1,066 hazardous material calls, 482 technical rescue calls and 40,849 miscellaneous/other calls. Servicing these calls resulted in 445,974 unit movements including 69,984 EMS transports. 
   
 The San Antonio Fire Department is an all-hazards response agency that has employed innovative strategies to move forward to the future and provide services to the public more efficiently and effectively. Initiatives implemented by the Department to keep up with increased demand for services and continuous process improvement include the Mobile Integrated Health, Hero Like Her recruitment program, Clinical Dispatch, Whole Blood Initiative, and the Medical Special Operations Unit. 
   
 The SAFD has a variety of divisions that serve the residents of San Antonio. 
 
 The  Communications Division  provides medical and fire dispatch for emergency calls. 
  Emergency Medical Services (EMS)  responds to medical emergencies. All units have certified paramedics.  
 The  Firefighting Division  provides fire protection, rescue services, and medical first responder service. 
 The  Fire Prevention Division  enforces fire codes to keep residents safe. The division includes public outreach and public education with the FireSafeSA Program. 
 The  Training Division  manages the Fire Cadet Training Program and provides continuing education for all SAFD Firefighters. 
  Public Information Office (PIO)  provides information to the public and media about SAFD incidents and activities. 
 The  Services and Logistics Division  ensures that all San Antonio Fire Department Apparatuses are at a readily state to respond to any emergencies. 
 
     
 
  Health and Wellness  fosters the Department’s goal of ‘personnel resiliency’. Medical examinations are designed to detect any serious medical conditions and educate employees on: health improvement, injury prevention, injury treatment and rehabilitation, emotional and spiritual well being and physical fitness. The Department also implemented a cancer prevention initiative for firefighters. 
 
   
   Our Mission Statement   
 To provide the highest level of professional service to the public by protecting lives, property, and the environment while providing life safety community education. To safely prevent harm through caring service. 
     
   Our Vision   
 To be a service driven, nationally recognized leader in providing emergency services with exceptional leadership, open communication, state-of-the-art resources, and a healthy, highly trained, and motivated workforce. 
     
   Our Core Values   
 We believe in conducting ourselves with integrity, honesty, concern and respect for each other and the public. We have a high regard for teamwork and esprit de corps and possess a strong commitment to serving with pride and professionalism while honoring the noble traditions of the fire service. 
   
   The Position   
       
  The Fire Chief reports to the Deputy City Manager, and is responsible for planning, directing,  
  managing, and overseeing the activities and operations of the Fire Department, including fire  
  prevention, emergency medical service, emergency management, and general administration.  
  The Fire Chief coordinates complex assignments and projects with outside agencies, other City  
  departments, and the City Managers Office. Exercises direct supervision over staff.  
       
   Essential Job Functions   
       
 
     Assumes full management responsibility for all department services and activities, including the administration of the communications, emergency management, emergency medical service, and fire prevention divisions; and recommends and administers policies and procedures.  
     Manages the development and implementation of department goals, objectives, policies, and priorities for each assigned service area; establishes, within City policy, appropriate service and staffing levels; and allocates resources accordingly.  
     Monitors and evaluates the efficiency and effectiveness of service delivery methods and procedures; assesses and monitors workload, administrative and support systems, and internal reporting relationships; and identifies opportunities for improvement, and directs the implementation of changes.  
     Acts as official departmental representative to other City departments, City Manager's Office, elected officials, and outside agencies; explains, justifies, and defends department programs, policies, and activities; and negotiates and resolves sensitive, significant, and controversial issues.  
     Selects, motivates, and evaluates department staff; provides or coordinates training and works with employees to correct deficiencies; and implements and administers disciplinary and termination procedures.  
     Plans, directs, and coordinates, through subordinate-level staff, the department work plan; meets with management staff to identify and resolve problems; assigns projects and programmatic areas of responsibility; and reviews and evaluates work methods and procedures.  
     Manages and participates in the development and administration of the department budget; estimates funds needed for staffing, equipment, materials, and supplies; directs the monitoring and approval of expenditures; and directs the preparation and implementation of budgetary adjustments as necessary.  
     Coordinates departmental activities with those of other departments and outside agencies and organizations; provides staff assistance to the City Manager, Deputy City Manager, Assistant City Managers, and City Council; and prepares and presents staff reports and other necessary communications.  
     Responds to and resolves sensitive inquiries and complaints from both internal and external sources.  
     Attends City Council meetings and takes necessary action regarding Council agenda items.  
     Develops and implements department safety and training programs; establishes programs that limit the severity and number of on-the-job injuries and accidents.  
     Provides staff support to boards and commissions; attends and participates in professional group meetings; and stays abreast of new trends and innovations in the field of fire science.  
     Responds to major alarms and natural or human-made disasters; personally directs fire suppression and other emergency service activities as necessary.  
     Directs and oversees the administration of the collective bargaining agreement; maintains liaison with labor representatives; ensures maintenance of management rights.  
     Directs and participates in the research of alternative approaches to fire suppression, hazardous material handling, fire and life safety codes, and emergency programs.  
 
       
   Knowledge, Skills, and Abilities   
       
 
     Knowledge of operational characteristics, services, and activities of fire prevention and suppression programs.  
     Knowledge of organizational and management practices as applied to the analysis and evaluation of programs, policies, and operational needs.  
     Knowledge of advanced principles and practices of municipal budget preparation and administration.  
     Knowledge of principles of supervision, training, and performance evaluation.  
     Knowledge of organization, function, and authority of various City departments.  
     Knowledge of operation, maintenance, and uses of fire fighting apparatus and equipment.  
     Knowledge of pertinent Federal, State, and local laws, codes, and regulations including the Uniform Fire Code and Insurance Services Office (ISO) grading schedule.  
     Knowledge of Federal, State, and local laws related to safety, DOT, workers' compensation, liability, regulations and standards.  
     Knowledge of basic factors that cause accidents and incident command theory.  
     Ability to develop, implement, and administer goals, objectives, and procedures for providing effective and efficient fire suppression and prevention services for the City  
     Ability to analyze problems, identify alternative solutions, project consequences of proposed actions, and implement recommendations in support of established goals.  
     Ability to identify and respond to community and City Council issues, concerns, and needs.  
     Ability to prepare and administer a complex departmental budget and allocate limited resources in a cost-effective manner.  
     Ability to provide administrative and professional leadership and direction to subordinate staff.  
     Ability to establish and maintain effective working relationships with City staff and officials, other government officials, community groups, the general public, and media representatives.  
     Ability to plan, direct, and review fire suppression, fire and safety code compliance, emergency medical service, and hazardous materials emergency services.  
     Ability to respond rapidly and effectively in emergencies.  
     Ability to evaluate options for accident prevention.  
 
       
   Education & Experience   
       
  Qualified candidates will have a Bachelor's Degree from an accredited college in Fire Science, Public Administration, or a closely related field, in addition to ten (10) years of increasingly responsible professional experience in municipal firefighting, including five (5) years of senior command, administrative, or supervisory responsibility.  An equivalent combination of education and experience will be considered.  
     
   Ideal Candidate    
       
 The ideal candidate for this role will possess experience in operations, fire prevention, safety, education, emergency prevention, arson investigations, community outreach, and recruitment. Additionally, a solid background in fiscal management and budget oversight is essential. 
   
 We are seeking a visionary leader with exceptional managerial capabilities, strategic planning expertise, and strong decision-making skills. The ideal candidate should be a strong leader who demonstrates adeptness in developing relationships with both sworn and civilian personnel within SAFD, as well as with the City Manager, City Council, department directors, and the community. Experience in navigating unionized environments and a track record of fostering collaborative relationships with labor and employee associations are crucial. 
   
 Excellent communication skills, both written and verbal, are paramount, along with a demonstrated ability to collaborate, negotiate, and build cohesive teams. The ideal candidate should possess a proven ability to implement organizational changes that enhance the operational efficiency of the department. Critical skills to include integrity, transparency, and adherence to the highest ethical standards are essential qualities of this role. 
       
   Salary   
       
  The City of San Antonio is offering a competitive salary commensurate with experience. The City offers generous benefits and retirement including annual and personal leave; monthly car allowances, deferred compensation plan, relocation/moving expenses and participation in the Texas Municipal Retirement System (TMRS).  
     
  How to Apply  
     
 Interested applicants should forward a cover letter and resume to: 
   
  resumes@affionpublic.com  
  Reference: SAFC  
   
 Affion Public 
 PO Box 794 
 Hershey, PA 17033 
 888.321.4922 
 www.affionpublic.com 
     
   *The deadline to receive resumes is March 30, 2024*   
       
  The City of San Antonio is an Equal Employment Opportunity Employer.    
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          Fire Chief  
  City of San Antonio, TX  
       
   Please follow this link to view the full brochure:     https://www.affionpublic.com/position/fire-chief-city-of-san-antonio/   
       
   About San Antonio   
       
  The City of San Antonio is the nation’s 7th largest city and is home to more than 1.5 million residents, covers 505 square miles and is located in South Central Texas, approximately 140 miles from the Gulf of Mexico, San Antonio offers its residents one of the most attractive and affordable lifestyles in the country. Residents enjoy one of the lowest tax rates in the state as well as a plentiful supply of high-quality housing and low utility rates. The economy of San Antonio is an excellent mix of business services, manufacturing, health care, communications, corporate and regional offices, government, and the convention and tourism industry.  
     
  San Antonio is also home to one of the largest concentrations of military bases in the United States. One of the nation's fastest growing cities, San Antonio is rich in recreational and cultural opportunities with over 15,000 acres of public parks and 150 miles of trails, over 50 museums and galleries, and home to the 5-time champion San Antonio Spurs. The Historic San Antonio Missions are Texas’ only UNESCO World Heritage site and is a UNESCO designated Creative City of Gastronomy.  
       
   City Government   
       
 San Antonio has a Council-Manager form of government with an eleven-member City Council. Councilmembers are elected by District, while the Mayor is elected at-large. The term of office for the Mayor and all members of the City are two-year terms, for not more than four (4) full terms of office. The City Council appoints the City Manager, who appoints all officials in executive positions with the exception of the City Clerk, City Auditor, Presiding Judge, and Municipal Judges. 
   
 The City of San Antonio has been recognized for its high level of professional management by the ICMA and National Civic League, amongst others. For ten consecutive years, the City has maintained a AAA bond rating. The Fiscal Year 2024 adopted operating budget is $3.7 billion with close to 13,000 employees across approximately 40 departments. The City has made a commitment to advancing diversity, equity and inclusion, primarily through the formation of a citywide Office of Equity in 2017, which was transformed into the Department of Diversity, Equity, Inclusion, and Accessibility (DEIA) in 2022. 
     
  SAFD Fire Department  
     
 The San Antonio Fire Department (SAFD) plays a significant role in community safety with a $374 million annual budget and over 1,900 employees. The Department is the 2nd largest metro city that holds both an international accreditation and an Insurance Services Office (ISO) class 1 rating. The Department currently staffs 54 engines, 21 ladder trucks, 43 ambulances, 2 technical rescue teams, 2 hazardous materials teams, and an airport rescue division within the 54 fire stations. SAFD Firefighters are covered by a collective bargaining agreement between the City of San Antonio and Local 624 International Association of Firefighters. 
   
 The services provided by the Department include fire suppression, emergency medical services, emergency management, and rescue services. The Department conducts inspections for building safety, issues permits, investigates fires of suspicious nature, maintains firefighting apparatus and equipment, receives and dispatches calls for fire and medical services, trains departmental personnel, conducts community education, and coordinates the homeland security/emergency preparedness efforts of the City. 
   
 In 2022, the Department responded to a total of 240,796 emergencies including 6,173 fire calls, 192,226 emergency medical services calls, 1,066 hazardous material calls, 482 technical rescue calls and 40,849 miscellaneous/other calls. Servicing these calls resulted in 445,974 unit movements including 69,984 EMS transports. 
   
 The San Antonio Fire Department is an all-hazards response agency that has employed innovative strategies to move forward to the future and provide services to the public more efficiently and effectively. Initiatives implemented by the Department to keep up with increased demand for services and continuous process improvement include the Mobile Integrated Health, Hero Like Her recruitment program, Clinical Dispatch, Whole Blood Initiative, and the Medical Special Operations Unit. 
   
 The SAFD has a variety of divisions that serve the residents of San Antonio. 
 
 The  Communications Division  provides medical and fire dispatch for emergency calls. 
  Emergency Medical Services (EMS)  responds to medical emergencies. All units have certified paramedics.  
 The  Firefighting Division  provides fire protection, rescue services, and medical first responder service. 
 The  Fire Prevention Division  enforces fire codes to keep residents safe. The division includes public outreach and public education with the FireSafeSA Program. 
 The  Training Division  manages the Fire Cadet Training Program and provides continuing education for all SAFD Firefighters. 
  Public Information Office (PIO)  provides information to the public and media about SAFD incidents and activities. 
 The  Services and Logistics Division  ensures that all San Antonio Fire Department Apparatuses are at a readily state to respond to any emergencies. 
 
     
 
  Health and Wellness  fosters the Department’s goal of ‘personnel resiliency’. Medical examinations are designed to detect any serious medical conditions and educate employees on: health improvement, injury prevention, injury treatment and rehabilitation, emotional and spiritual well being and physical fitness. The Department also implemented a cancer prevention initiative for firefighters. 
 
   
   Our Mission Statement   
 To provide the highest level of professional service to the public by protecting lives, property, and the environment while providing life safety community education. To safely prevent harm through caring service. 
     
   Our Vision   
 To be a service driven, nationally recognized leader in providing emergency services with exceptional leadership, open communication, state-of-the-art resources, and a healthy, highly trained, and motivated workforce. 
     
   Our Core Values   
 We believe in conducting ourselves with integrity, honesty, concern and respect for each other and the public. We have a high regard for teamwork and esprit de corps and possess a strong commitment to serving with pride and professionalism while honoring the noble traditions of the fire service. 
   
   The Position   
       
  The Fire Chief reports to the Deputy City Manager, and is responsible for planning, directing,  
  managing, and overseeing the activities and operations of the Fire Department, including fire  
  prevention, emergency medical service, emergency management, and general administration.  
  The Fire Chief coordinates complex assignments and projects with outside agencies, other City  
  departments, and the City Managers Office. Exercises direct supervision over staff.  
       
   Essential Job Functions   
       
 
     Assumes full management responsibility for all department services and activities, including the administration of the communications, emergency management, emergency medical service, and fire prevention divisions; and recommends and administers policies and procedures.  
     Manages the development and implementation of department goals, objectives, policies, and priorities for each assigned service area; establishes, within City policy, appropriate service and staffing levels; and allocates resources accordingly.  
     Monitors and evaluates the efficiency and effectiveness of service delivery methods and procedures; assesses and monitors workload, administrative and support systems, and internal reporting relationships; and identifies opportunities for improvement, and directs the implementation of changes.  
     Acts as official departmental representative to other City departments, City Manager's Office, elected officials, and outside agencies; explains, justifies, and defends department programs, policies, and activities; and negotiates and resolves sensitive, significant, and controversial issues.  
     Selects, motivates, and evaluates department staff; provides or coordinates training and works with employees to correct deficiencies; and implements and administers disciplinary and termination procedures.  
     Plans, directs, and coordinates, through subordinate-level staff, the department work plan; meets with management staff to identify and resolve problems; assigns projects and programmatic areas of responsibility; and reviews and evaluates work methods and procedures.  
     Manages and participates in the development and administration of the department budget; estimates funds needed for staffing, equipment, materials, and supplies; directs the monitoring and approval of expenditures; and directs the preparation and implementation of budgetary adjustments as necessary.  
     Coordinates departmental activities with those of other departments and outside agencies and organizations; provides staff assistance to the City Manager, Deputy City Manager, Assistant City Managers, and City Council; and prepares and presents staff reports and other necessary communications.  
     Responds to and resolves sensitive inquiries and complaints from both internal and external sources.  
     Attends City Council meetings and takes necessary action regarding Council agenda items.  
     Develops and implements department safety and training programs; establishes programs that limit the severity and number of on-the-job injuries and accidents.  
     Provides staff support to boards and commissions; attends and participates in professional group meetings; and stays abreast of new trends and innovations in the field of fire science.  
     Responds to major alarms and natural or human-made disasters; personally directs fire suppression and other emergency service activities as necessary.  
     Directs and oversees the administration of the collective bargaining agreement; maintains liaison with labor representatives; ensures maintenance of management rights.  
     Directs and participates in the research of alternative approaches to fire suppression, hazardous material handling, fire and life safety codes, and emergency programs.  
 
       
   Knowledge, Skills, and Abilities   
       
 
     Knowledge of operational characteristics, services, and activities of fire prevention and suppression programs.  
     Knowledge of organizational and management practices as applied to the analysis and evaluation of programs, policies, and operational needs.  
     Knowledge of advanced principles and practices of municipal budget preparation and administration.  
     Knowledge of principles of supervision, training, and performance evaluation.  
     Knowledge of organization, function, and authority of various City departments.  
     Knowledge of operation, maintenance, and uses of fire fighting apparatus and equipment.  
     Knowledge of pertinent Federal, State, and local laws, codes, and regulations including the Uniform Fire Code and Insurance Services Office (ISO) grading schedule.  
     Knowledge of Federal, State, and local laws related to safety, DOT, workers' compensation, liability, regulations and standards.  
     Knowledge of basic factors that cause accidents and incident command theory.  
     Ability to develop, implement, and administer goals, objectives, and procedures for providing effective and efficient fire suppression and prevention services for the City  
     Ability to analyze problems, identify alternative solutions, project consequences of proposed actions, and implement recommendations in support of established goals.  
     Ability to identify and respond to community and City Council issues, concerns, and needs.  
     Ability to prepare and administer a complex departmental budget and allocate limited resources in a cost-effective manner.  
     Ability to provide administrative and professional leadership and direction to subordinate staff.  
     Ability to establish and maintain effective working relationships with City staff and officials, other government officials, community groups, the general public, and media representatives.  
     Ability to plan, direct, and review fire suppression, fire and safety code compliance, emergency medical service, and hazardous materials emergency services.  
     Ability to respond rapidly and effectively in emergencies.  
     Ability to evaluate options for accident prevention.  
 
       
   Education & Experience   
       
  Qualified candidates will have a Bachelor's Degree from an accredited college in Fire Science, Public Administration, or a closely related field, in addition to ten (10) years of increasingly responsible professional experience in municipal firefighting, including five (5) years of senior command, administrative, or supervisory responsibility.  An equivalent combination of education and experience will be considered.  
     
   Ideal Candidate    
       
 The ideal candidate for this role will possess experience in operations, fire prevention, safety, education, emergency prevention, arson investigations, community outreach, and recruitment. Additionally, a solid background in fiscal management and budget oversight is essential. 
   
 We are seeking a visionary leader with exceptional managerial capabilities, strategic planning expertise, and strong decision-making skills. The ideal candidate should be a strong leader who demonstrates adeptness in developing relationships with both sworn and civilian personnel within SAFD, as well as with the City Manager, City Council, department directors, and the community. Experience in navigating unionized environments and a track record of fostering collaborative relationships with labor and employee associations are crucial. 
   
 Excellent communication skills, both written and verbal, are paramount, along with a demonstrated ability to collaborate, negotiate, and build cohesive teams. The ideal candidate should possess a proven ability to implement organizational changes that enhance the operational efficiency of the department. Critical skills to include integrity, transparency, and adherence to the highest ethical standards are essential qualities of this role. 
       
   Salary   
       
  The City of San Antonio is offering a competitive salary commensurate with experience. The City offers generous benefits and retirement including annual and personal leave; monthly car allowances, deferred compensation plan, relocation/moving expenses and participation in the Texas Municipal Retirement System (TMRS).  
     
  How to Apply  
     
 Interested applicants should forward a cover letter and resume to: 
   
  resumes@affionpublic.com  
  Reference: SAFC  
   
 Affion Public 
 PO Box 794 
 Hershey, PA 17033 
 888.321.4922 
 www.affionpublic.com 
     
   *The deadline to receive resumes is March 30, 2024*   
       
  The City of San Antonio is an Equal Employment Opportunity Employer.    
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            DESCRIPTION    THE PORT OF LONG BEACH IS SEEKING A MANAGER OF REAL ESTATE     (This is an at-will position)     Salary Range: $140,000 - $185,000        THE ROLE    Under the supervision of the Director and Assistant Director, the Manager of Real Estate (Manager) is responsible for a minimum of two direct reports. The Manager will be a working manager and handle complicated real estate negotiations and projects. In addition, the Manager will manage and maintain data and reports to assist real estate staff with key market data. The Manager will oversee and assist leasing staff with managing their workload and anticipate necessary lease negotiations on a timely basis by managing the tickler system. This position will review revocable permits and other agreements on a regular basis to determine if updates are required. The Manager of Real Estate will train all new leasing staff on the roles, responsibilities and, Real Estate Division processes, including software programs, and any other related training needs.      ABOUT US    The Port of Long Beach, one of the world's busiest seaports, is an international gateway for the reliable, efficient, and sustainable movement of goods and is a leader in environmental stewardship. Credited with moving approximately $200 billion in trade, the Port serves as a critical hub for international commerce and is a major transportation center. East Asian trade accounts for the bulk of Long Beach shipments. Port-related international trade has a wide-ranging economic impact, supporting millions of jobs that benefit the region and the entire country.     THE TEAM    The Real Estate Division is responsible for managing the Port's real estate portfolio which includes asset management, property management, and acquisition of property, as well as implementation of environmental covenants into lease agreements. The Division supports the Port's Strategic Plan by optimizing and diversifying revenue streams to maintain financial strength, achieve operational excellence, maintain security of assets, and reduce environmental impacts from Port operations and development to support the Green Port Policy initiatives and meet the goals of the Clean Air Action Plan. To learn more about the Port of Long Beach, visit our website at www.polb.com .      CANDIDATE CONNECT (INFORMATION SESSION)    To learn more about this exciting career opportunity and the Port of Long Beach, please join our virtual information session on  Tuesd  ay  , March 26, 2024, 5:00 PM PDT , via MS Teams. This is a unique opportunity to hear first-hand about the position, speak directly with hiring leaders, ask questions, and learn why the Port of Long Beach is your employer of choice! Candidates are not required to be on camera.  To join audio only, call +1 323-451-1087 Phone Conference ID: 375 903 991# . Click here to join the meeting    EXAMPLES OF DUTIES    HOW YOU GET TO CONTRIBUTE      Manages, trains, and oversees a minimum of two direct reports.  Reports the status of projects and negotiations to the Director and Assistant Director on a regular basis.  Implements systematic and periodic reviews of real estate agreements to ascertain conformance to current market rates, and achieve primary strategic goal of enhancing and diversifying revenue.  Oversees and handles specialized lease and submarket analysis and maintains data and reports such as container terminal data; and works with the Port Commercial Appraiser to consolidate market data and disseminate the information to leasing staff.  Conducts lease negotiations and transactions for land and facilities; renegotiates compensation on existing leases with Port tenants; maintains data on lease rates for comparable land and facilities; analyzes the financial qualifications of prospective tenants.  Evaluates acquisition opportunities for Port growth and potential relocation sites due to Port projects.  Coordinates with the City Attorney’s office for any updates to the lease language.  Responsible for lease tickler reports, and CRM data and ensures that lease expirations are addressed on a timely basis.  Manages and oversees the Division Land Use Permits with all divisions in the Port  Manages and oversees any external real estate inquiries as well as requests from other divisions in the Port.   Manages the Available Land inventory and corresponding layer in Port Atlas and oversees the preparation of new drawings and exhibits.  Supports staff with Pier B On-Dock Rail Project and other capital projects.  Supports Director and Assistant Director in negotiating complex lease agreements for land and facilities; renegotiates compensation on existing leases with Port tenants; maintains data on lease rates for comparable land and facilities; analyzes the financial qualifications of prospective tenants.  Researches, develops, manages, and monitors the activities of assigned leasehold properties and other real estate projects; participates in developing real estate program/project plans and budgets; implements asset management policies, real estate procedures and leasing guidelines; plans, organizes and implements work activities to meet the established real estate goals and objectives in alignment with the Port’s Strategic Plan goals and objectives; ensures program/project compliance with all applicable laws, regulations and regulatory agency requirements.  Drafts staff reports summarizing real estate actions requiring Board of Harbor Commissioners approval; submits reports for Board consideration.  Administers leases; interacts with other Port divisions to define the language of the lease; interacts with tenants or their legal representatives; receives, investigates and recommends resolution of tenant or public complaints; reviews and inspects tenancies for compliance with lease agreements.  Reviews and evaluates financial pro forma and other financial analyses; formulates development concepts; analyzes opportunities and constraints for real estate development scenarios on Port land; supports multiple stakeholders during development projects; reports on development progress/results.  Acquires land and property for the Port through negotiations with property owners, brokers or agents or through the process of eminent domain.  Prepares reports and coordinates the preparation of real estate documents with the City Attorney.  Coordinates and responds to Public Records Requests that are directed to the Real Estate Division.  Functions as Acting Division Director in the absence of Division Director and Assistant Director.  Evaluates and compiles asset management information for use by the Real Estate Division and other divisions; coordinates asset management information with other Port divisions; performs other asset management functions as needed.  Represents the Port in meetings with developers, contractors, consultants, and officials from other jurisdictions; responds to a variety of real estate inquiries from internal and external sources, Port/City departments and outside agencies/organizations.  Responds to all inquiries that come through the division via phone calls, emails, referrals, the Communications website and from other divisions.  Performs performance appraisals for direct reports.  Assists with training and development of Port Leasing Sales Officers.  Performs other duties and contributes to any real estate activities as requested.    REQUIREMENTS TO FILE    EDUCATION REQUIREMENTS    A Bachelor's Degree is required, preferably in Business Administration, Finance, Real Estate, Public Administration or a related field.    EXPERIENCE REQUIRMENTS      A minimum of eight (8) years of professional experience involving commercial and/or industrial real estate asset management, real estate development or appraisal/acquisition/leasing of commercial/industrial property in a public agency or corporate environment is required.   A minimum of three (3) years of supervisory experience is required.     DESIRED QUALIFICATIONS      California Real Estate license or California Broker license.  Master’s Degree, preferably in Business Administration, Finance, Real Estate, Public Administration or a related field.  Prior management experience.  Prior governmental or public sector experience.   Real Estate acquisition and sales experience.  Knowledge of right of way and relocation assistance.  Knowledge of basic principles and practices of program/project planning, management and reporting.  Knowledge of maritime, environmental, construction, government or engineering terminology.     JOB KNOWLEDGE AND TECHNICAL SKILL REQUIREMENTS      Broad knowledge of asset management principles/practices required.  Broad knowledge of principles and tactics of negotiation required.  Knowledge of principles, methods, practices and techniques involved in real estate development, real estate laws, property valuation, leasing, financial analysis and strategic asset management is required.  Knowledge of real estate industry trends and local market conditions required.  Knowledge of federal, state and local laws, regulations and court decisions applicable to asset management and the Port’s real estate programs/projects required.  Knowledge of principles and practices of public administration, including consultant contracting and maintenance of public records is required.  Must be familiar with real estate terminology.  Requires knowledge of principles and practices of sound business communication; correct English usage, including spelling, grammar and punctuation is essential.  Must be able to collect, evaluate and interpret appropriate and applicable real estate data.  Must be able to coordinate development and property management program activities with multiple stakeholders to ensure agreement and beneficial outcomes for the Port of Long Beach.  Must be able to negotiate effectively across a wide range of real estate asset management functions.  Ability to apply sound, creative problem-solving techniques to resolve difficult asset management and other issues required.  Ability to understand, interpret, explain and apply laws, regulations, ordinances and policies applicable to assigned real estate programs required.    SELECTION PROCEDURE   To Apply:  Please submit a   cover letter  ,   resume  , and  copy of degree   as pdf attachments by,   April 10, 2024, at 11:59 PM PDST .   The Port reserves the right to extend the closing date without notice to accept additional applications.    The first-round video interview window is  Friday  , A  pril 12, 2024 through Friday, April 19, 2024   (virtual) and second round interviews are scheduled for Tuesday, May 7, 2024 and Wednesday, May 8, 2024 (in person  ) . Candidates chosen to proceed with in-person interviews will have the opportunity to schedule their interview on one of the two dates. The successful candidate will be appointed shortly thereafter. References will be completed for finalist candidates; an employment offer is contingent on successful completion of a comprehensive background check.   The Port reserves the right to extend the closing date without notice in order to accept additional applications. Individuals identified to be most qualified for the position will be invited to participate in the selection process. References will be completed for finalist candidates.   For alternative format or accommodation requests, please contact Human Resources at (562) 283-7500. For technical issues with your online application, please contact Neogov support at (877) 204-4442.   The Port of Long Beach is an Equal Opportunity Employer    We do not discriminate based on race, religion, color, national origin, sexual orientation, gender, gender identity, gender expression, age, status as an individual with a disability or other applicable legally protected characteristics.   The City of Long Beach will consider qualified applicants with a criminal history pursuant to the California Fair Chance Act. You are not required to disclose your criminal history or participate in a background check until you receive a conditional job offer. If the City of Long Beach has concerns about a conviction that is directly related to the job after making a conditional job offer and conducting a background check, you will have the opportunity to explain the circumstances surrounding the conviction, provide evidence to mitigate concerns, or challenge the accuracy of the background report. Find out more about the Fair Chance Act by visiting https://calcivilrights.ca.gov/fair-chance-act .    BENEFITS    The Port of Long Beach has established an annual salary range of  $140,000-$185,000 (placement depends on qualifications). An attractive package of executive level benefits is also included with the opportunity of working in one of the most diverse and dynamic areas of the United States. The Port’s generous benefits package includes:       Auto Allowance  - $550 per month upon approval by Executive Director.   Executive Leave  - 40 hours per year.   Retirement  - CalPERS 2% @ 62, coordinated with social security. Current member contribution is 8.00% for CalPERS, and 6.2% for social security, paid by the employee.   Pay for Performance  - Pay for Performance is awarded based on employee performance as demonstrated through achievement of individual goals, demonstration of required competencies, and available budget funds.    Deferred Compensation  - City match up to 2% of base salary for all qualified members that are contributing to the 457(b) plan.    Group Health Insurance  - Medical and dental options (HMO and PPO). Free vision coverage.   Life Insurance  - City-paid life insurance policy of $20,000 plus executive insurance benefit equal to three times annual salary up to a maximum of $500,000.   Disability Insurance  - City-paid short- and long-term disability insurance.   Vacation  - Vacation is accrued at 3.7 hours per pay period to begin, which is equivalent to two weeks on an annual basis. Vacation can be used after six months of service.    Sick Leave  - Accrued at 8 hours per month. Accruals may be converted upon retirement to cash credit toward health and /or dental insurance premiums or retirement service credits.    Paid Parental Leave  - After six (6) months of City employment, the City pays up to 30 consecutive days (160 hours) for eligible employees to take paid time to bond with child upon birth, adoption, or foster placement of a child, up to the age of 17.    Holidays  - 11 scheduled holidays per calendar year and four (4) personal holidays.   Bereavement Leave  - 5 days for death or critical illness of immediate family member.   Education Reimbursement  - Tuition reimbursement available for employees to obtain additional education or training.   Annual Physical  - Eligible to receive an annual physical examination at City expense through the City provided program.    Public Student Loan Forgiveness  - As the Harbor Department of the City of Long Beach, a governmental agency, the Port of Long Beach is a qualifying employer for the Public Student Loan Forgiveness (PSLF) program.   529 College Savings Plan  - The ScholarShare529 plan is an account that allows employees to invest specifically for future education expenses through the Long Beach City Employees Federal Credit Union. Funds can be used from your 529 savings plan to send your grandkids, kids, or even yourself, to any accredited public or private U.S. college or university - or two-year technical or vocational institution.       Employee Benefits   The City of Long Beach offers its employees opportunities to grow personally and professionally.As a permanent employee, you are eligible to receive fringe benefits that include:  •  Medical and Dental Insurance    •  Life Insurance    •  Retirement Plan (P.E.R.S.)    •  Paid Vacation, Personal Holidays and Sick Leave    •  Deferred Compensation    •  Credit Union Membership    •  Free Bus Transportation (Long Beach Transit)    •  Flexible Spending Accounts    •  Free Employee Parking    •  Paid ParentalLeave*    *Paid Parental Leave - after six (6) months of City employment; up to 30 calendar days (160 hours/192 hours   for sworn platoon) of PPL, taken in full-day increments, in connection with the birth, adoption, or foster   placement of a child, up to the age of seventeen (17).  Closing Date/Time: 4/10/2024 11:59 PM Pacific
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        DESCRIPTION    THE PORT OF LONG BEACH IS SEEKING A MANAGER OF REAL ESTATE     (This is an at-will position)     Salary Range: $140,000 - $185,000        THE ROLE    Under the supervision of the Director and Assistant Director, the Manager of Real Estate (Manager) is responsible for a minimum of two direct reports. The Manager will be a working manager and handle complicated real estate negotiations and projects. In addition, the Manager will manage and maintain data and reports to assist real estate staff with key market data. The Manager will oversee and assist leasing staff with managing their workload and anticipate necessary lease negotiations on a timely basis by managing the tickler system. This position will review revocable permits and other agreements on a regular basis to determine if updates are required. The Manager of Real Estate will train all new leasing staff on the roles, responsibilities and, Real Estate Division processes, including software programs, and any other related training needs.      ABOUT US    The Port of Long Beach, one of the world's busiest seaports, is an international gateway for the reliable, efficient, and sustainable movement of goods and is a leader in environmental stewardship. Credited with moving approximately $200 billion in trade, the Port serves as a critical hub for international commerce and is a major transportation center. East Asian trade accounts for the bulk of Long Beach shipments. Port-related international trade has a wide-ranging economic impact, supporting millions of jobs that benefit the region and the entire country.     THE TEAM    The Real Estate Division is responsible for managing the Port's real estate portfolio which includes asset management, property management, and acquisition of property, as well as implementation of environmental covenants into lease agreements. The Division supports the Port's Strategic Plan by optimizing and diversifying revenue streams to maintain financial strength, achieve operational excellence, maintain security of assets, and reduce environmental impacts from Port operations and development to support the Green Port Policy initiatives and meet the goals of the Clean Air Action Plan. To learn more about the Port of Long Beach, visit our website at www.polb.com .      CANDIDATE CONNECT (INFORMATION SESSION)    To learn more about this exciting career opportunity and the Port of Long Beach, please join our virtual information session on  Tuesd  ay  , March 26, 2024, 5:00 PM PDT , via MS Teams. This is a unique opportunity to hear first-hand about the position, speak directly with hiring leaders, ask questions, and learn why the Port of Long Beach is your employer of choice! Candidates are not required to be on camera.  To join audio only, call +1 323-451-1087 Phone Conference ID: 375 903 991# . Click here to join the meeting    EXAMPLES OF DUTIES    HOW YOU GET TO CONTRIBUTE      Manages, trains, and oversees a minimum of two direct reports.  Reports the status of projects and negotiations to the Director and Assistant Director on a regular basis.  Implements systematic and periodic reviews of real estate agreements to ascertain conformance to current market rates, and achieve primary strategic goal of enhancing and diversifying revenue.  Oversees and handles specialized lease and submarket analysis and maintains data and reports such as container terminal data; and works with the Port Commercial Appraiser to consolidate market data and disseminate the information to leasing staff.  Conducts lease negotiations and transactions for land and facilities; renegotiates compensation on existing leases with Port tenants; maintains data on lease rates for comparable land and facilities; analyzes the financial qualifications of prospective tenants.  Evaluates acquisition opportunities for Port growth and potential relocation sites due to Port projects.  Coordinates with the City Attorney’s office for any updates to the lease language.  Responsible for lease tickler reports, and CRM data and ensures that lease expirations are addressed on a timely basis.  Manages and oversees the Division Land Use Permits with all divisions in the Port  Manages and oversees any external real estate inquiries as well as requests from other divisions in the Port.   Manages the Available Land inventory and corresponding layer in Port Atlas and oversees the preparation of new drawings and exhibits.  Supports staff with Pier B On-Dock Rail Project and other capital projects.  Supports Director and Assistant Director in negotiating complex lease agreements for land and facilities; renegotiates compensation on existing leases with Port tenants; maintains data on lease rates for comparable land and facilities; analyzes the financial qualifications of prospective tenants.  Researches, develops, manages, and monitors the activities of assigned leasehold properties and other real estate projects; participates in developing real estate program/project plans and budgets; implements asset management policies, real estate procedures and leasing guidelines; plans, organizes and implements work activities to meet the established real estate goals and objectives in alignment with the Port’s Strategic Plan goals and objectives; ensures program/project compliance with all applicable laws, regulations and regulatory agency requirements.  Drafts staff reports summarizing real estate actions requiring Board of Harbor Commissioners approval; submits reports for Board consideration.  Administers leases; interacts with other Port divisions to define the language of the lease; interacts with tenants or their legal representatives; receives, investigates and recommends resolution of tenant or public complaints; reviews and inspects tenancies for compliance with lease agreements.  Reviews and evaluates financial pro forma and other financial analyses; formulates development concepts; analyzes opportunities and constraints for real estate development scenarios on Port land; supports multiple stakeholders during development projects; reports on development progress/results.  Acquires land and property for the Port through negotiations with property owners, brokers or agents or through the process of eminent domain.  Prepares reports and coordinates the preparation of real estate documents with the City Attorney.  Coordinates and responds to Public Records Requests that are directed to the Real Estate Division.  Functions as Acting Division Director in the absence of Division Director and Assistant Director.  Evaluates and compiles asset management information for use by the Real Estate Division and other divisions; coordinates asset management information with other Port divisions; performs other asset management functions as needed.  Represents the Port in meetings with developers, contractors, consultants, and officials from other jurisdictions; responds to a variety of real estate inquiries from internal and external sources, Port/City departments and outside agencies/organizations.  Responds to all inquiries that come through the division via phone calls, emails, referrals, the Communications website and from other divisions.  Performs performance appraisals for direct reports.  Assists with training and development of Port Leasing Sales Officers.  Performs other duties and contributes to any real estate activities as requested.    REQUIREMENTS TO FILE    EDUCATION REQUIREMENTS    A Bachelor's Degree is required, preferably in Business Administration, Finance, Real Estate, Public Administration or a related field.    EXPERIENCE REQUIRMENTS      A minimum of eight (8) years of professional experience involving commercial and/or industrial real estate asset management, real estate development or appraisal/acquisition/leasing of commercial/industrial property in a public agency or corporate environment is required.   A minimum of three (3) years of supervisory experience is required.     DESIRED QUALIFICATIONS      California Real Estate license or California Broker license.  Master’s Degree, preferably in Business Administration, Finance, Real Estate, Public Administration or a related field.  Prior management experience.  Prior governmental or public sector experience.   Real Estate acquisition and sales experience.  Knowledge of right of way and relocation assistance.  Knowledge of basic principles and practices of program/project planning, management and reporting.  Knowledge of maritime, environmental, construction, government or engineering terminology.     JOB KNOWLEDGE AND TECHNICAL SKILL REQUIREMENTS      Broad knowledge of asset management principles/practices required.  Broad knowledge of principles and tactics of negotiation required.  Knowledge of principles, methods, practices and techniques involved in real estate development, real estate laws, property valuation, leasing, financial analysis and strategic asset management is required.  Knowledge of real estate industry trends and local market conditions required.  Knowledge of federal, state and local laws, regulations and court decisions applicable to asset management and the Port’s real estate programs/projects required.  Knowledge of principles and practices of public administration, including consultant contracting and maintenance of public records is required.  Must be familiar with real estate terminology.  Requires knowledge of principles and practices of sound business communication; correct English usage, including spelling, grammar and punctuation is essential.  Must be able to collect, evaluate and interpret appropriate and applicable real estate data.  Must be able to coordinate development and property management program activities with multiple stakeholders to ensure agreement and beneficial outcomes for the Port of Long Beach.  Must be able to negotiate effectively across a wide range of real estate asset management functions.  Ability to apply sound, creative problem-solving techniques to resolve difficult asset management and other issues required.  Ability to understand, interpret, explain and apply laws, regulations, ordinances and policies applicable to assigned real estate programs required.    SELECTION PROCEDURE   To Apply:  Please submit a   cover letter  ,   resume  , and  copy of degree   as pdf attachments by,   April 10, 2024, at 11:59 PM PDST .   The Port reserves the right to extend the closing date without notice to accept additional applications.    The first-round video interview window is  Friday  , A  pril 12, 2024 through Friday, April 19, 2024   (virtual) and second round interviews are scheduled for Tuesday, May 7, 2024 and Wednesday, May 8, 2024 (in person  ) . Candidates chosen to proceed with in-person interviews will have the opportunity to schedule their interview on one of the two dates. The successful candidate will be appointed shortly thereafter. References will be completed for finalist candidates; an employment offer is contingent on successful completion of a comprehensive background check.   The Port reserves the right to extend the closing date without notice in order to accept additional applications. Individuals identified to be most qualified for the position will be invited to participate in the selection process. References will be completed for finalist candidates.   For alternative format or accommodation requests, please contact Human Resources at (562) 283-7500. For technical issues with your online application, please contact Neogov support at (877) 204-4442.   The Port of Long Beach is an Equal Opportunity Employer    We do not discriminate based on race, religion, color, national origin, sexual orientation, gender, gender identity, gender expression, age, status as an individual with a disability or other applicable legally protected characteristics.   The City of Long Beach will consider qualified applicants with a criminal history pursuant to the California Fair Chance Act. You are not required to disclose your criminal history or participate in a background check until you receive a conditional job offer. If the City of Long Beach has concerns about a conviction that is directly related to the job after making a conditional job offer and conducting a background check, you will have the opportunity to explain the circumstances surrounding the conviction, provide evidence to mitigate concerns, or challenge the accuracy of the background report. Find out more about the Fair Chance Act by visiting https://calcivilrights.ca.gov/fair-chance-act .    BENEFITS    The Port of Long Beach has established an annual salary range of  $140,000-$185,000 (placement depends on qualifications). An attractive package of executive level benefits is also included with the opportunity of working in one of the most diverse and dynamic areas of the United States. The Port’s generous benefits package includes:       Auto Allowance  - $550 per month upon approval by Executive Director.   Executive Leave  - 40 hours per year.   Retirement  - CalPERS 2% @ 62, coordinated with social security. Current member contribution is 8.00% for CalPERS, and 6.2% for social security, paid by the employee.   Pay for Performance  - Pay for Performance is awarded based on employee performance as demonstrated through achievement of individual goals, demonstration of required competencies, and available budget funds.    Deferred Compensation  - City match up to 2% of base salary for all qualified members that are contributing to the 457(b) plan.    Group Health Insurance  - Medical and dental options (HMO and PPO). Free vision coverage.   Life Insurance  - City-paid life insurance policy of $20,000 plus executive insurance benefit equal to three times annual salary up to a maximum of $500,000.   Disability Insurance  - City-paid short- and long-term disability insurance.   Vacation  - Vacation is accrued at 3.7 hours per pay period to begin, which is equivalent to two weeks on an annual basis. Vacation can be used after six months of service.    Sick Leave  - Accrued at 8 hours per month. Accruals may be converted upon retirement to cash credit toward health and /or dental insurance premiums or retirement service credits.    Paid Parental Leave  - After six (6) months of City employment, the City pays up to 30 consecutive days (160 hours) for eligible employees to take paid time to bond with child upon birth, adoption, or foster placement of a child, up to the age of 17.    Holidays  - 11 scheduled holidays per calendar year and four (4) personal holidays.   Bereavement Leave  - 5 days for death or critical illness of immediate family member.   Education Reimbursement  - Tuition reimbursement available for employees to obtain additional education or training.   Annual Physical  - Eligible to receive an annual physical examination at City expense through the City provided program.    Public Student Loan Forgiveness  - As the Harbor Department of the City of Long Beach, a governmental agency, the Port of Long Beach is a qualifying employer for the Public Student Loan Forgiveness (PSLF) program.   529 College Savings Plan  - The ScholarShare529 plan is an account that allows employees to invest specifically for future education expenses through the Long Beach City Employees Federal Credit Union. Funds can be used from your 529 savings plan to send your grandkids, kids, or even yourself, to any accredited public or private U.S. college or university - or two-year technical or vocational institution.       Employee Benefits   The City of Long Beach offers its employees opportunities to grow personally and professionally.As a permanent employee, you are eligible to receive fringe benefits that include:  •  Medical and Dental Insurance    •  Life Insurance    •  Retirement Plan (P.E.R.S.)    •  Paid Vacation, Personal Holidays and Sick Leave    •  Deferred Compensation    •  Credit Union Membership    •  Free Bus Transportation (Long Beach Transit)    •  Flexible Spending Accounts    •  Free Employee Parking    •  Paid ParentalLeave*    *Paid Parental Leave - after six (6) months of City employment; up to 30 calendar days (160 hours/192 hours   for sworn platoon) of PPL, taken in full-day increments, in connection with the birth, adoption, or foster   placement of a child, up to the age of seventeen (17).  Closing Date/Time: 4/10/2024 11:59 PM Pacific
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            DESCRIPTION   T H E C O M M U N I T Y    Ideally located on the Pacific Ocean south of Los Angeles and just west of Orange County, Long Beach is the seventh-largest city in the State of California. Offering all the world-class amenities of a large metropolitan city, coupled with its strong sense of community and pride, Long Beach is one of the most vibrant communities in the country. The City has been referred to as the “Most Diverse City” in the country by USA Today and one of the “Best Communities for Young People” two years in a row. With its ideal location in Southern California, year-round comfortable climate, healthy business environment, and far-ranging cultural pursuits, the City is alive with activity. Long Beach is home to an abundance of cultural and recreational options. Expansive beaches, three marinas, five golf courses, the Aquarium of the Pacific, the Queen Mary, and the annual Grand Prix of Long Beach serve to draw 6.5 million visitors a year. The City’s full-service commercial airport has preferred flight schedules, carriers, and overall accessibility that makes it the travel-friendly alternative to other Southern California airports. In addition, Los Angeles’ rail transit system, the most used light rail system in the country, connects the city to the entire region. Long Beach continues to make significant investments in its parks, beaches, streets, and other amenities (including a new city hall) indicative of the financial stability and health of the City.    C I T Y G O V E R N M E N T     Long Beach, a charter city formed in 1897, is governed by nine City Council Members elected by district and a city-wide elected Mayor. Other elected officials include the City Attorney, City Auditor, and City Prosecutor. The elected officials are elected to staggered four-year terms. The City Council appoints the City Manager and City Clerk. The City Manager is responsible for the efficient administration of all City departments, excluding those under the direction of a separately elected official, Board or Commission. Long Beach is one of only three cities in California with its own Health Department and one of the very few municipalities with its own Utilities Department (Water and Gas) and Energy Resources Departments.    The City is supported by a FY 2024 total budget of approximately $3.3 billion with a General Fund budget of $719 million. More than 6,000 full and part-time employees support municipal operations with the vast majority being represented by twelve employee associations. To learn more about the City of Long Beach, go to: www.longbeach.gov .     T H E D E P A R T M E N T   Long Beach Airport (LGB) is classified as a small hub airport in the National Plan of Integrated Airport Systems and serves approximately four million passengers annually. Owned and operated by the City of Long Beach, LGB was established in 1923 and is one of the oldest municipal airports in the United States. Known as the Coolest Airport in America, LGB is a friendly alternative to other Southern California airports, offering preferred flight schedules, great airlines and destinations and overall accessibility.  The Airport is committed to delivering an Outstanding Customer Experience in an intelligent, ecofriendly, safe, and efficient manner while being respectful of our employees and the community that we serve. We also strive to be a major driver in the economic vitality of Long Beach. Through Organizational Excellence, we seek to recruit, develop, and retain talented staff in an organization structured for success.  Long Beach Airport has a rich history of contributions to our nation’s leadership in aviation. Earl Daugherty opened one of the nation’s first flight schools in Long Beach in 1919. Charles Lindbergh and Amelia Earhart flew from Long Beach. Once home to McDonnell Douglas (now Boeing), many commercial aircraft including the DC-8, DC-9/MD-80, DC-10/MD-11, and C-17 were manufactured in Long Beach. Approximately 180 businesses reside on Airport property and are responsible for roughly 18,000 jobs. Some of these include AAA, Aero Business Center, Atlantic Aviation, Long Beach Marriott Hotel, DeVry Institute of Technology, DHL, Epson America, SCAN Health Plan, Signature @ Aeroplex, Skylinks Golf Course, and United Parcel Service.  The Airport is currently in the process of implementing Phase II of a Terminal Improvement Program. Concourses and boarding lounges were opened in 2012. A new Ticketing Facility featuring Common Use Passenger Processing was opened in 2022. A new Baggage Claim Facility was opened in 2023 and the renovated Historic Terminal, originally opened in 1941, will open later this year. Future improvements include renovated roadways and a new Transportation Hub.  The Airport Department is governed by the City Council; the Airport Director is appointed by the City Manager and is responsible for overall airport activities. The Director is supported by a Deputy Director, Manager of Airport Operations and Facilities and Manager of Finance and Administration. The Airside Operations Manager reports to the Manager of Airport Operations and Facilities. The Airport Department employs approximately 110 staff and has an annual operating budget of approximately $28 million.  EXAMPLES OF DUTIES   T H E P O S I T I O N    Under the direction of the Operations and Facilities Bureau Manager, the Airport Noise Compliance Officer is an at-will officer position within the Airport Department responsible for managing the Noise Compliance Division. The Airport Noise Compliance Division exists in a dynamic, regulatory, and highly visible and politically sensitive environment. The Airport Noise Compliance Officer will have extensive interaction with major airlines and the general aviation community, other Airport Divisions, City leadership, and the public. This position serves as the Airport noise program technical expert and ls a key member of the management team in the development and execution of the Airport's strategic objectives and key initiatives. This position requires a considerable understanding of all aspects of aviation including an in-depth knowledge of airport operations and their impact on noise-related issues, in order to effectively manage noise compliance with local, state and federal regulations. The position requires weekend and on-call work.   Specific duties include:     Develops and oversees an effective Airport Noise Compliance program that abides by local, state and federal regulations while maximizing Airport value;    Implements new, innovative strategies to track performance measures, mitigate risk and respond to public noise concerns;    Determines the allocation of resources necessary to fulfill division goals and objectives;    Represents the Airport at meetings relative to noise compliance and concerns;    Attends meetings on behalf of the Operations and Facilities Manager;    Collaborates with fellow Airport Divisions Officers and staff on larger Airport-related projects;    Works with Airport tenants on all matters related to noise compliance;    Recommends annual and long-term plans, programs and budget related to the Noise Division;    Maintains relationships with airport tenants, City officials, and the public and ensures effective communication; and,    Performs other duties as assigned.      T H E I D E A L C A N D I D A T E W I L L P O S S E S S       Knowledge of management principles and practices as applied to airport operations    A solid understanding of the fundamentals of acoustics and noise control.    Familiarity with 14 CFR Part 36 - Noise Standards: Aircraft Type and Airworthiness Certification is required.    Experience with public involvement and outreach.    Excellent written and oral communication skills, and proficiency in Microsoft Office Suite (Word, Excel, Teams, Outlook, PowerPoint, etc.)    Ability to read, understand, effectively interpret and apply complex policies, rules and regulations, or ordinances pertaining to airport operations.    Willingness to work any day of the week or as required for emergency response.    Effective communication skills in writing via memos or reports and in person via the telephone or two-way radio.    General knowledge of the principles, practices and techniques of supervision related to the management, training, supervision, and evaluation of subordinate staff.     REQUIREMENTS TO FILE  M I N I M U M R E Q U I R E M E N T S   A Bachelor’s Degree from an accredited institution in Acoustics, Engineering, Mathematics, Physics, Environmental Science, Planning or a closely related field. Professional experience beyond the minimum qualifications may be substituted for education on a year-for-year basis.    A minimum of seven years of professional experience in acoustics, with at least five in an airport or aviation related environment and a minimum o f three years in a management/supervisory capacity.   Valid motor vehicle operator license. (Required to obtain a California motor vehicle operator license within 6 months of employment if license is out of state. DMV K4 driver license information report required during onboarding if selected for position).   Ability to pass FAA Transportation Security Administration (TSA) mandated background check and maintain security clearance as required by law.    D E S I R A B L E Q U A L I F I C A T I O N S    Advanced experience with acoustical modeling software and technical tools to support acoustic/noise analysis and recommendations, such as the FAA's Aviation Environmental Design Tool (AEDT) and Envirosuite's Airport Noise and Operations Monitoring System (ANOMS) .   Professional affiliation/membership with organizations such as the lnstitute of Noise Control Engineering (INCE) and Acoustical Society of America (ASA).   Experience and understanding of aeronautical activities and basic flight procedures in the vicinity of an airport.   Experience with noise data collection and analysis, noise measurement practices, software, and instrumentation.   Experience reviewing local, state and federal environmental regulations and requirements, such as the california Code of Regulations Title 21 Noise Satandards, California Environmental Quality Act (CEQA), National Environmental Policy Act (NEPA), 14 Code of Federal Regulations (CFR) Part 150 and 161, etc.   SELECTION PROCEDURE    A P P L I C A T I O N P R O C E S S     This recruitment will close at 11:59PM PST, on Wednesday, April 24, 2024  . T o be considered, applicants must submit a resume, cover letter, and proof of education (if substituting education for required experience) in PDF format. Applications will be reviewed for depth and breadth of experience, and for level and relatedness of education. The most qualified candidates will be invited to participate in further selection procedures. The selected candidate may be required to go through a background check and a physical examination prior to appointment.   Applicants who do not meet the minimum requirements, including submission of all required attachments, will not be considered.  For questions regarding this recruitment, please contact (562) 570-6927.     E Q U A L O P P O R T U N I T Y      The City of Long Beach is an  Equal Opportunity Employer  . We value and encourage diversity in our workforce. The City of Long Beach is committed to creating a workplace where every employee is valued for who they are. Having our workforce reflect the diversity of our community at various levels of the organization is a continuous goal embraced by our departments, management staff, and policymakers. To support efforts of fairness and diversity, City Leadership is committed to incorporating equity and inclusion into our work by supporting staff and community partners. We are committed to promoting transparency by publishing updated demographic information for employees, including workforce diversity data and pay by race and gender.    The City of Long Beach will consider qualified applicants with a criminal history pursuant to the       California Fair Chance Act.        You are not required to disclose your criminal history or participate in a background check until you receive a conditional job offer. If the City of Long Beach has concerns about a conviction that is directly related to the job after making a conditional job offer and conducting a background check, you will have the opportunity to explain the circumstances surrounding the conviction, provide evidence to mitigate concerns, or challenge the accuracy of the background report. Find out more about the Fair Chance Act by visiting            https://calcivilrights.ca.gov/fair-chance-act    The City of Long Beach intends to provide reasonable accommodations in accordance with the       Americans with Disabilities Act  of 1990 .     If a special accommodation is desired, or if you would like to request this information in an alternative format, please call (562) 570-6927.   For technical support with your governmentjobs.com application, please contact (855) 524-5627.  The City of Long Beach offers its employees opportunities to grow personally and professionally.As a permanent employee, you are eligible to receive fringe benefits that include:   Retirement: California Public Employees' Retirement System (PERS) defined benefit retirement plan, which is coordinated with Social Security. The benefit is 2.5% or 2.7% (depending on hire date) @55 for "Classic" members and 2% @62 for new members as defined by PEPRA, subject to the compensation limitations set by PERS. Both the City and the employee contributes toward CalPERS retirement contributions. The city also participates in Social Security.   Health and Dental Insurance: The City offers the choice of HMO and PPO plans. The city pays major portion of the premium for employee and dependents depending on the health/ dental plan selected.   Life Insurance: City-paid term life insurance policy equal to three (3) times annual salary to a maximum of $500,000.   Disability Insurance: City-paid short-term and long-term disability insurance.   Management Physical: Annual City-paid physical examination.   Vacation: Twelve (12) vacation days after the first year of service; 15 days after four years, six months of service; 20 days after 19 years, six months of service.   Executive Leave: Forty (40) hours Executive Leave per year. The City Manager has discretion to grant an additional 40 hours each year.   Sick Leave : One day earned per month; unlimited accumulation; conversion upon retirement to cash credit toward health and/or dental insurance premiums, or to pension credits.   Holidays: Eleven (11) designated holidays per year, plus four personal holidays to be used at the employee's discretion.   Transportation Allowance: Monthly allowance is allocated by classifications below;   Department Head $650.00   Deputy Director/Manager/Director (Harbor/Utilities) $550.00   Division Officer/Superintendent/ Chief of Staff / Administrator / Principal DCA $450.00   Assistant to Executive / Executive Assistant / Executive Secretary/ Executive Support Staff $300.00   Deferred Compensation Plan: Optional for employee contribution to a supplementary retirement savings program available through Mission Square Retirement formerly ICMA-RC Retirement Corporation).   Classic CalPERS Members: The City will contribute a maximum of up to two percent (2%) of base salary* for all qualified Classic CalPERS members.   Public Employees’ Pension Reform Act (PEPRA) CalPERS Members: Effective the second full pay period following City Council adoption, the City contribution will increase from two percent (2%) to three percent (3%) of base salary* for all qualified PEPRA CalPERS members.   Flexible Spending Account (FSA): Optional election for employees to reduce taxable income for payment of allowable childcare or medical expenses.   Flexible/Hybrid Work Schedule: Available (subject to City Manager approval).   Paid Parental Leave:  The City provides one hundred and sixty (160) hours of Paid Parental Leave at 100% of salary, for the birth, adoption or foster placement of a child, regardless of the gender, marital status or sexual orientation of the parent.  Closing Date/Time: 4/24/2024 11:59 PM Pacific
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        DESCRIPTION   T H E C O M M U N I T Y    Ideally located on the Pacific Ocean south of Los Angeles and just west of Orange County, Long Beach is the seventh-largest city in the State of California. Offering all the world-class amenities of a large metropolitan city, coupled with its strong sense of community and pride, Long Beach is one of the most vibrant communities in the country. The City has been referred to as the “Most Diverse City” in the country by USA Today and one of the “Best Communities for Young People” two years in a row. With its ideal location in Southern California, year-round comfortable climate, healthy business environment, and far-ranging cultural pursuits, the City is alive with activity. Long Beach is home to an abundance of cultural and recreational options. Expansive beaches, three marinas, five golf courses, the Aquarium of the Pacific, the Queen Mary, and the annual Grand Prix of Long Beach serve to draw 6.5 million visitors a year. The City’s full-service commercial airport has preferred flight schedules, carriers, and overall accessibility that makes it the travel-friendly alternative to other Southern California airports. In addition, Los Angeles’ rail transit system, the most used light rail system in the country, connects the city to the entire region. Long Beach continues to make significant investments in its parks, beaches, streets, and other amenities (including a new city hall) indicative of the financial stability and health of the City.    C I T Y G O V E R N M E N T     Long Beach, a charter city formed in 1897, is governed by nine City Council Members elected by district and a city-wide elected Mayor. Other elected officials include the City Attorney, City Auditor, and City Prosecutor. The elected officials are elected to staggered four-year terms. The City Council appoints the City Manager and City Clerk. The City Manager is responsible for the efficient administration of all City departments, excluding those under the direction of a separately elected official, Board or Commission. Long Beach is one of only three cities in California with its own Health Department and one of the very few municipalities with its own Utilities Department (Water and Gas) and Energy Resources Departments.    The City is supported by a FY 2024 total budget of approximately $3.3 billion with a General Fund budget of $719 million. More than 6,000 full and part-time employees support municipal operations with the vast majority being represented by twelve employee associations. To learn more about the City of Long Beach, go to: www.longbeach.gov .     T H E D E P A R T M E N T   Long Beach Airport (LGB) is classified as a small hub airport in the National Plan of Integrated Airport Systems and serves approximately four million passengers annually. Owned and operated by the City of Long Beach, LGB was established in 1923 and is one of the oldest municipal airports in the United States. Known as the Coolest Airport in America, LGB is a friendly alternative to other Southern California airports, offering preferred flight schedules, great airlines and destinations and overall accessibility.  The Airport is committed to delivering an Outstanding Customer Experience in an intelligent, ecofriendly, safe, and efficient manner while being respectful of our employees and the community that we serve. We also strive to be a major driver in the economic vitality of Long Beach. Through Organizational Excellence, we seek to recruit, develop, and retain talented staff in an organization structured for success.  Long Beach Airport has a rich history of contributions to our nation’s leadership in aviation. Earl Daugherty opened one of the nation’s first flight schools in Long Beach in 1919. Charles Lindbergh and Amelia Earhart flew from Long Beach. Once home to McDonnell Douglas (now Boeing), many commercial aircraft including the DC-8, DC-9/MD-80, DC-10/MD-11, and C-17 were manufactured in Long Beach. Approximately 180 businesses reside on Airport property and are responsible for roughly 18,000 jobs. Some of these include AAA, Aero Business Center, Atlantic Aviation, Long Beach Marriott Hotel, DeVry Institute of Technology, DHL, Epson America, SCAN Health Plan, Signature @ Aeroplex, Skylinks Golf Course, and United Parcel Service.  The Airport is currently in the process of implementing Phase II of a Terminal Improvement Program. Concourses and boarding lounges were opened in 2012. A new Ticketing Facility featuring Common Use Passenger Processing was opened in 2022. A new Baggage Claim Facility was opened in 2023 and the renovated Historic Terminal, originally opened in 1941, will open later this year. Future improvements include renovated roadways and a new Transportation Hub.  The Airport Department is governed by the City Council; the Airport Director is appointed by the City Manager and is responsible for overall airport activities. The Director is supported by a Deputy Director, Manager of Airport Operations and Facilities and Manager of Finance and Administration. The Airside Operations Manager reports to the Manager of Airport Operations and Facilities. The Airport Department employs approximately 110 staff and has an annual operating budget of approximately $28 million.  EXAMPLES OF DUTIES   T H E P O S I T I O N    Under the direction of the Operations and Facilities Bureau Manager, the Airport Noise Compliance Officer is an at-will officer position within the Airport Department responsible for managing the Noise Compliance Division. The Airport Noise Compliance Division exists in a dynamic, regulatory, and highly visible and politically sensitive environment. The Airport Noise Compliance Officer will have extensive interaction with major airlines and the general aviation community, other Airport Divisions, City leadership, and the public. This position serves as the Airport noise program technical expert and ls a key member of the management team in the development and execution of the Airport's strategic objectives and key initiatives. This position requires a considerable understanding of all aspects of aviation including an in-depth knowledge of airport operations and their impact on noise-related issues, in order to effectively manage noise compliance with local, state and federal regulations. The position requires weekend and on-call work.   Specific duties include:     Develops and oversees an effective Airport Noise Compliance program that abides by local, state and federal regulations while maximizing Airport value;    Implements new, innovative strategies to track performance measures, mitigate risk and respond to public noise concerns;    Determines the allocation of resources necessary to fulfill division goals and objectives;    Represents the Airport at meetings relative to noise compliance and concerns;    Attends meetings on behalf of the Operations and Facilities Manager;    Collaborates with fellow Airport Divisions Officers and staff on larger Airport-related projects;    Works with Airport tenants on all matters related to noise compliance;    Recommends annual and long-term plans, programs and budget related to the Noise Division;    Maintains relationships with airport tenants, City officials, and the public and ensures effective communication; and,    Performs other duties as assigned.      T H E I D E A L C A N D I D A T E W I L L P O S S E S S       Knowledge of management principles and practices as applied to airport operations    A solid understanding of the fundamentals of acoustics and noise control.    Familiarity with 14 CFR Part 36 - Noise Standards: Aircraft Type and Airworthiness Certification is required.    Experience with public involvement and outreach.    Excellent written and oral communication skills, and proficiency in Microsoft Office Suite (Word, Excel, Teams, Outlook, PowerPoint, etc.)    Ability to read, understand, effectively interpret and apply complex policies, rules and regulations, or ordinances pertaining to airport operations.    Willingness to work any day of the week or as required for emergency response.    Effective communication skills in writing via memos or reports and in person via the telephone or two-way radio.    General knowledge of the principles, practices and techniques of supervision related to the management, training, supervision, and evaluation of subordinate staff.     REQUIREMENTS TO FILE  M I N I M U M R E Q U I R E M E N T S   A Bachelor’s Degree from an accredited institution in Acoustics, Engineering, Mathematics, Physics, Environmental Science, Planning or a closely related field. Professional experience beyond the minimum qualifications may be substituted for education on a year-for-year basis.    A minimum of seven years of professional experience in acoustics, with at least five in an airport or aviation related environment and a minimum o f three years in a management/supervisory capacity.   Valid motor vehicle operator license. (Required to obtain a California motor vehicle operator license within 6 months of employment if license is out of state. DMV K4 driver license information report required during onboarding if selected for position).   Ability to pass FAA Transportation Security Administration (TSA) mandated background check and maintain security clearance as required by law.    D E S I R A B L E Q U A L I F I C A T I O N S    Advanced experience with acoustical modeling software and technical tools to support acoustic/noise analysis and recommendations, such as the FAA's Aviation Environmental Design Tool (AEDT) and Envirosuite's Airport Noise and Operations Monitoring System (ANOMS) .   Professional affiliation/membership with organizations such as the lnstitute of Noise Control Engineering (INCE) and Acoustical Society of America (ASA).   Experience and understanding of aeronautical activities and basic flight procedures in the vicinity of an airport.   Experience with noise data collection and analysis, noise measurement practices, software, and instrumentation.   Experience reviewing local, state and federal environmental regulations and requirements, such as the california Code of Regulations Title 21 Noise Satandards, California Environmental Quality Act (CEQA), National Environmental Policy Act (NEPA), 14 Code of Federal Regulations (CFR) Part 150 and 161, etc.   SELECTION PROCEDURE    A P P L I C A T I O N P R O C E S S     This recruitment will close at 11:59PM PST, on Wednesday, April 24, 2024  . T o be considered, applicants must submit a resume, cover letter, and proof of education (if substituting education for required experience) in PDF format. Applications will be reviewed for depth and breadth of experience, and for level and relatedness of education. The most qualified candidates will be invited to participate in further selection procedures. The selected candidate may be required to go through a background check and a physical examination prior to appointment.   Applicants who do not meet the minimum requirements, including submission of all required attachments, will not be considered.  For questions regarding this recruitment, please contact (562) 570-6927.     E Q U A L O P P O R T U N I T Y      The City of Long Beach is an  Equal Opportunity Employer  . We value and encourage diversity in our workforce. The City of Long Beach is committed to creating a workplace where every employee is valued for who they are. Having our workforce reflect the diversity of our community at various levels of the organization is a continuous goal embraced by our departments, management staff, and policymakers. To support efforts of fairness and diversity, City Leadership is committed to incorporating equity and inclusion into our work by supporting staff and community partners. We are committed to promoting transparency by publishing updated demographic information for employees, including workforce diversity data and pay by race and gender.    The City of Long Beach will consider qualified applicants with a criminal history pursuant to the       California Fair Chance Act.        You are not required to disclose your criminal history or participate in a background check until you receive a conditional job offer. If the City of Long Beach has concerns about a conviction that is directly related to the job after making a conditional job offer and conducting a background check, you will have the opportunity to explain the circumstances surrounding the conviction, provide evidence to mitigate concerns, or challenge the accuracy of the background report. Find out more about the Fair Chance Act by visiting            https://calcivilrights.ca.gov/fair-chance-act    The City of Long Beach intends to provide reasonable accommodations in accordance with the       Americans with Disabilities Act  of 1990 .     If a special accommodation is desired, or if you would like to request this information in an alternative format, please call (562) 570-6927.   For technical support with your governmentjobs.com application, please contact (855) 524-5627.  The City of Long Beach offers its employees opportunities to grow personally and professionally.As a permanent employee, you are eligible to receive fringe benefits that include:   Retirement: California Public Employees' Retirement System (PERS) defined benefit retirement plan, which is coordinated with Social Security. The benefit is 2.5% or 2.7% (depending on hire date) @55 for "Classic" members and 2% @62 for new members as defined by PEPRA, subject to the compensation limitations set by PERS. Both the City and the employee contributes toward CalPERS retirement contributions. The city also participates in Social Security.   Health and Dental Insurance: The City offers the choice of HMO and PPO plans. The city pays major portion of the premium for employee and dependents depending on the health/ dental plan selected.   Life Insurance: City-paid term life insurance policy equal to three (3) times annual salary to a maximum of $500,000.   Disability Insurance: City-paid short-term and long-term disability insurance.   Management Physical: Annual City-paid physical examination.   Vacation: Twelve (12) vacation days after the first year of service; 15 days after four years, six months of service; 20 days after 19 years, six months of service.   Executive Leave: Forty (40) hours Executive Leave per year. The City Manager has discretion to grant an additional 40 hours each year.   Sick Leave : One day earned per month; unlimited accumulation; conversion upon retirement to cash credit toward health and/or dental insurance premiums, or to pension credits.   Holidays: Eleven (11) designated holidays per year, plus four personal holidays to be used at the employee's discretion.   Transportation Allowance: Monthly allowance is allocated by classifications below;   Department Head $650.00   Deputy Director/Manager/Director (Harbor/Utilities) $550.00   Division Officer/Superintendent/ Chief of Staff / Administrator / Principal DCA $450.00   Assistant to Executive / Executive Assistant / Executive Secretary/ Executive Support Staff $300.00   Deferred Compensation Plan: Optional for employee contribution to a supplementary retirement savings program available through Mission Square Retirement formerly ICMA-RC Retirement Corporation).   Classic CalPERS Members: The City will contribute a maximum of up to two percent (2%) of base salary* for all qualified Classic CalPERS members.   Public Employees’ Pension Reform Act (PEPRA) CalPERS Members: Effective the second full pay period following City Council adoption, the City contribution will increase from two percent (2%) to three percent (3%) of base salary* for all qualified PEPRA CalPERS members.   Flexible Spending Account (FSA): Optional election for employees to reduce taxable income for payment of allowable childcare or medical expenses.   Flexible/Hybrid Work Schedule: Available (subject to City Manager approval).   Paid Parental Leave:  The City provides one hundred and sixty (160) hours of Paid Parental Leave at 100% of salary, for the birth, adoption or foster placement of a child, regardless of the gender, marital status or sexual orientation of the parent.  Closing Date/Time: 4/24/2024 11:59 PM Pacific
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            ASSISTANT DIRECTOR (EXE LEV) - CONSTRUCTION
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                    Houston, Texas, United States
                
                    

        
            POSITION OVERVIEW   APPLICATIONS ACCEPTED FROM:  ALL PERSONS INTERESTED   JOB CLASSIFICATION:  ASSISTANT DIRECTOR (EXE LEV)   DIVISION:  INFRASTRUCTURE   REPORTING LOCATION:  16930 JOHN F. KENNEDY BLVD.   WORKDAYS & HOURS:  MONDAY - FRIDAY 8AM - 5PM* * Subject to change     DESCRIPTION OF DUTIES/ ESSENTIAL FUNCTIONS   The purpose of the Infrastructure Division is to manage the whole life cycle (planning, design, construction, commissioning, assessment of condition, modifying, replacing and decommissioning/disposal of physical and infrastructure Houston Airport System (HAS) assets consistent with environmental regulations and best management practices. In addition to the responsibilities related to physical assets, the Infrastructure Division manages the HAS portfolio of assets and resources, with a focused goal of improving project delivery to all Stakeholders. Overall, the Infrastructure Division's mission is to maintain and extend the effective life cycle of HAS's physical assets and replace them when it is no longer financially feasible to extend the life of these assets, or they no longer support required Airport mission requirements.  The Assistant Director will be responsible for Construction Management services associated with design, construction, commissioning, ORAT and closeout phases of complex terminals and other passenger handling facilities at Domestic and International Airports. They will serve as the Principal Point of Contact for construction management of all contracts associated with HAS Capital Development Projects, Terminal, Airside and Landside as part of the Infrastructure Program Management Delivery Team. The successful candidate will set and continually manage construction project and program expectations while delegating and managing deliverables with team members and stakeholders. The position will be responsible for overseeing the work of no less than 20 engineers, surveyors, inspectors, and rod persons, communicating their progress to senior management at regular intervals.  The Assistant Director will be responsible for the following:  Review and affirm the Construction Management program and projects for HAS Capital Development program and initiatives.  Complete an assessment of the overall Construction Management Initiatives. Provide a summary of the key performance indicators as well as a plan for managing and monitoring stakeholder engagement.  Conduct a presentation to Senior Staff explaining service level agreements, i.e. PMSS contracts, for all Construction Management services.  Develop Construction Management guidelines, policies and procedures.  Manage construction assignments for every construction project, holding to approved scope, budget, schedule and quality.  Provide overall management of the INF Construction Management Team during the design, construction, testing, acceptance and turnover of HAS Capital Development Initiatives.  Review and affirm safety programs and procedures developed by the various contractors. Review and approve safety reports and practices of the contractors. Respond to safety issues and recommend corrective actions.  Provide on-site leadership for the construction management team by building and motivating team members to meet project goals, and adhering to their responsibilities and project milestones. Prepare performance reviews, identify and provide opportunities for staff development, and other personnel matters.  Review all project permitting efforts and documentation developed by the various contractors for compliance and completeness. Establish a tracking program to monitor permit application and receipt processes for each individual project to ensure the timeliness of permitting to support project milestones.  Establish practices, templates, policies, tools and partnerships to expand and mature these capabilities for the organization.  Develop and deliver progress reports, requirements documentation, briefings and presentations to various audiences, including program management delivery team, sponsors, the business community (i.e. Industry Day), the Director of Aviation and other internal and external key stakeholders.  Achieve 90% on budget, on scope, on schedule and quality standards of all construction assignments at the project level.     WORKING CONDITIONS   There are no major sources of discomfort, i.e., essentially normal office environment with acceptable lighting, temperature and air conditions.   MINIMUM REQUIREMENTS    EDUCATION REQUIREMENTS   Requires a Bachelor's degree in Business Administration, Public Administration or a closely related field.     EXPERIENCE REQUIREMENTS   Seven years of administrative experience are required, with at least three of those years in a managerial capacity.   A Master's degree may be substituted for two years of experience.    LICENSE REQUIREMENTS   Valid driver's license and compliance with the City of Houston driving policy (A.P. 2-2).  PREFERENCES  Preference will be given to applicants with:   Minimum ten (10) years of demonstrated experience in Construction Management on capital programs.  Certified Construction Manager (CCM) certification  > $250 million complex, multi-phase, capital projects; Project Management (PMI), Professional Engineer, Registered Architect for the State of Texas, Civil or Structural Engineer.  At least 5 years of demonstrated experience in managing teams with or without direct reporting responsibilities.  Demonstrable establishment of collaborative relationships with stakeholders involved delivery of construction, testing and turn-over of airport facilities (airport, community, and government).  Demonstrated experience in the management of complex construction projects at large hub airports.  Worked on complex, multi-phase, capital construction projects of $1 million or greater as Construction Manager.  Demonstrated experience in managing multi-discipline teams.  Demonstrated experience in establishing construction management protocols and guidelines.  Demonstrated experience in delivering major capital construction projects successfully (on budget, on time, meeting safety and quality standards within approved scope).  Knowledge of Earned Value metrics and understanding of project controls software such as Microsoft Project, Oracle P6 and other scheduling and estimating software.  Aviation industry experience is a plus.    **Preference shall be given to eligible veteran applicants provided such persons possess the qualifications necessary for competent discharge of the duties involved in the position applied for, such persons are among the most qualified candidates for the position, and all other factors in accordance with Executive Order 1-6.**    GENERAL INFORMATION    SELECTION / SKILLS TESTS REQUIRED   Department may administer skills assessment test.     SAFETY IMPACT POSITION   Yes If yes, this position is subject to random drug testing and if a promotional position, candidate must pass an assignment drug test.     SALARY INFORMATION   Factors used in determining the salary offered include the candidate's qualifications as well as the pay rates of other employees in this classification.    PAY GRADE   32      APPLICATION PROCEDURES    Only online applications  will be accepted for this City of Houston job and must be received by the Human Resources Department during active posting period.  Applications must be submitted online at:    www.houstontx.gov   .    To view your detailed application status, please log-in to your online profile by visiting: http://agency.governmentjobs.com/houston/default.cfm or call (832/393-0453).  If you need special services or accommodations, call (832/393-0453). (TTY 7-1-1)  If you need login assistance or technical support call 855-524-5627.  Due to the high volume of applications received, the Hiring Department will contact you directly, should you be selected to advance in our recruitment process.  All new and rehires must pass a pre-employment drug test and are subject to a physical examination and verification of information provided.   EOE Equal Opportunity Employer  The City of Houston is committed to recruiting and retaining a diverse workforce and providing a work environment that is free from discrimination and harassment based upon any legally protected status or protected characteristic, including but not limited to an individual's sex, race, color, ethnicity, national origin, age, religion, disability, sexual orientation, genetic information, veteran status, gender identity, or pregnancy.  The city offers a competitive benefits program, including competitively priced health coverage and a defined contribution pension plan.  Benefits include: • Medical • Dental • Vision • Wellness • Life insurance • Long-term disability • Retirement pension • 457 deferred compensation plan • Employee Assistance Program • 10 days of vacation each year • 11 city holidays, plus one floating holiday • Flexible schedules • Professional development opportunities • Transportation/parking plan • Section 125 pretax deductions • Dependent Care Reimbursement Plan • Healthcare Flexible Spending Account  For plan details, visit http://www.houstontx.gov/hr/benefits.html
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        POSITION OVERVIEW   APPLICATIONS ACCEPTED FROM:  ALL PERSONS INTERESTED   JOB CLASSIFICATION:  ASSISTANT DIRECTOR (EXE LEV)   DIVISION:  INFRASTRUCTURE   REPORTING LOCATION:  16930 JOHN F. KENNEDY BLVD.   WORKDAYS & HOURS:  MONDAY - FRIDAY 8AM - 5PM* * Subject to change     DESCRIPTION OF DUTIES/ ESSENTIAL FUNCTIONS   The purpose of the Infrastructure Division is to manage the whole life cycle (planning, design, construction, commissioning, assessment of condition, modifying, replacing and decommissioning/disposal of physical and infrastructure Houston Airport System (HAS) assets consistent with environmental regulations and best management practices. In addition to the responsibilities related to physical assets, the Infrastructure Division manages the HAS portfolio of assets and resources, with a focused goal of improving project delivery to all Stakeholders. Overall, the Infrastructure Division's mission is to maintain and extend the effective life cycle of HAS's physical assets and replace them when it is no longer financially feasible to extend the life of these assets, or they no longer support required Airport mission requirements.  The Assistant Director will be responsible for Construction Management services associated with design, construction, commissioning, ORAT and closeout phases of complex terminals and other passenger handling facilities at Domestic and International Airports. They will serve as the Principal Point of Contact for construction management of all contracts associated with HAS Capital Development Projects, Terminal, Airside and Landside as part of the Infrastructure Program Management Delivery Team. The successful candidate will set and continually manage construction project and program expectations while delegating and managing deliverables with team members and stakeholders. The position will be responsible for overseeing the work of no less than 20 engineers, surveyors, inspectors, and rod persons, communicating their progress to senior management at regular intervals.  The Assistant Director will be responsible for the following:  Review and affirm the Construction Management program and projects for HAS Capital Development program and initiatives.  Complete an assessment of the overall Construction Management Initiatives. Provide a summary of the key performance indicators as well as a plan for managing and monitoring stakeholder engagement.  Conduct a presentation to Senior Staff explaining service level agreements, i.e. PMSS contracts, for all Construction Management services.  Develop Construction Management guidelines, policies and procedures.  Manage construction assignments for every construction project, holding to approved scope, budget, schedule and quality.  Provide overall management of the INF Construction Management Team during the design, construction, testing, acceptance and turnover of HAS Capital Development Initiatives.  Review and affirm safety programs and procedures developed by the various contractors. Review and approve safety reports and practices of the contractors. Respond to safety issues and recommend corrective actions.  Provide on-site leadership for the construction management team by building and motivating team members to meet project goals, and adhering to their responsibilities and project milestones. Prepare performance reviews, identify and provide opportunities for staff development, and other personnel matters.  Review all project permitting efforts and documentation developed by the various contractors for compliance and completeness. Establish a tracking program to monitor permit application and receipt processes for each individual project to ensure the timeliness of permitting to support project milestones.  Establish practices, templates, policies, tools and partnerships to expand and mature these capabilities for the organization.  Develop and deliver progress reports, requirements documentation, briefings and presentations to various audiences, including program management delivery team, sponsors, the business community (i.e. Industry Day), the Director of Aviation and other internal and external key stakeholders.  Achieve 90% on budget, on scope, on schedule and quality standards of all construction assignments at the project level.     WORKING CONDITIONS   There are no major sources of discomfort, i.e., essentially normal office environment with acceptable lighting, temperature and air conditions.   MINIMUM REQUIREMENTS    EDUCATION REQUIREMENTS   Requires a Bachelor's degree in Business Administration, Public Administration or a closely related field.     EXPERIENCE REQUIREMENTS   Seven years of administrative experience are required, with at least three of those years in a managerial capacity.   A Master's degree may be substituted for two years of experience.    LICENSE REQUIREMENTS   Valid driver's license and compliance with the City of Houston driving policy (A.P. 2-2).  PREFERENCES  Preference will be given to applicants with:   Minimum ten (10) years of demonstrated experience in Construction Management on capital programs.  Certified Construction Manager (CCM) certification  > $250 million complex, multi-phase, capital projects; Project Management (PMI), Professional Engineer, Registered Architect for the State of Texas, Civil or Structural Engineer.  At least 5 years of demonstrated experience in managing teams with or without direct reporting responsibilities.  Demonstrable establishment of collaborative relationships with stakeholders involved delivery of construction, testing and turn-over of airport facilities (airport, community, and government).  Demonstrated experience in the management of complex construction projects at large hub airports.  Worked on complex, multi-phase, capital construction projects of $1 million or greater as Construction Manager.  Demonstrated experience in managing multi-discipline teams.  Demonstrated experience in establishing construction management protocols and guidelines.  Demonstrated experience in delivering major capital construction projects successfully (on budget, on time, meeting safety and quality standards within approved scope).  Knowledge of Earned Value metrics and understanding of project controls software such as Microsoft Project, Oracle P6 and other scheduling and estimating software.  Aviation industry experience is a plus.    **Preference shall be given to eligible veteran applicants provided such persons possess the qualifications necessary for competent discharge of the duties involved in the position applied for, such persons are among the most qualified candidates for the position, and all other factors in accordance with Executive Order 1-6.**    GENERAL INFORMATION    SELECTION / SKILLS TESTS REQUIRED   Department may administer skills assessment test.     SAFETY IMPACT POSITION   Yes If yes, this position is subject to random drug testing and if a promotional position, candidate must pass an assignment drug test.     SALARY INFORMATION   Factors used in determining the salary offered include the candidate's qualifications as well as the pay rates of other employees in this classification.    PAY GRADE   32      APPLICATION PROCEDURES    Only online applications  will be accepted for this City of Houston job and must be received by the Human Resources Department during active posting period.  Applications must be submitted online at:    www.houstontx.gov   .    To view your detailed application status, please log-in to your online profile by visiting: http://agency.governmentjobs.com/houston/default.cfm or call (832/393-0453).  If you need special services or accommodations, call (832/393-0453). (TTY 7-1-1)  If you need login assistance or technical support call 855-524-5627.  Due to the high volume of applications received, the Hiring Department will contact you directly, should you be selected to advance in our recruitment process.  All new and rehires must pass a pre-employment drug test and are subject to a physical examination and verification of information provided.   EOE Equal Opportunity Employer  The City of Houston is committed to recruiting and retaining a diverse workforce and providing a work environment that is free from discrimination and harassment based upon any legally protected status or protected characteristic, including but not limited to an individual's sex, race, color, ethnicity, national origin, age, religion, disability, sexual orientation, genetic information, veteran status, gender identity, or pregnancy.  The city offers a competitive benefits program, including competitively priced health coverage and a defined contribution pension plan.  Benefits include: • Medical • Dental • Vision • Wellness • Life insurance • Long-term disability • Retirement pension • 457 deferred compensation plan • Employee Assistance Program • 10 days of vacation each year • 11 city holidays, plus one floating holiday • Flexible schedules • Professional development opportunities • Transportation/parking plan • Section 125 pretax deductions • Dependent Care Reimbursement Plan • Healthcare Flexible Spending Account  For plan details, visit http://www.houstontx.gov/hr/benefits.html
    

											
            
            
                [image: City of Minneapolis]
            
        

        
        
            Administrative Assistant to Police Administration (Amended)
        

        
            
            
                                            CITY OF MINNEAPOLIS
                                    
            
                            
                    Minneapolis, Minnesota, United States
                
                    

        
            Position Description  Responsible for organizing and coordinating office operations and procedures in order to ensure organizational effectiveness and efficiency. Enhance executive staff effectiveness by providing information, management support and performing confidential and administrative duties.   The City of Minneapolis does not sponsor applicants for work visas.   Job Duties and Responsibilities    Respond to and resolve administrative problems and issues for the executive team and Police Chief.  Lead and manage a variety of projects for the executive staff.  Maintain and log union grievances and may prepare grievance correspondence.  Develop and oversee the maintenance of complex filing and computerized record systems.  Answer inquiries, make appropriate referrals, interpret policies and procedures, set up meetings and handle complaints.  Maintain office supplies inventory; monitor stock to determine inventory level, anticipate needed supplies, evaluate new office products, place and expedite orders for supplies and verify receipt of supplies.  Coordinate office space for new hires and transfers.  Conduct on-boarding and off-boarding of support staff.  Research and develop equipment purchase proposals.  Manage Administrative Announcement newsletter and online database.  Process invoices for MPD hosted events and reconcile credit card purchases.  Coordinate and oversee all MPD promotional and award ceremonies.  Assist in planning and scheduling meetings, conferences, teleconferences and travel.  Assist executives by reading, researching and routing correspondence; drafting responses, letters, notifications, reports, contracts, memos and documents; collecting and analyzing information; initiating telecommunications.  Assist in the preparation of meeting arrangements for presentations to various groups and committees (video supplies, laptops, room reservations, food, etc.).  Assist with budget preparation, contract preparation, annual reports, special reports and other related administrative processes.  Welcome guests and customers by greeting them in person or on the telephone and answering or directing inquiries.   WORKING CONDITIONS Normal office environment  Required Qualifications   MINIMUM EDUCATION  High school diploma or equivalent   MINIMUM EXPERIENCE  Three years of progressive related experience, to include providing support to multiple executives and administrative project coordination.    EQUIVALENCY    An equivalent combination of education and experience closely related to the duties of the position MAY be considered.    LICENSES/CERTIFICATIONS  None required.  REQUIRED ATTACHMENT: You must attach a resume to your application.   SELECTION PROCESS    The selection process will consist of a rating of relevant education and experience (100%). It is important that your application show all the relevant education and experience you possess. This information will be used to determine which candidates will proceed in the selection process. A submitted application is also used to verify the answers to any supplemental questions. Only those candidates who attain a passing score (70%) on each step in the selection process will be placed on the eligible list. The City of Minneapolis Human Resources Department reserves the right to limit the number in any phase of the selection process.     BACKGROUND CHECK   The City has determined that a thorough Minneapolis Police Department criminal background check is necessary for positions with this job title. Applicants must sign an informed consent allowing the City to obtain their criminal history information in connection with the position sought. Applicants who do not sign the informed consent form will not be considered for the position.     DRUG AND ALCOHOL TESTING   All job applicants must pass a pre-employment drug and alcohol test once a conditional offer of employment has been made. Applicants will be required to sign a notification and consent form prior to undergoing drug and alcohol testing. Applicants who do not consent to undergo drug and alcohol testing will not be required to do so and the City will withdraw the conditional job offer, resulting in the job applicant no longer being considered for the position.     UNION REPRESENTATION    This position is not represented by a collective bargaining agreement.     ELIGIBLE LIST   The names of applicants who meet minimum qualifications and who pass the screening process shall be placed on the eligible list for employment consideration. This list will be certified to the hiring manager who may use the list to fill a vacancy of the same job title. This eligible list will expire upon hire.   INTERVIEW SELECTION    The hiring authority reserves the right to determine the maximum number of candidates to interview from the established eligible list. If the hiring authority decides to interview other than by exam score order, they may select additional people to interview based on a candidate's education or experience related to the field, work history, or skills uniquely related to the operational needs of the position.   Knowledge, Skills and Abilities    Ability to plan, prioritize and organize a diversified workload.  Ability to perform and prioritize multiple tasks seamlessly with excellent attention to detail.  Strong interpersonal skills and the ability to build relationships with stakeholders including staff, City Council and community members.  Excellent of level written and verbal communication skills.  Demonstrated proactive approach to problem-solving with strong decision-making ability.  Team player with the ability to also be effective independently.  Proven ability to handle confidential information with discretion, be adaptable to various competing demands and demonstrate the highest level of customer service and response.  Demonstrated ability to achieve high performance goals and meet deadlines in a fast paced environment.     Benefits Summary  Our employees enjoy competitive salaries and generous benefits. We pride ourselves on a comprehensive benefits program that supports employees' health and financial well-being. Programs, resources, and benefit eligibility varies based on position, average hours worked, location and length of service. For detailed benefits information, pleasevisit the benefits page .   New12 weeks of paid parental leave  City employees are eligible for up to 12 weeks of paid parental leave in the event of a birth or placement for adoption of a child.   Insurance   Health insurance  Eligibility for benefits begins the first of the month following employment date. The City of Minneapolis offers eligible employees one plan design with a choice of six provider networks, allowing you to select the best option for you. Available plans include Medica Choice Passport, Medica Elect, VantagePlus with Medica, Park Nicollet and HealthPartners Medical Group First with Medica, Ridgeview Community Network powered by Medica, and Clear Value with Medica.   Dental insurance  The City of Minneapolis offers dental insurance through Delta Dental of Minnesota and pays 100% of the monthly premium for eligible employees.   Benefits   Paid time off  Our generous leave package includes vacation, holidays and paid sick leave, which gives employees the opportunity to enhance their quality of life outside work. Amounts and accrual rates are based on years of experience and collective bargaining agreements .   Retirement  City employees earn a pension and may choose to participate in additional retirement savings programs.    Pension: The City of Minneapolis participates in the Public Employees Retirement Association (PERA). Employees and the City both contribute a percentage of your pay to fund future benefits.    Deferred compensation : Employees may choose to participate in pre-tax or after-tax savings plans through the Minnesota State Retirement System (MSRS).   Transportation  Eligible City employees may choose to participate in the following transportation programs:    Metropass: The Metropass program allows eligible employees to enroll in a pass for unlimited bus or light rail rides at a discounted price.    Parking or Van Pool:  The City of Minneapolis Transportation Benefits Plan gives you options to pay certain commuting costs, such as qualified parking and van pool expenses, with pre-tax dollars.    Learning and development  To engage and develop employees, the City of Minneapolis offers classes in leadership, cultural agility, change management and more. Additionally, educational discounts at Augsburg University, Hamline University, St. Catherine’s, and St. Mary's University of Minnesota are available to City employees.   Other perks  Employees can also take advantage of optional life insurance, flexible spending accounts, the Employee Assistance Program , health club discounts and more.  Closing Date/Time: 4/9/2024 11:59 PM Central
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        Position Description  Responsible for organizing and coordinating office operations and procedures in order to ensure organizational effectiveness and efficiency. Enhance executive staff effectiveness by providing information, management support and performing confidential and administrative duties.   The City of Minneapolis does not sponsor applicants for work visas.   Job Duties and Responsibilities    Respond to and resolve administrative problems and issues for the executive team and Police Chief.  Lead and manage a variety of projects for the executive staff.  Maintain and log union grievances and may prepare grievance correspondence.  Develop and oversee the maintenance of complex filing and computerized record systems.  Answer inquiries, make appropriate referrals, interpret policies and procedures, set up meetings and handle complaints.  Maintain office supplies inventory; monitor stock to determine inventory level, anticipate needed supplies, evaluate new office products, place and expedite orders for supplies and verify receipt of supplies.  Coordinate office space for new hires and transfers.  Conduct on-boarding and off-boarding of support staff.  Research and develop equipment purchase proposals.  Manage Administrative Announcement newsletter and online database.  Process invoices for MPD hosted events and reconcile credit card purchases.  Coordinate and oversee all MPD promotional and award ceremonies.  Assist in planning and scheduling meetings, conferences, teleconferences and travel.  Assist executives by reading, researching and routing correspondence; drafting responses, letters, notifications, reports, contracts, memos and documents; collecting and analyzing information; initiating telecommunications.  Assist in the preparation of meeting arrangements for presentations to various groups and committees (video supplies, laptops, room reservations, food, etc.).  Assist with budget preparation, contract preparation, annual reports, special reports and other related administrative processes.  Welcome guests and customers by greeting them in person or on the telephone and answering or directing inquiries.   WORKING CONDITIONS Normal office environment  Required Qualifications   MINIMUM EDUCATION  High school diploma or equivalent   MINIMUM EXPERIENCE  Three years of progressive related experience, to include providing support to multiple executives and administrative project coordination.    EQUIVALENCY    An equivalent combination of education and experience closely related to the duties of the position MAY be considered.    LICENSES/CERTIFICATIONS  None required.  REQUIRED ATTACHMENT: You must attach a resume to your application.   SELECTION PROCESS    The selection process will consist of a rating of relevant education and experience (100%). It is important that your application show all the relevant education and experience you possess. This information will be used to determine which candidates will proceed in the selection process. A submitted application is also used to verify the answers to any supplemental questions. Only those candidates who attain a passing score (70%) on each step in the selection process will be placed on the eligible list. The City of Minneapolis Human Resources Department reserves the right to limit the number in any phase of the selection process.     BACKGROUND CHECK   The City has determined that a thorough Minneapolis Police Department criminal background check is necessary for positions with this job title. Applicants must sign an informed consent allowing the City to obtain their criminal history information in connection with the position sought. Applicants who do not sign the informed consent form will not be considered for the position.     DRUG AND ALCOHOL TESTING   All job applicants must pass a pre-employment drug and alcohol test once a conditional offer of employment has been made. Applicants will be required to sign a notification and consent form prior to undergoing drug and alcohol testing. Applicants who do not consent to undergo drug and alcohol testing will not be required to do so and the City will withdraw the conditional job offer, resulting in the job applicant no longer being considered for the position.     UNION REPRESENTATION    This position is not represented by a collective bargaining agreement.     ELIGIBLE LIST   The names of applicants who meet minimum qualifications and who pass the screening process shall be placed on the eligible list for employment consideration. This list will be certified to the hiring manager who may use the list to fill a vacancy of the same job title. This eligible list will expire upon hire.   INTERVIEW SELECTION    The hiring authority reserves the right to determine the maximum number of candidates to interview from the established eligible list. If the hiring authority decides to interview other than by exam score order, they may select additional people to interview based on a candidate's education or experience related to the field, work history, or skills uniquely related to the operational needs of the position.   Knowledge, Skills and Abilities    Ability to plan, prioritize and organize a diversified workload.  Ability to perform and prioritize multiple tasks seamlessly with excellent attention to detail.  Strong interpersonal skills and the ability to build relationships with stakeholders including staff, City Council and community members.  Excellent of level written and verbal communication skills.  Demonstrated proactive approach to problem-solving with strong decision-making ability.  Team player with the ability to also be effective independently.  Proven ability to handle confidential information with discretion, be adaptable to various competing demands and demonstrate the highest level of customer service and response.  Demonstrated ability to achieve high performance goals and meet deadlines in a fast paced environment.     Benefits Summary  Our employees enjoy competitive salaries and generous benefits. We pride ourselves on a comprehensive benefits program that supports employees' health and financial well-being. Programs, resources, and benefit eligibility varies based on position, average hours worked, location and length of service. For detailed benefits information, pleasevisit the benefits page .   New12 weeks of paid parental leave  City employees are eligible for up to 12 weeks of paid parental leave in the event of a birth or placement for adoption of a child.   Insurance   Health insurance  Eligibility for benefits begins the first of the month following employment date. The City of Minneapolis offers eligible employees one plan design with a choice of six provider networks, allowing you to select the best option for you. Available plans include Medica Choice Passport, Medica Elect, VantagePlus with Medica, Park Nicollet and HealthPartners Medical Group First with Medica, Ridgeview Community Network powered by Medica, and Clear Value with Medica.   Dental insurance  The City of Minneapolis offers dental insurance through Delta Dental of Minnesota and pays 100% of the monthly premium for eligible employees.   Benefits   Paid time off  Our generous leave package includes vacation, holidays and paid sick leave, which gives employees the opportunity to enhance their quality of life outside work. Amounts and accrual rates are based on years of experience and collective bargaining agreements .   Retirement  City employees earn a pension and may choose to participate in additional retirement savings programs.    Pension: The City of Minneapolis participates in the Public Employees Retirement Association (PERA). Employees and the City both contribute a percentage of your pay to fund future benefits.    Deferred compensation : Employees may choose to participate in pre-tax or after-tax savings plans through the Minnesota State Retirement System (MSRS).   Transportation  Eligible City employees may choose to participate in the following transportation programs:    Metropass: The Metropass program allows eligible employees to enroll in a pass for unlimited bus or light rail rides at a discounted price.    Parking or Van Pool:  The City of Minneapolis Transportation Benefits Plan gives you options to pay certain commuting costs, such as qualified parking and van pool expenses, with pre-tax dollars.    Learning and development  To engage and develop employees, the City of Minneapolis offers classes in leadership, cultural agility, change management and more. Additionally, educational discounts at Augsburg University, Hamline University, St. Catherine’s, and St. Mary's University of Minnesota are available to City employees.   Other perks  Employees can also take advantage of optional life insurance, flexible spending accounts, the Employee Assistance Program , health club discounts and more.  Closing Date/Time: 4/9/2024 11:59 PM Central
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                    Houston, Texas, United States
                
                    

        
            POSITION OVERVIEW   APPLICATIONS ACCEPTED FROM:  ALL PERSONS INTERESTED   JOB CLASSIFICATION:  ASSISTANT DIRECTOR (EXE LEV)   DIVISION:  FINANCE   REPORTING LOCATION:  16930 JOHN F. KENNEDY BLVD.   WORKDAYS & HOURS:  MONDAY - FRIDAY 8AM - 5PM* * Subject to change     DESCRIPTION OF DUTIES/ ESSENTIAL FUNCTIONS   Under the direction of the Chief Financial Officer manages the activities of the Financial Planning & Analysis Business Unit. Develops and implements a set of planning, forecasting, budgeting, and analytical activities that support HAS major company’s major business decisions and overall financial health. Initiates business cases, assembles budgets, and forecasts, and reports as necessary to the Chief Financial Officer. Assists the Chief Financial Officer in the development of financing plans to deliver projects approved in the HAS Capital Improvement Plan. Performs business and financial analysis to support executive decision making and planning. Leads the development and compilation of HAS’s capital and operating budgets. Produces financial reports as necessary to provide an update on the status of HAS’s financial performance against prior years and budgets. Assists with developing and preparing airline rates and charges. Manages and monitors Houston Airport's financial model to ensure Houston Airport's overall financial health is safeguarded. Assists and delivers financial insights associated with key performance indicators of HAS. Delivers ad-hoc financial analysis requested by the Chief Financial Officer.  The Assistant Director will be responsible for the following:   Meets with Infrastructure and other departments to determine the proper timing to proceed with a new Passenger Facility Charge Applications.  Leads the development of the capital and operating budget. Leads the completion and submission of the City of Houston's Monthly Operating Financial Report (MoFR) per City of Houston budget schedules.  Develops a full understanding of HAS’s airline use and lease agreements, including all rates and charges, and the associated impact on financial planning and projections. Delivers an Actual vs. Budget Capital Report monthly.  Works with financial advisors, bond counsel, and the City of Houston Finance Department to determine when HAS must enter the capital market to continue financing its Capital Improvement Plan.  Develops advanced proficiency in the update of HAS’s long-term financial planning model.  Provides analytical insight on operational statistics, cost trend analysis, KPI trends, revenue trends, business performance, etc.  Communicates abnormal financial performance trends as necessary to assist in managerial decision-making.    WORKING CONDITIONS   There are no major sources of discomfort, i.e., essentially normal office environment with acceptable lighting, temperature and air conditions.   MINIMUM REQUIREMENTS    EDUCATION REQUIREMENTS   Requires a Bachelor's degree in Business Administration, Public Administration or a closely related field.     EXPERIENCE REQUIREMENTS   Seven years of administrative experience are required, with at least three of those years in a managerial capacity.   A Master's degree may be substituted for two years of experience.    LICENSE REQUIREMENTS   Valid driver's license and compliance with the City of Houston driving policy (A.P. 2-2).  PREFERENCES  Preference will be given to applicants with:   Finance certifications and/or designations (i.e., Chartered Financial Analyst, Certified Financial Analyst, Certified Government Financial Manager, etc.)  Advanced financial modeling skills and experience managing large data sets.  Advanced knowledge of Microsoft Excel and other financial reporting tools (e.g., Hyperion, Tableau, Power BI, SAP BPC, etc.).  Five (5) years of progressively responsible experience in Financial Planning and Analysis and/or Accounting with demonstrated experience in financial analysis and internal reporting.     **Preference shall be given to eligible veteran applicants provided such persons possess the qualifications necessary for competent discharge of the duties involved in the position applied for, such persons are among the most qualified candidates for the position, and all other factors in accordance with Executive Order 1-6.**    GENERAL INFORMATION    SELECTION / SKILLS TESTS REQUIRED   Department may administer skills assessment test.     SAFETY IMPACT POSITION   Yes If yes, this position is subject to random drug testing and if a promotional position, candidate must pass an assignment drug test.     SALARY INFORMATION   Factors used in determining the salary offered include the candidate's qualifications as well as the pay rates of other employees in this classification.    PAY GRADE   32      APPLICATION PROCEDURES    Only online applications  will be accepted for this City of Houston job and must be received by the Human Resources Department during active posting period.  Applications must be submitted online at:    www.houstontx.gov   .    To view your detailed application status, please log-in to your online profile by visiting: http://agency.governmentjobs.com/houston/default.cfm or call (832/393-0453).  If you need special services or accommodations, call (832/393-0453). (TTY 7-1-1)  If you need login assistance or technical support call 855-524-5627.  Due to the high volume of applications received, the Hiring Department will contact you directly, should you be selected to advance in our recruitment process.  All new and rehires must pass a pre-employment drug test and are subject to a physical examination and verification of information provided.   EOE Equal Opportunity Employer  The City of Houston is committed to recruiting and retaining a diverse workforce and providing a work environment that is free from discrimination and harassment based upon any legally protected status or protected characteristic, including but not limited to an individual's sex, race, color, ethnicity, national origin, age, religion, disability, sexual orientation, genetic information, veteran status, gender identity, or pregnancy.  The city offers a competitive benefits program, including competitively priced health coverage and a defined contribution pension plan.  Benefits include: • Medical • Dental • Vision • Wellness • Life insurance • Long-term disability • Retirement pension • 457 deferred compensation plan • Employee Assistance Program • 10 days of vacation each year • 11 city holidays, plus one floating holiday • Flexible schedules • Professional development opportunities • Transportation/parking plan • Section 125 pretax deductions • Dependent Care Reimbursement Plan • Healthcare Flexible Spending Account  For plan details, visit http://www.houstontx.gov/hr/benefits.html  Closing Date/Time: Continuous
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        POSITION OVERVIEW   APPLICATIONS ACCEPTED FROM:  ALL PERSONS INTERESTED   JOB CLASSIFICATION:  ASSISTANT DIRECTOR (EXE LEV)   DIVISION:  FINANCE   REPORTING LOCATION:  16930 JOHN F. KENNEDY BLVD.   WORKDAYS & HOURS:  MONDAY - FRIDAY 8AM - 5PM* * Subject to change     DESCRIPTION OF DUTIES/ ESSENTIAL FUNCTIONS   Under the direction of the Chief Financial Officer manages the activities of the Financial Planning & Analysis Business Unit. Develops and implements a set of planning, forecasting, budgeting, and analytical activities that support HAS major company’s major business decisions and overall financial health. Initiates business cases, assembles budgets, and forecasts, and reports as necessary to the Chief Financial Officer. Assists the Chief Financial Officer in the development of financing plans to deliver projects approved in the HAS Capital Improvement Plan. Performs business and financial analysis to support executive decision making and planning. Leads the development and compilation of HAS’s capital and operating budgets. Produces financial reports as necessary to provide an update on the status of HAS’s financial performance against prior years and budgets. Assists with developing and preparing airline rates and charges. Manages and monitors Houston Airport's financial model to ensure Houston Airport's overall financial health is safeguarded. Assists and delivers financial insights associated with key performance indicators of HAS. Delivers ad-hoc financial analysis requested by the Chief Financial Officer.  The Assistant Director will be responsible for the following:   Meets with Infrastructure and other departments to determine the proper timing to proceed with a new Passenger Facility Charge Applications.  Leads the development of the capital and operating budget. Leads the completion and submission of the City of Houston's Monthly Operating Financial Report (MoFR) per City of Houston budget schedules.  Develops a full understanding of HAS’s airline use and lease agreements, including all rates and charges, and the associated impact on financial planning and projections. Delivers an Actual vs. Budget Capital Report monthly.  Works with financial advisors, bond counsel, and the City of Houston Finance Department to determine when HAS must enter the capital market to continue financing its Capital Improvement Plan.  Develops advanced proficiency in the update of HAS’s long-term financial planning model.  Provides analytical insight on operational statistics, cost trend analysis, KPI trends, revenue trends, business performance, etc.  Communicates abnormal financial performance trends as necessary to assist in managerial decision-making.    WORKING CONDITIONS   There are no major sources of discomfort, i.e., essentially normal office environment with acceptable lighting, temperature and air conditions.   MINIMUM REQUIREMENTS    EDUCATION REQUIREMENTS   Requires a Bachelor's degree in Business Administration, Public Administration or a closely related field.     EXPERIENCE REQUIREMENTS   Seven years of administrative experience are required, with at least three of those years in a managerial capacity.   A Master's degree may be substituted for two years of experience.    LICENSE REQUIREMENTS   Valid driver's license and compliance with the City of Houston driving policy (A.P. 2-2).  PREFERENCES  Preference will be given to applicants with:   Finance certifications and/or designations (i.e., Chartered Financial Analyst, Certified Financial Analyst, Certified Government Financial Manager, etc.)  Advanced financial modeling skills and experience managing large data sets.  Advanced knowledge of Microsoft Excel and other financial reporting tools (e.g., Hyperion, Tableau, Power BI, SAP BPC, etc.).  Five (5) years of progressively responsible experience in Financial Planning and Analysis and/or Accounting with demonstrated experience in financial analysis and internal reporting.     **Preference shall be given to eligible veteran applicants provided such persons possess the qualifications necessary for competent discharge of the duties involved in the position applied for, such persons are among the most qualified candidates for the position, and all other factors in accordance with Executive Order 1-6.**    GENERAL INFORMATION    SELECTION / SKILLS TESTS REQUIRED   Department may administer skills assessment test.     SAFETY IMPACT POSITION   Yes If yes, this position is subject to random drug testing and if a promotional position, candidate must pass an assignment drug test.     SALARY INFORMATION   Factors used in determining the salary offered include the candidate's qualifications as well as the pay rates of other employees in this classification.    PAY GRADE   32      APPLICATION PROCEDURES    Only online applications  will be accepted for this City of Houston job and must be received by the Human Resources Department during active posting period.  Applications must be submitted online at:    www.houstontx.gov   .    To view your detailed application status, please log-in to your online profile by visiting: http://agency.governmentjobs.com/houston/default.cfm or call (832/393-0453).  If you need special services or accommodations, call (832/393-0453). (TTY 7-1-1)  If you need login assistance or technical support call 855-524-5627.  Due to the high volume of applications received, the Hiring Department will contact you directly, should you be selected to advance in our recruitment process.  All new and rehires must pass a pre-employment drug test and are subject to a physical examination and verification of information provided.   EOE Equal Opportunity Employer  The City of Houston is committed to recruiting and retaining a diverse workforce and providing a work environment that is free from discrimination and harassment based upon any legally protected status or protected characteristic, including but not limited to an individual's sex, race, color, ethnicity, national origin, age, religion, disability, sexual orientation, genetic information, veteran status, gender identity, or pregnancy.  The city offers a competitive benefits program, including competitively priced health coverage and a defined contribution pension plan.  Benefits include: • Medical • Dental • Vision • Wellness • Life insurance • Long-term disability • Retirement pension • 457 deferred compensation plan • Employee Assistance Program • 10 days of vacation each year • 11 city holidays, plus one floating holiday • Flexible schedules • Professional development opportunities • Transportation/parking plan • Section 125 pretax deductions • Dependent Care Reimbursement Plan • Healthcare Flexible Spending Account  For plan details, visit http://www.houstontx.gov/hr/benefits.html  Closing Date/Time: Continuous
    

											
            
            
                [image: Cal State University (CSU) San Francisco]
            
        

        
        
            Residential Coordinator for Residential Education (Head Resident II - Non-Exempt) - Residential Life (Anticipated Recruitment for AY 24/25)
        

        
            
            
                                            Cal State University (CSU) San Francisco
                                    
            
                            
                    1600 Holloway Avenue, San Francisco, CA 94132, USA
                
                    

        
             *This is for anticipated vacancies for the 2024-2025 academic year*     Working Title    Residential Coordinator for Residential Education     SF State    University     San Francisco State is an Equal Opportunity Employer and does not discriminate against persons on the basis of race, religion, color, ancestry, age, disability, genetic information, gender, gender identity, gender expression, marital status, medical condition, National origin, sex, sexual orientation, covered veteran status, or any other protected status. Reasonable accommodations will be provided for qualified applicants with disabilities who self-disclose by contacting the Senior Human Resources Manager.  Applicants may visit titleix.sfsu.edu for more information on SF State's policy prohibiting discrimination, and how to file an online report using the procedures under Executive Order 1096 Revised. Inquiries can be directed to the campus Title IX Coordinator and Discrimination, Harassment, and Retaliation Administrator by calling (415) 338-2032 or emailing vpsaem@sfsu.edu.  San Francisco State is a 100% Smoke/Vapor-Free Campus. Smoking or Vaping of any tobacco/plant-based substance is not permitted on any University properties.  The person holding this position may be considered a "mandated reporter" under the California Child Abuse and Neglect Reporting Act and is required to comply with the requirements set forth in CSU Executive Order 1083 as a condition of employment.  This position may be a "designated position" in the California State University's Conflict of Interest Code. The successful candidate accepting this position may be required to file Conflict of Interest forms subject to the regulations of the Fair Political Practices Commission.      Department     Residential Life    Appointment Type    This is a one year probationary position.     Time Base     Full-Time     Work Schedule     Monday-Friday 9AM to 12 Noon and 1PM to 6PM; may work weekends and non-traditional hours, and is required to participate in after-hours response rotation which directly responds to student crisis and emergency situations as well as providing consult, advice, and direction to the student leader on call team members.    Anticipated Hiring Range    $3,681.00 - $4,312.00 Per Month ($44,172.00 - $51,744.00 Annually)   Salary is commensurate with experience.    Position Summary    Under the direct supervision of the Assistant Directors of Residential Education (First Year Experience or Continuing Student Retention), and lead by the Area Coordinator, the Residential Coordinator for Residential Education (RCRE) is a full-time, live-in position that assists students in their social and intellectual development and their pursuit to degree attainment. RCREs assist in the overall design, implementation, and daily administration of the Residential Education program for a specific residential community. Populations of these communities vary and can be in excess of 1,200 residents.   Lead and reporting to the Area Coordinator, the incumbent supports each assigned community of students by leading a team of student leaders in the creation of a living/learning experience. The incumbent supports the daily administration of the residential community (assignments, room inventory, Move-in/Move-Out processes, occupancy, etc.); assists in addressing student behavior concerns; assists in the development of the educational and social program offerings within the community; advises Hall Government and/or other residential student organizations; actively responds to crisis, student wellness, and emergency issues within the residential community; and serves on department committees.     Position Information       Oversight & Leadership       Oversight    Supervision, leadership, and evaluate the Residential Life Student Leaders/student team members according to the objectives established for the department.   Assist with interpretation and implementation of Residential Life; Housing, Dining, & Conference Services; and University policies and procedures.   Assist with recruitment, selection, placement, evaluation, and personnel administration for area Residential Life professional/full-time and student team members.   Develop student leader team with particular focus on academic, community engagement, social justice, and wellness.   Identify, coordinate, and provide resources and support to assist area Residential Life staff in developing in-hall student team member training and community and educational programs for resident students with particular focus on academic, community engagement, social justice, and wellness.   Initiate weekly contact with individual student leaders to promote a sense of belonging, and to facilitate the growth and development of the individual student leaders. This includes, but is not limited to, leading a weekly meeting and maintaining regularly scheduled 1-1s.    Maintain consistent contact with Area Coordinators as it relates to student team member duties, behavior, etc.           Leadership   Develop and maintain relationships with campus units, liaisons and resources.   Participate in centralized planning efforts for Residential Life and Student Life.   Participate in departmental and cabinet-wide training and development activities.   Serve on departmental and division-wide committees as assigned.   Serve as an advisor for a residential student organization.           Student Behavior       Afterhours    Serve in professional on-call rotation. This position requires working variable hours, including late night and early morning hours as situations dictate, as well as when needed in an emergency response capacity. The Residential Education Coordinator, in conjunction with other professional Residential Education staff members, alternate responsibility for on-call coverage.       Campus Safety    Ensure that safety and security procedures are established and maintained.       Student Rights & Responsibilities    Resolve community related issues (roommate conflict, community respect, etc.) utilizing interpersonal, fact gathering, and analytical skills to determine severity of the situation and provide necessary steps and resources available to resolve the situation.   Review reports (incident, morning, etc.) daily for clarity, policy interpretation, and response.   Adjudicate conduct violations within designated area and timeframe; implement follow-through and disciplinary sanctions including recommendations to terminate housing license agreements, through an education-based behavioral review process.   Maintain confidential conduct records as defined by FERPA, Clery, Title IX, and Cal State Executive orders.   Ensure student rights and voices are upheld within the review, investigation, decision, and appeal processes.   Consult with Area Coordinator or department leadership regarding a typical student behavior, patterns of concern, lack of follow through, or regarding student medical, physical, and mental health issues.            Residential Life Administration       Community Administration    Schedule and establish office hours that support team coaching.   Oversee daily building administration, procedures, and operation, including opening and closing the buildings for the new academic year and break periods.   Maintain appropriate records and administrative files.   Complete appropriate forms and reports as assigned per department, division and campus policies.   As necessary, negotiate room changes during the academic year. In a timely manner notify appropriate personnel of such changes.    Respond to emails, phone calls, and parent/faculty concerns in a timely manner. When appropriate refer issue to appropriate personnel.   Maintain financial records and budgets for designated community, including the purchasing of supplies using a University-issued Purchase Card (P-Card) and timely reconciliation of these purchases.       Community Development   Consult with Area Coordinators regarding student activities to ensure compliance with University policies and procedures.   Maintain records and reports for all community engagement activities.       Department Administration    Communicate weekly with Residential Life professional staff via regular meetings, memoranda, email, and personal contact.   Attend department trainings, team development, evaluation, and professional recruitment activities   Attend all major Housing and/or University events as assigned (Move-in/Closing, GatorFest, SAEM Town Hall Meetings, etc.             Other Duties as Assigned       At All Times       Demonstrate behaviors that are in line with the User-Friendly Principles (P530C) and Principles of Conduct for a Multi-Cultural University (P30D)   Demonstrate safe work practices for oneself, others and the office environment.        Minimum Qualifications    Knowledge and Abilities: General knowledge of the personal and social problems typically encountered by college students; working knowledge of group dynamics and needs; working knowledge of managerial techniques, personnel practices, and inventory control.   Ability to establish and maintain cooperative working relationships with students and others; relate to the present-day population of college students; deal with the personal and social problems of students; keep records and accounts and make reports; select, train, lead, and evaluate student assistants and staff; analyze emergency situations accurately and take prompt action; prepare concise reports; develop, organize, and implement residence programs; read and write at a level appropriate to the duties of the position; and perform mathematical calculations where required.   Experience: Equivalent to two years of experience coordinating or directing college-level group activities including one year directing a dormitory complex which has provided a wide exposure to student group problems and able to demonstrate possession of the knowledge and abilities listed above. One year of job-related non-paid experience may be substituted for the one year of general experience required.    Preferred Qualifications      Master’s degree in Student Affairs, Counseling, Higher Education or related field.   At least one year of experience in working with college-aged students.   At least one year of experience supervising student leaders or student assistants.   Demonstrated ability to perform administrative tasks.   Demonstrated ability to develop and carry-out successful programming for a residential community, or equivalent      Environmental/Physical/Special    This position is required to live on campus and participate in the after-hours response rotation which directly responds to student crisis and emergency situations as well as providing consult, advice, and direction to the student leader on call team members. The incumbent works a 40-hour work week with varied shifts and times, including some evenings, weekends, and non-traditional hours. The incumbent is provided a meal plan with a minimum of 5 and maximum of 10 meals per week in City Eats Dining Center. The incumbent is expected to interact and engage in conversation with residents as part of the meal plan. The incumbent must be able to competently interact with a culturally and ethnically diverse population of students, faculty and staff.   Must be able to competently interact with a culturally and ethnically diverse population of students, faculty and staff.    Pre-Employment Requirements    This position requires the successful completion of a background check.    Eligibility to Work    Applicants must be able to provide proof of US Citizenship or authorization to work in the United States, within three business days from their date of hire.    Benefits    Threaded through our Total Compensation package is a commitment to Bridging Life's Transitions. SF State is committed to providing our employees with a comprehensive program that rewards efforts that are appreciated by your colleagues, students and the customers we serve.  We offer a competitive compensation package that includes Medical, Dental, Vision, Pension, 401k, Healthcare Savings Account, Life Insurance, Disability Insurance, Vacation and Sick Leave as well as State Holidays and a dynamic Fee Waiver program, all geared towards the University's commitment to attract, motivate and retain our employee.    CSUEU Position (For CSUEU Positions Only)    Eligible and qualified on-campus applicants, currently in bargaining units 2, 5, 7, and 9 are given hiring preference.    Additional Information      SF STATE IS NOT A SPONSORING AGENCY FOR STAFF OR MANAGEMENT POSITIONS. (i.e. H1-B VISAS).     Thank you for your interest in employment with California State University (CSU). CSU is a state entity whose business operations reside within the State of California. Because of this, CSU prohibits hiring employees to perform CSU-related work outside of California with very limited exception. While this position may be eligible for occasional telework, all work is expected to be performed in the state of California, and this position is assigned to on-campus operations.   CSU strongly encourages faculty, staff, and students who are accessing campus facilities to be immunized against COVID-19 or declare a medical or religious exemption from doing so. Any candidates advanced in a currently open search process are encouraged to comply with this requirement. The systemwide policy can be found at https://calstate.policystat.com/policy/9779821/latest/ and questions may be sent to hr@campus.edu.   The Human Resources office is open Mondays through Fridays from 8 a.m. to 5 p.m., and can be reached at (415) 338-1872.   Please note that this position, position requirements, application deadline and/or any other component of this position is subject to change or cancellation at any time.  Advertised: Apr 02 2024 Pacific Daylight Time  Applications close:  Closing Date/Time:
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         *This is for anticipated vacancies for the 2024-2025 academic year*     Working Title    Residential Coordinator for Residential Education     SF State    University     San Francisco State is an Equal Opportunity Employer and does not discriminate against persons on the basis of race, religion, color, ancestry, age, disability, genetic information, gender, gender identity, gender expression, marital status, medical condition, National origin, sex, sexual orientation, covered veteran status, or any other protected status. Reasonable accommodations will be provided for qualified applicants with disabilities who self-disclose by contacting the Senior Human Resources Manager.  Applicants may visit titleix.sfsu.edu for more information on SF State's policy prohibiting discrimination, and how to file an online report using the procedures under Executive Order 1096 Revised. Inquiries can be directed to the campus Title IX Coordinator and Discrimination, Harassment, and Retaliation Administrator by calling (415) 338-2032 or emailing vpsaem@sfsu.edu.  San Francisco State is a 100% Smoke/Vapor-Free Campus. Smoking or Vaping of any tobacco/plant-based substance is not permitted on any University properties.  The person holding this position may be considered a "mandated reporter" under the California Child Abuse and Neglect Reporting Act and is required to comply with the requirements set forth in CSU Executive Order 1083 as a condition of employment.  This position may be a "designated position" in the California State University's Conflict of Interest Code. The successful candidate accepting this position may be required to file Conflict of Interest forms subject to the regulations of the Fair Political Practices Commission.      Department     Residential Life    Appointment Type    This is a one year probationary position.     Time Base     Full-Time     Work Schedule     Monday-Friday 9AM to 12 Noon and 1PM to 6PM; may work weekends and non-traditional hours, and is required to participate in after-hours response rotation which directly responds to student crisis and emergency situations as well as providing consult, advice, and direction to the student leader on call team members.    Anticipated Hiring Range    $3,681.00 - $4,312.00 Per Month ($44,172.00 - $51,744.00 Annually)   Salary is commensurate with experience.    Position Summary    Under the direct supervision of the Assistant Directors of Residential Education (First Year Experience or Continuing Student Retention), and lead by the Area Coordinator, the Residential Coordinator for Residential Education (RCRE) is a full-time, live-in position that assists students in their social and intellectual development and their pursuit to degree attainment. RCREs assist in the overall design, implementation, and daily administration of the Residential Education program for a specific residential community. Populations of these communities vary and can be in excess of 1,200 residents.   Lead and reporting to the Area Coordinator, the incumbent supports each assigned community of students by leading a team of student leaders in the creation of a living/learning experience. The incumbent supports the daily administration of the residential community (assignments, room inventory, Move-in/Move-Out processes, occupancy, etc.); assists in addressing student behavior concerns; assists in the development of the educational and social program offerings within the community; advises Hall Government and/or other residential student organizations; actively responds to crisis, student wellness, and emergency issues within the residential community; and serves on department committees.     Position Information       Oversight & Leadership       Oversight    Supervision, leadership, and evaluate the Residential Life Student Leaders/student team members according to the objectives established for the department.   Assist with interpretation and implementation of Residential Life; Housing, Dining, & Conference Services; and University policies and procedures.   Assist with recruitment, selection, placement, evaluation, and personnel administration for area Residential Life professional/full-time and student team members.   Develop student leader team with particular focus on academic, community engagement, social justice, and wellness.   Identify, coordinate, and provide resources and support to assist area Residential Life staff in developing in-hall student team member training and community and educational programs for resident students with particular focus on academic, community engagement, social justice, and wellness.   Initiate weekly contact with individual student leaders to promote a sense of belonging, and to facilitate the growth and development of the individual student leaders. This includes, but is not limited to, leading a weekly meeting and maintaining regularly scheduled 1-1s.    Maintain consistent contact with Area Coordinators as it relates to student team member duties, behavior, etc.           Leadership   Develop and maintain relationships with campus units, liaisons and resources.   Participate in centralized planning efforts for Residential Life and Student Life.   Participate in departmental and cabinet-wide training and development activities.   Serve on departmental and division-wide committees as assigned.   Serve as an advisor for a residential student organization.           Student Behavior       Afterhours    Serve in professional on-call rotation. This position requires working variable hours, including late night and early morning hours as situations dictate, as well as when needed in an emergency response capacity. The Residential Education Coordinator, in conjunction with other professional Residential Education staff members, alternate responsibility for on-call coverage.       Campus Safety    Ensure that safety and security procedures are established and maintained.       Student Rights & Responsibilities    Resolve community related issues (roommate conflict, community respect, etc.) utilizing interpersonal, fact gathering, and analytical skills to determine severity of the situation and provide necessary steps and resources available to resolve the situation.   Review reports (incident, morning, etc.) daily for clarity, policy interpretation, and response.   Adjudicate conduct violations within designated area and timeframe; implement follow-through and disciplinary sanctions including recommendations to terminate housing license agreements, through an education-based behavioral review process.   Maintain confidential conduct records as defined by FERPA, Clery, Title IX, and Cal State Executive orders.   Ensure student rights and voices are upheld within the review, investigation, decision, and appeal processes.   Consult with Area Coordinator or department leadership regarding a typical student behavior, patterns of concern, lack of follow through, or regarding student medical, physical, and mental health issues.            Residential Life Administration       Community Administration    Schedule and establish office hours that support team coaching.   Oversee daily building administration, procedures, and operation, including opening and closing the buildings for the new academic year and break periods.   Maintain appropriate records and administrative files.   Complete appropriate forms and reports as assigned per department, division and campus policies.   As necessary, negotiate room changes during the academic year. In a timely manner notify appropriate personnel of such changes.    Respond to emails, phone calls, and parent/faculty concerns in a timely manner. When appropriate refer issue to appropriate personnel.   Maintain financial records and budgets for designated community, including the purchasing of supplies using a University-issued Purchase Card (P-Card) and timely reconciliation of these purchases.       Community Development   Consult with Area Coordinators regarding student activities to ensure compliance with University policies and procedures.   Maintain records and reports for all community engagement activities.       Department Administration    Communicate weekly with Residential Life professional staff via regular meetings, memoranda, email, and personal contact.   Attend department trainings, team development, evaluation, and professional recruitment activities   Attend all major Housing and/or University events as assigned (Move-in/Closing, GatorFest, SAEM Town Hall Meetings, etc.             Other Duties as Assigned       At All Times       Demonstrate behaviors that are in line with the User-Friendly Principles (P530C) and Principles of Conduct for a Multi-Cultural University (P30D)   Demonstrate safe work practices for oneself, others and the office environment.        Minimum Qualifications    Knowledge and Abilities: General knowledge of the personal and social problems typically encountered by college students; working knowledge of group dynamics and needs; working knowledge of managerial techniques, personnel practices, and inventory control.   Ability to establish and maintain cooperative working relationships with students and others; relate to the present-day population of college students; deal with the personal and social problems of students; keep records and accounts and make reports; select, train, lead, and evaluate student assistants and staff; analyze emergency situations accurately and take prompt action; prepare concise reports; develop, organize, and implement residence programs; read and write at a level appropriate to the duties of the position; and perform mathematical calculations where required.   Experience: Equivalent to two years of experience coordinating or directing college-level group activities including one year directing a dormitory complex which has provided a wide exposure to student group problems and able to demonstrate possession of the knowledge and abilities listed above. One year of job-related non-paid experience may be substituted for the one year of general experience required.    Preferred Qualifications      Master’s degree in Student Affairs, Counseling, Higher Education or related field.   At least one year of experience in working with college-aged students.   At least one year of experience supervising student leaders or student assistants.   Demonstrated ability to perform administrative tasks.   Demonstrated ability to develop and carry-out successful programming for a residential community, or equivalent      Environmental/Physical/Special    This position is required to live on campus and participate in the after-hours response rotation which directly responds to student crisis and emergency situations as well as providing consult, advice, and direction to the student leader on call team members. The incumbent works a 40-hour work week with varied shifts and times, including some evenings, weekends, and non-traditional hours. The incumbent is provided a meal plan with a minimum of 5 and maximum of 10 meals per week in City Eats Dining Center. The incumbent is expected to interact and engage in conversation with residents as part of the meal plan. The incumbent must be able to competently interact with a culturally and ethnically diverse population of students, faculty and staff.   Must be able to competently interact with a culturally and ethnically diverse population of students, faculty and staff.    Pre-Employment Requirements    This position requires the successful completion of a background check.    Eligibility to Work    Applicants must be able to provide proof of US Citizenship or authorization to work in the United States, within three business days from their date of hire.    Benefits    Threaded through our Total Compensation package is a commitment to Bridging Life's Transitions. SF State is committed to providing our employees with a comprehensive program that rewards efforts that are appreciated by your colleagues, students and the customers we serve.  We offer a competitive compensation package that includes Medical, Dental, Vision, Pension, 401k, Healthcare Savings Account, Life Insurance, Disability Insurance, Vacation and Sick Leave as well as State Holidays and a dynamic Fee Waiver program, all geared towards the University's commitment to attract, motivate and retain our employee.    CSUEU Position (For CSUEU Positions Only)    Eligible and qualified on-campus applicants, currently in bargaining units 2, 5, 7, and 9 are given hiring preference.    Additional Information      SF STATE IS NOT A SPONSORING AGENCY FOR STAFF OR MANAGEMENT POSITIONS. (i.e. H1-B VISAS).     Thank you for your interest in employment with California State University (CSU). CSU is a state entity whose business operations reside within the State of California. Because of this, CSU prohibits hiring employees to perform CSU-related work outside of California with very limited exception. While this position may be eligible for occasional telework, all work is expected to be performed in the state of California, and this position is assigned to on-campus operations.   CSU strongly encourages faculty, staff, and students who are accessing campus facilities to be immunized against COVID-19 or declare a medical or religious exemption from doing so. Any candidates advanced in a currently open search process are encouraged to comply with this requirement. The systemwide policy can be found at https://calstate.policystat.com/policy/9779821/latest/ and questions may be sent to hr@campus.edu.   The Human Resources office is open Mondays through Fridays from 8 a.m. to 5 p.m., and can be reached at (415) 338-1872.   Please note that this position, position requirements, application deadline and/or any other component of this position is subject to change or cancellation at any time.  Advertised: Apr 02 2024 Pacific Daylight Time  Applications close:  Closing Date/Time:
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             Working Title    Residential Coordinator for Residential Education     SF State    University     San Francisco State is an Equal Opportunity Employer and does not discriminate against persons on the basis of race, religion, color, ancestry, age, disability, genetic information, gender, gender identity, gender expression, marital status, medical condition, National origin, sex, sexual orientation, covered veteran status, or any other protected status. Reasonable accommodations will be provided for qualified applicants with disabilities who self-disclose by contacting the Senior Human Resources Manager.  Applicants may visit titleix.sfsu.edu for more information on SF State's policy prohibiting discrimination, and how to file an online report using the procedures under Executive Order 1096 Revised. Inquiries can be directed to the campus Title IX Coordinator and Discrimination, Harassment, and Retaliation Administrator by calling (415) 338-2032 or emailing vpsaem@sfsu.edu.  San Francisco State is a 100% Smoke/Vapor-Free Campus. Smoking or Vaping of any tobacco/plant-based substance is not permitted on any University properties.  The person holding this position may be considered a "mandated reporter" under the California Child Abuse and Neglect Reporting Act and is required to comply with the requirements set forth in CSU Executive Order 1083 as a condition of employment.  This position may be a "designated position" in the California State University's Conflict of Interest Code. The successful candidate accepting this position may be required to file Conflict of Interest forms subject to the regulations of the Fair Political Practices Commission.      Department     Residential Life    Appointment Type    This is a one year probationary position.     Time Base     Full-Time     Work Schedule     Monday-Friday 9AM to 12 Noon and 1PM to 6PM; may work weekends and non-traditional hours, and is required to participate in after-hours response rotation which directly responds to student crisis and emergency situations as well as providing consult, advice, and direction to the student leader on call team members.    Anticipated Hiring Range    $3,505.00 - $3,950.00 Per Month ($42,060.00 - $47,400.00 Annually)   Salary is commensurate with experience.    Position Summary    Under the direct supervision of the Assistant Directors of Residential Education (First Year Experience or Continuing Student Retention), and lead by the Area Coordinator, the Residential Coordinator for Residential Education (RCRE) is a full-time, live-in position that assists students in their social and intellectual development and their pursuit to degree attainment. RCREs assist in the overall design, implementation, and daily administration of the Residential Education program for a specific residential community. Populations of these communities vary and can be in excess of 1,200 residents.   Lead and reporting to the Area Coordinator, the incumbent supports each assigned community of students by leading a team of student leaders in the creation of a living/learning experience. The incumbent supports the daily administration of the residential community (assignments, room inventory, Move-in/Move-Out processes, occupancy, etc.); assists in addressing student behavior concerns; assists in the development of the educational and social program offerings within the community; advises Hall Government and/or other residential student organizations; actively responds to crisis, student wellness, and emergency issues within the residential community; and serves on department committees.     Position Information       Oversight & Leadership       Oversight    Supervision, leadership, and evaluate the Residential Life Student Leaders/student team members according to the objectives established for the department.   Assist with interpretation and implementation of Residential Life; Housing, Dining, & Conference Services; and University policies and procedures.   Assist with recruitment, selection, placement, evaluation, and personnel administration for area Residential Life professional/full-time and student team members.   Develop student leader team with particular focus on academic, community engagement, social justice, and wellness.   Identify, coordinate, and provide resources and support to assist area Residential Life staff in developing in-hall student team member training and community and educational programs for resident students with particular focus on academic, community engagement, social justice, and wellness.   Initiate weekly contact with individual student leaders to promote a sense of belonging, and to facilitate the growth and development of the individual student leaders. This includes, but is not limited to, leading a weekly meeting and maintaining regularly scheduled 1-1s.    Maintain consistent contact with Area Coordinators as it relates to student team member duties, behavior, etc.           Leadership   Develop and maintain relationships with campus units, liaisons and resources.   Participate in centralized planning efforts for Residential Life and Student Life.   Participate in departmental and cabinet-wide training and development activities.   Serve on departmental and division-wide committees as assigned.   Serve as an advisor for a residential student organization.           Student Behavior       Afterhours    Serve in professional on-call rotation. This position requires working variable hours, including late night and early morning hours as situations dictate, as well as when needed in an emergency response capacity. The Residential Education Coordinator, in conjunction with other professional Residential Education staff members, alternate responsibility for on-call coverage.       Campus Safety    Ensure that safety and security procedures are established and maintained.       Student Rights & Responsibilities    Resolve community related issues (roommate conflict, community respect, etc.) utilizing interpersonal, fact gathering, and analytical skills to determine severity of the situation and provide necessary steps and resources available to resolve the situation.   Review reports (incident, morning, etc.) daily for clarity, policy interpretation, and response.   Adjudicate conduct violations within designated area and timeframe; implement follow-through and disciplinary sanctions including recommendations to terminate housing license agreements, through an education-based behavioral review process.   Maintain confidential conduct records as defined by FERPA, Clery, Title IX, and Cal State Executive orders.   Ensure student rights and voices are upheld within the review, investigation, decision, and appeal processes.   Consult with Area Coordinator or department leadership regarding a typical student behavior, patterns of concern, lack of follow through, or regarding student medical, physical, and mental health issues.            Residential Life Administration       Community Administration    Schedule and establish office hours that support team coaching.   Oversee daily building administration, procedures, and operation, including opening and closing the buildings for the new academic year and break periods.   Maintain appropriate records and administrative files.   Complete appropriate forms and reports as assigned per department, division and campus policies.   As necessary, negotiate room changes during the academic year. In a timely manner notify appropriate personnel of such changes.    Respond to emails, phone calls, and parent/faculty concerns in a timely manner. When appropriate refer issue to appropriate personnel.   Maintain financial records and budgets for designated community, including the purchasing of supplies using a University-issued Purchase Card (P-Card) and timely reconciliation of these purchases.       Community Development   Consult with Area Coordinators regarding student activities to ensure compliance with University policies and procedures.   Maintain records and reports for all community engagement activities.       Department Administration    Communicate weekly with Residential Life professional staff via regular meetings, memoranda, email, and personal contact.   Attend department trainings, team development, evaluation, and professional recruitment activities   Attend all major Housing and/or University events as assigned (Move-in/Closing, GatorFest, SAEM Town Hall Meetings, etc.             Other Duties as Assigned       At All Times       Demonstrate behaviors that are in line with the User-Friendly Principles (P530C) and Principles of Conduct for a Multi-Cultural University (P30D)   Demonstrate safe work practices for oneself, others and the office environment.        Minimum Qualifications    Knowledge and Abilities: General knowledge of the personal and social problems typically encountered by college students; working knowledge of group dynamics and needs; working knowledge of managerial techniques, personnel practices, and inventory control.   Ability to establish and maintain cooperative working relationships with students and others; relate to the present-day population of college students; deal with the personal and social problems of students; keep records and accounts and make reports; select, train, lead, and evaluate student assistants and staff; analyze emergency situations accurately and take prompt action; prepare concise reports; develop, organize, and implement residence programs; read and write at a level appropriate to the duties of the position; and perform mathematical calculations where required.   Experience: Equivalent to two years of experience coordinating or directing college-level group activities including one year directing a dormitory complex which has provided a wide exposure to student group problems and able to demonstrate possession of the knowledge and abilities listed above. One year of job-related non-paid experience may be substituted for the one year of general experience required.    Preferred Qualifications      Master’s degree in Student Affairs, Counseling, Higher Education or related field.   At least one year of experience in working with college-aged students.   At least one year of experience supervising student leaders or student assistants.   Demonstrated ability to perform administrative tasks.   Demonstrated ability to develop and carry-out successful programming for a residential community, or equivalent      Environmental/Physical/Special    This position is required to live on campus and participate in the after-hours response rotation which directly responds to student crisis and emergency situations as well as providing consult, advice, and direction to the student leader on call team members. The incumbent works a 40-hour work week with varied shifts and times, including some evenings, weekends, and non-traditional hours. The incumbent is provided a meal plan with a minimum of 5 and maximum of 10 meals per week in City Eats Dining Center. The incumbent is expected to interact and engage in conversation with residents as part of the meal plan. The incumbent must be able to competently interact with a culturally and ethnically diverse population of students, faculty and staff.   Must be able to competently interact with a culturally and ethnically diverse population of students, faculty and staff.    Pre-Employment Requirements    This position requires the successful completion of a background check.    Eligibility to Work    Applicants must be able to provide proof of US Citizenship or authorization to work in the United States, within three business days from their date of hire.    Benefits    Threaded through our Total Compensation package is a commitment to Bridging Life's Transitions. SF State is committed to providing our employees with a comprehensive program that rewards efforts that are appreciated by your colleagues, students and the customers we serve.  We offer a competitive compensation package that includes Medical, Dental, Vision, Pension, 401k, Healthcare Savings Account, Life Insurance, Disability Insurance, Vacation and Sick Leave as well as State Holidays and a dynamic Fee Waiver program, all geared towards the University's commitment to attract, motivate and retain our employee.    CSUEU Position (For CSUEU Positions Only)    Eligible and qualified on-campus applicants, currently in bargaining units 2, 5, 7, and 9 are given hiring preference.    Additional Information      SF STATE IS NOT A SPONSORING AGENCY FOR STAFF OR MANAGEMENT POSITIONS. (i.e. H1-B VISAS).     Thank you for your interest in employment with California State University (CSU). CSU is a state entity whose business operations reside within the State of California. Because of this, CSU prohibits hiring employees to perform CSU-related work outside of California with very limited exception. While this position may be eligible for occasional telework, all work is expected to be performed in the state of California, and this position is assigned to on-campus operations.   CSU strongly encourages faculty, staff, and students who are accessing campus facilities to be immunized against COVID-19 or declare a medical or religious exemption from doing so. Any candidates advanced in a currently open search process are encouraged to comply with this requirement. The systemwide policy can be found at https://calstate.policystat.com/policy/9779821/latest/ and questions may be sent to hr@campus.edu.   The Human Resources office is open Mondays through Fridays from 8 a.m. to 5 p.m., and can be reached at (415) 338-1872.   Please note that this position, position requirements, application deadline and/or any other component of this position is subject to change or cancellation at any time.  Advertised: Dec 18 2023 Pacific Standard Time  Applications close:  Closing Date/Time:
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         Working Title    Residential Coordinator for Residential Education     SF State    University     San Francisco State is an Equal Opportunity Employer and does not discriminate against persons on the basis of race, religion, color, ancestry, age, disability, genetic information, gender, gender identity, gender expression, marital status, medical condition, National origin, sex, sexual orientation, covered veteran status, or any other protected status. Reasonable accommodations will be provided for qualified applicants with disabilities who self-disclose by contacting the Senior Human Resources Manager.  Applicants may visit titleix.sfsu.edu for more information on SF State's policy prohibiting discrimination, and how to file an online report using the procedures under Executive Order 1096 Revised. Inquiries can be directed to the campus Title IX Coordinator and Discrimination, Harassment, and Retaliation Administrator by calling (415) 338-2032 or emailing vpsaem@sfsu.edu.  San Francisco State is a 100% Smoke/Vapor-Free Campus. Smoking or Vaping of any tobacco/plant-based substance is not permitted on any University properties.  The person holding this position may be considered a "mandated reporter" under the California Child Abuse and Neglect Reporting Act and is required to comply with the requirements set forth in CSU Executive Order 1083 as a condition of employment.  This position may be a "designated position" in the California State University's Conflict of Interest Code. The successful candidate accepting this position may be required to file Conflict of Interest forms subject to the regulations of the Fair Political Practices Commission.      Department     Residential Life    Appointment Type    This is a one year probationary position.     Time Base     Full-Time     Work Schedule     Monday-Friday 9AM to 12 Noon and 1PM to 6PM; may work weekends and non-traditional hours, and is required to participate in after-hours response rotation which directly responds to student crisis and emergency situations as well as providing consult, advice, and direction to the student leader on call team members.    Anticipated Hiring Range    $3,505.00 - $3,950.00 Per Month ($42,060.00 - $47,400.00 Annually)   Salary is commensurate with experience.    Position Summary    Under the direct supervision of the Assistant Directors of Residential Education (First Year Experience or Continuing Student Retention), and lead by the Area Coordinator, the Residential Coordinator for Residential Education (RCRE) is a full-time, live-in position that assists students in their social and intellectual development and their pursuit to degree attainment. RCREs assist in the overall design, implementation, and daily administration of the Residential Education program for a specific residential community. Populations of these communities vary and can be in excess of 1,200 residents.   Lead and reporting to the Area Coordinator, the incumbent supports each assigned community of students by leading a team of student leaders in the creation of a living/learning experience. The incumbent supports the daily administration of the residential community (assignments, room inventory, Move-in/Move-Out processes, occupancy, etc.); assists in addressing student behavior concerns; assists in the development of the educational and social program offerings within the community; advises Hall Government and/or other residential student organizations; actively responds to crisis, student wellness, and emergency issues within the residential community; and serves on department committees.     Position Information       Oversight & Leadership       Oversight    Supervision, leadership, and evaluate the Residential Life Student Leaders/student team members according to the objectives established for the department.   Assist with interpretation and implementation of Residential Life; Housing, Dining, & Conference Services; and University policies and procedures.   Assist with recruitment, selection, placement, evaluation, and personnel administration for area Residential Life professional/full-time and student team members.   Develop student leader team with particular focus on academic, community engagement, social justice, and wellness.   Identify, coordinate, and provide resources and support to assist area Residential Life staff in developing in-hall student team member training and community and educational programs for resident students with particular focus on academic, community engagement, social justice, and wellness.   Initiate weekly contact with individual student leaders to promote a sense of belonging, and to facilitate the growth and development of the individual student leaders. This includes, but is not limited to, leading a weekly meeting and maintaining regularly scheduled 1-1s.    Maintain consistent contact with Area Coordinators as it relates to student team member duties, behavior, etc.           Leadership   Develop and maintain relationships with campus units, liaisons and resources.   Participate in centralized planning efforts for Residential Life and Student Life.   Participate in departmental and cabinet-wide training and development activities.   Serve on departmental and division-wide committees as assigned.   Serve as an advisor for a residential student organization.           Student Behavior       Afterhours    Serve in professional on-call rotation. This position requires working variable hours, including late night and early morning hours as situations dictate, as well as when needed in an emergency response capacity. The Residential Education Coordinator, in conjunction with other professional Residential Education staff members, alternate responsibility for on-call coverage.       Campus Safety    Ensure that safety and security procedures are established and maintained.       Student Rights & Responsibilities    Resolve community related issues (roommate conflict, community respect, etc.) utilizing interpersonal, fact gathering, and analytical skills to determine severity of the situation and provide necessary steps and resources available to resolve the situation.   Review reports (incident, morning, etc.) daily for clarity, policy interpretation, and response.   Adjudicate conduct violations within designated area and timeframe; implement follow-through and disciplinary sanctions including recommendations to terminate housing license agreements, through an education-based behavioral review process.   Maintain confidential conduct records as defined by FERPA, Clery, Title IX, and Cal State Executive orders.   Ensure student rights and voices are upheld within the review, investigation, decision, and appeal processes.   Consult with Area Coordinator or department leadership regarding a typical student behavior, patterns of concern, lack of follow through, or regarding student medical, physical, and mental health issues.            Residential Life Administration       Community Administration    Schedule and establish office hours that support team coaching.   Oversee daily building administration, procedures, and operation, including opening and closing the buildings for the new academic year and break periods.   Maintain appropriate records and administrative files.   Complete appropriate forms and reports as assigned per department, division and campus policies.   As necessary, negotiate room changes during the academic year. In a timely manner notify appropriate personnel of such changes.    Respond to emails, phone calls, and parent/faculty concerns in a timely manner. When appropriate refer issue to appropriate personnel.   Maintain financial records and budgets for designated community, including the purchasing of supplies using a University-issued Purchase Card (P-Card) and timely reconciliation of these purchases.       Community Development   Consult with Area Coordinators regarding student activities to ensure compliance with University policies and procedures.   Maintain records and reports for all community engagement activities.       Department Administration    Communicate weekly with Residential Life professional staff via regular meetings, memoranda, email, and personal contact.   Attend department trainings, team development, evaluation, and professional recruitment activities   Attend all major Housing and/or University events as assigned (Move-in/Closing, GatorFest, SAEM Town Hall Meetings, etc.             Other Duties as Assigned       At All Times       Demonstrate behaviors that are in line with the User-Friendly Principles (P530C) and Principles of Conduct for a Multi-Cultural University (P30D)   Demonstrate safe work practices for oneself, others and the office environment.        Minimum Qualifications    Knowledge and Abilities: General knowledge of the personal and social problems typically encountered by college students; working knowledge of group dynamics and needs; working knowledge of managerial techniques, personnel practices, and inventory control.   Ability to establish and maintain cooperative working relationships with students and others; relate to the present-day population of college students; deal with the personal and social problems of students; keep records and accounts and make reports; select, train, lead, and evaluate student assistants and staff; analyze emergency situations accurately and take prompt action; prepare concise reports; develop, organize, and implement residence programs; read and write at a level appropriate to the duties of the position; and perform mathematical calculations where required.   Experience: Equivalent to two years of experience coordinating or directing college-level group activities including one year directing a dormitory complex which has provided a wide exposure to student group problems and able to demonstrate possession of the knowledge and abilities listed above. One year of job-related non-paid experience may be substituted for the one year of general experience required.    Preferred Qualifications      Master’s degree in Student Affairs, Counseling, Higher Education or related field.   At least one year of experience in working with college-aged students.   At least one year of experience supervising student leaders or student assistants.   Demonstrated ability to perform administrative tasks.   Demonstrated ability to develop and carry-out successful programming for a residential community, or equivalent      Environmental/Physical/Special    This position is required to live on campus and participate in the after-hours response rotation which directly responds to student crisis and emergency situations as well as providing consult, advice, and direction to the student leader on call team members. The incumbent works a 40-hour work week with varied shifts and times, including some evenings, weekends, and non-traditional hours. The incumbent is provided a meal plan with a minimum of 5 and maximum of 10 meals per week in City Eats Dining Center. The incumbent is expected to interact and engage in conversation with residents as part of the meal plan. The incumbent must be able to competently interact with a culturally and ethnically diverse population of students, faculty and staff.   Must be able to competently interact with a culturally and ethnically diverse population of students, faculty and staff.    Pre-Employment Requirements    This position requires the successful completion of a background check.    Eligibility to Work    Applicants must be able to provide proof of US Citizenship or authorization to work in the United States, within three business days from their date of hire.    Benefits    Threaded through our Total Compensation package is a commitment to Bridging Life's Transitions. SF State is committed to providing our employees with a comprehensive program that rewards efforts that are appreciated by your colleagues, students and the customers we serve.  We offer a competitive compensation package that includes Medical, Dental, Vision, Pension, 401k, Healthcare Savings Account, Life Insurance, Disability Insurance, Vacation and Sick Leave as well as State Holidays and a dynamic Fee Waiver program, all geared towards the University's commitment to attract, motivate and retain our employee.    CSUEU Position (For CSUEU Positions Only)    Eligible and qualified on-campus applicants, currently in bargaining units 2, 5, 7, and 9 are given hiring preference.    Additional Information      SF STATE IS NOT A SPONSORING AGENCY FOR STAFF OR MANAGEMENT POSITIONS. (i.e. H1-B VISAS).     Thank you for your interest in employment with California State University (CSU). CSU is a state entity whose business operations reside within the State of California. Because of this, CSU prohibits hiring employees to perform CSU-related work outside of California with very limited exception. While this position may be eligible for occasional telework, all work is expected to be performed in the state of California, and this position is assigned to on-campus operations.   CSU strongly encourages faculty, staff, and students who are accessing campus facilities to be immunized against COVID-19 or declare a medical or religious exemption from doing so. Any candidates advanced in a currently open search process are encouraged to comply with this requirement. The systemwide policy can be found at https://calstate.policystat.com/policy/9779821/latest/ and questions may be sent to hr@campus.edu.   The Human Resources office is open Mondays through Fridays from 8 a.m. to 5 p.m., and can be reached at (415) 338-1872.   Please note that this position, position requirements, application deadline and/or any other component of this position is subject to change or cancellation at any time.  Advertised: Dec 18 2023 Pacific Standard Time  Applications close:  Closing Date/Time:
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             Anticipated Vacancies for AY 23-24      Working Title    Community Desk Residential Coordinator     SF State    University     San Francisco State is an Equal Opportunity Employer and does not discriminate against persons on the basis of race, religion, color, ancestry, age, disability, genetic information, gender, gender identity, gender expression, marital status, medical condition, National origin, sex, sexual orientation, covered veteran status, or any other protected status. Reasonable accommodations will be provided for qualified applicants with disabilities who self-disclose by contacting the Senior Human Resources Manager.  Applicants may visit titleix.sfsu.edu for more information on SF State's policy prohibiting discrimination, and how to file an online report using the procedures under Executive Order 1096 Revised. Inquiries can be directed to the campus Title IX Coordinator and Discrimination, Harassment, and Retaliation Administrator by calling (415) 338-2032 or emailing vpsaem@sfsu.edu.  San Francisco State is a 100% Smoke/Vapor-Free Campus. Smoking or Vaping of any tobacco/plant-based substance is not permitted on any University properties.  The person holding this position may be considered a "mandated reporter" under the California Child Abuse and Neglect Reporting Act and is required to comply with the requirements set forth in CSU Executive Order 1083 as a condition of employment.  This position may be a "designated position" in the California State University's Conflict of Interest Code. The successful candidate accepting this position may be required to file Conflict of Interest forms subject to the regulations of the Fair Political Practices Commission.      Department     Residential Life    Appointment Type    This is a one year probationary position.     Time Base     Full-Time (1.0)     Work Schedule     Monday-Friday 9AM to 12 Noon and 1PM to 6PM; may work weekends and non-traditional hours, and is required to participate in after-hours response rotation which directly responds to student crisis and emergency situations as well as providing consult, advice, and direction to the student leader on call team members.    Anticipated Hiring Range    $3,505.00 - $3,666.00 Per Month ($42,060.00 - $43,992.00 Annually)   Salary is commensurate with experience.    Position Summary    Under the direct supervision of the Assistant Directors of Residential Education (First Year Experience or Continuing Students & Retention), and lead by the Area Coordinator, the Community Desk Residential Coordinator (CDRC) is a full-time, live-in position that oversees the Community Desk operations in a specific community. CDRCs assist in the overall design, implementation, and daily administration of the Residential Education program for a specific residential community. Populations of these communities vary and can be in excess of 1200 residents.   Lead and reporting to the Area Coordinator, the incumbent is responsible for the implementation of the community desk program at a community desk as well as the overall Residential Life and Housing programs. The incumbent supports the daily administration of the residential community (assignments, room inventory, Move-in/Move-Out processes, occupancy, etc.); assists in addressing student behavior concerns; assists in the development of the educational and social program offerings within the community; advises Hall Government and/or other residential student organizations; actively responds to crisis, student wellness, and emergency issues within the residential community; and serves on department committees.     Position Information      Community Desk Oversight       Administrative Functions    Coordinate residence hall community desk operations for 1- 3 assigned buildings.   Recruit, hire, and train a team of student assistants.   Create and manage the community desk schedule including trouble shooting open/missed shifts.   Responsible for customer service and desk operations for the assigned buildings.   Oversee and approve timesheet processing for student assistants to ensure information is accurate and submitted in a timely manner.   Manage and oversee logging/accountability of mail and packages to meet all federal, state, University and department laws, policies, and guidelines.   Maintain communication with team members through electronic communication, phone calls, and posted information.       Process Management    Assist in the opening and closing of the residence halls.   Coordinate with team members to create resident check-in packets ahead of move-in, interim periods, and summer sessions.   Work in cooperation with HDCS and residential life neighborhood team members on the prompt and correct processing of students who may be checking into or out of housing   Manage student room/mail key processes including key audits and lock changes/requests.   Maintain records of lock-out and key processing requests and prepare billings accordingly.   Ensure that desk operations smoothly transition to and from the summer sessions.       General Desk Related Functions    Respond appropriately to hall emergencies and provide support and follow-up to staff as needed.   Keep supervisor apprised with community, resident, and facility issues.   Work in cooperation with neighbor teams to adequately resource the desk with supplies and equipment throughout the academic year.   Develop a system for maintaining cleanliness and organized resources at ALL times at the community desk           Supervision and Leadership       Supervision    Plan, direct, supervise and evaluate the Residential Life student team members according to the objectives established for the department.   Assist with interpretation and implementation of Residential Life; Housing, Dining, & Conference Services; and University policies and procedures.   Assist with recruitment, selection, placement, evaluation, and personnel administration for area Residential Life professional/full-time and student team members.   Maintain consistent contact with Area Coordinators as it relates to student team member duties, behavior, etc.       Leadership    Develop and maintain relationships with campus units, liaisons and resources.   Participate in centralized planning efforts for Residential Life and Student Life.   Participate in departmental and cabinet-wide training and development activities.   Serve on departmental and division-wide committees as assigned.   Serve as an advisor for a residential student organization.           Residential Life Administration       Community Administration    Schedule and establish office hours that support team coaching   Oversee daily building administration, procedures, and operation, including opening and closing the buildings for the new academic year and break periods.   Maintain appropriate records and administrative files.   Complete appropriate forms and reports as assigned per department, division and campus policies.   Respond to emails, phone calls, and parent/faculty concerns in a timely manner. When appropriate refer issue to appropriate personnel.   Maintain financial records and budgets for designated community, including the purchasing of supplies using a University-issued Purchase Card (P-Card) and timely reconciliation of these purchases.       Community Development    Consult with Area Coordinators regarding desk operations to ensure compliance with University policies and procedures.   Maintain records and reports for all community desk related activities.       Department Administration    Communicate weekly with Residential Life professional staff via regular meetings, memoranda, email, and personal contact.   Attend department trainings, team development, evaluation, and professional recruitment activities   Attend all major Housing and/or University events as assigned (Move-in/Closing, GatorFest, SAEM Town Hall Meetings, etc.)           Student Behavior and Student Conduct       Afterhours    Serve in professional on-call rotation. This position requires working variable hours, including late night and early morning hours as situations dictate, as well as when needed in an emergency response capacity. The Residential Education Coordinator, in conjunction with other professional Residential Education staff members, alternate responsibility for on-call coverage.       Campus Safety    Ensure that safety and security procedures are established and maintained.       Student Rights & Responsibilities    Review reports (incident, morning, etc.) daily for clarity, policy interpretation, and response   Adjudicate conduct violations specific to community desk operations within designated area and timeframe; implement follow-through and disciplinary sanctions including recommendations to terminate housing license agreements, through an education-based behavioral review process.   Maintain confidential conduct records as defined by FERPA, Clery, Title IX, and Cal State Executive orders.   Ensure student rights and voices are upheld within the review, investigation, decision, and appeal processes.   Consult with Area Coordinator or department leadership regarding a typical student behavior, patterns of concern, lack of follow through, or regarding student medical, physical, and mental health issues.            Other Duties as Assigned     Minimum Qualifications     Knowledge and Abilities : General knowledge of the personal and social problems typically encountered by college students; working knowledge of group dynamics and needs; working knowledge of managerial techniques, personnel practices, and inventory control.   Ability to establish and maintain cooperative working relationships with students and others; relate to the present-day population of college students; deal with the personal and social problems of students; keep records and accounts and make reports; select, train, lead, and evaluate student assistants and staff; analyze emergency situations accurately and take prompt action; prepare concise reports; develop, organize, and implement residence programs; read and write at a level appropriate to the duties of the position; and perform mathematical calculations where required.    Experience : Equivalent to two years of experience coordinating or directing college-level group activities including one year directing a dormitory complex which has provided a wide exposure to student group problems and able to demonstrate possession of the knowledge and abilities listed above.   One year of job-related non-paid experience may be substituted for the one year of general experience required.    Preferred Qualifications        Due to the responsibilities and nature of this position our preferred qualifications that will lead to the succeed in this role include:    Master’s degree in College Student Personnel, Counseling, Higher Education or related field.   At least one year of experience in working with college-aged students.   At least one year of experience supervising desk operations or customer service initiatives.    Experience with scheduling software and/or payroll software       Demonstrated ability to perform administrative tasks.   Demonstrated ability to develop and carry-out successful programming for a residential community, or equivalent.       Core Competencies - embody the following competencies:   Bias toward collaboration and teamwork.   Effective communication skills across a variety of venues.   Customer/Client Focus with an emphasis in problem solving and resolution.   Personal effectiveness and credibility as demonstrated by interpersonal and professional confidence.   Diversity and inclusion.        Environmental/Physical/Special    This position is required to live on campus and participate in the after-hours response rotation which directly responds to student crisis and emergency situations as well as providing consult, advice, and direction to the student leader on call team members. The incumbent works a 40-hour work week with varied shifts and times, including some evenings, weekends, and non-traditional hours. The incumbent is provided a meal plan with a minimum of 5 and maximum of 10 meals per week in City Eats Dining Center. The incumbent is expected to interact and engage in conversation with residents as part of the meal plan. The incumbent must be able to competently interact with a culturally and ethnically diverse population of students, faculty and staff.   Must be able to competently interact with a culturally and ethnically diverse population of students, faculty and staff.     Required License/Certification    Mental Health Certification | Incumbents should be certified or obtain certification within their first year in mental health support and services through: • Mental Health First Aid Organization • Another reputable organization approved by the department   California Driver’s License | If incumbent is expected and approved to travel for business, a valid California driver’s license may be expected to be maintained.    Pre-Employment Requirements    This position requires the successful completion of a background check.    Eligibility to Work    Applicants must be able to provide proof of US Citizenship or authorization to work in the United States, within three business days from their date of hire.    Benefits    Threaded through our Total Compensation package is a commitment to Bridging Life's Transitions. SF State is committed to providing our employees with a comprehensive program that rewards efforts that are appreciated by your colleagues, students and the customers we serve.  We offer a competitive compensation package that includes Medical, Dental, Vision, Pension, 401k, Healthcare Savings Account, Life Insurance, Disability Insurance, Vacation and Sick Leave as well as State Holidays and a dynamic Fee Waiver program, all geared towards the University's commitment to attract, motivate and retain our employee.    Employment Requirement    CSU requires faculty, staff, and students who are accessing campus facilities to be immunized against COVID-19 or declare a medical or religious exemption from doing so. Any candidates advanced in a currently open search process should be prepared to comply with this requirement. The systemwide policy can be found at https://calstate.policystat.com/policy/9779821/latest/ and questions may be sent to hr@campus.edu .    CSUEU Position     Eligible and qualified on-campus applicants, currently in bargaining units 2, 5, 7, and 9 are given hiring preference.    Additional Information      SF STATE IS NOT A SPONSORING AGENCY FOR STAFF OR MANAGEMENT POSITIONS. (i.e. H1-B VISAS).     Thank you for your interest in employment with California State University (CSU). CSU is a state entity whose business operations reside within the State of California. Because of this, CSU prohibits hiring employees to perform CSU-related work outside of California with very limited exception. While this position may be eligible for occasional telework, all work is expected to be performed in the state of California, and this position is assigned to on-campus operations.   The Human Resources office is open Mondays through Fridays from 8 a.m. to 5 p.m., and can be reached at (415) 338-1872.   Please note that this position, position requirements, application deadline and/or any other component of this position is subject to change or cancellation at any time.  Advertised: Nov 28 2023 Pacific Standard Time  Applications close:  Closing Date/Time:
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         Anticipated Vacancies for AY 23-24      Working Title    Community Desk Residential Coordinator     SF State    University     San Francisco State is an Equal Opportunity Employer and does not discriminate against persons on the basis of race, religion, color, ancestry, age, disability, genetic information, gender, gender identity, gender expression, marital status, medical condition, National origin, sex, sexual orientation, covered veteran status, or any other protected status. Reasonable accommodations will be provided for qualified applicants with disabilities who self-disclose by contacting the Senior Human Resources Manager.  Applicants may visit titleix.sfsu.edu for more information on SF State's policy prohibiting discrimination, and how to file an online report using the procedures under Executive Order 1096 Revised. Inquiries can be directed to the campus Title IX Coordinator and Discrimination, Harassment, and Retaliation Administrator by calling (415) 338-2032 or emailing vpsaem@sfsu.edu.  San Francisco State is a 100% Smoke/Vapor-Free Campus. Smoking or Vaping of any tobacco/plant-based substance is not permitted on any University properties.  The person holding this position may be considered a "mandated reporter" under the California Child Abuse and Neglect Reporting Act and is required to comply with the requirements set forth in CSU Executive Order 1083 as a condition of employment.  This position may be a "designated position" in the California State University's Conflict of Interest Code. The successful candidate accepting this position may be required to file Conflict of Interest forms subject to the regulations of the Fair Political Practices Commission.      Department     Residential Life    Appointment Type    This is a one year probationary position.     Time Base     Full-Time (1.0)     Work Schedule     Monday-Friday 9AM to 12 Noon and 1PM to 6PM; may work weekends and non-traditional hours, and is required to participate in after-hours response rotation which directly responds to student crisis and emergency situations as well as providing consult, advice, and direction to the student leader on call team members.    Anticipated Hiring Range    $3,505.00 - $3,666.00 Per Month ($42,060.00 - $43,992.00 Annually)   Salary is commensurate with experience.    Position Summary    Under the direct supervision of the Assistant Directors of Residential Education (First Year Experience or Continuing Students & Retention), and lead by the Area Coordinator, the Community Desk Residential Coordinator (CDRC) is a full-time, live-in position that oversees the Community Desk operations in a specific community. CDRCs assist in the overall design, implementation, and daily administration of the Residential Education program for a specific residential community. Populations of these communities vary and can be in excess of 1200 residents.   Lead and reporting to the Area Coordinator, the incumbent is responsible for the implementation of the community desk program at a community desk as well as the overall Residential Life and Housing programs. The incumbent supports the daily administration of the residential community (assignments, room inventory, Move-in/Move-Out processes, occupancy, etc.); assists in addressing student behavior concerns; assists in the development of the educational and social program offerings within the community; advises Hall Government and/or other residential student organizations; actively responds to crisis, student wellness, and emergency issues within the residential community; and serves on department committees.     Position Information      Community Desk Oversight       Administrative Functions    Coordinate residence hall community desk operations for 1- 3 assigned buildings.   Recruit, hire, and train a team of student assistants.   Create and manage the community desk schedule including trouble shooting open/missed shifts.   Responsible for customer service and desk operations for the assigned buildings.   Oversee and approve timesheet processing for student assistants to ensure information is accurate and submitted in a timely manner.   Manage and oversee logging/accountability of mail and packages to meet all federal, state, University and department laws, policies, and guidelines.   Maintain communication with team members through electronic communication, phone calls, and posted information.       Process Management    Assist in the opening and closing of the residence halls.   Coordinate with team members to create resident check-in packets ahead of move-in, interim periods, and summer sessions.   Work in cooperation with HDCS and residential life neighborhood team members on the prompt and correct processing of students who may be checking into or out of housing   Manage student room/mail key processes including key audits and lock changes/requests.   Maintain records of lock-out and key processing requests and prepare billings accordingly.   Ensure that desk operations smoothly transition to and from the summer sessions.       General Desk Related Functions    Respond appropriately to hall emergencies and provide support and follow-up to staff as needed.   Keep supervisor apprised with community, resident, and facility issues.   Work in cooperation with neighbor teams to adequately resource the desk with supplies and equipment throughout the academic year.   Develop a system for maintaining cleanliness and organized resources at ALL times at the community desk           Supervision and Leadership       Supervision    Plan, direct, supervise and evaluate the Residential Life student team members according to the objectives established for the department.   Assist with interpretation and implementation of Residential Life; Housing, Dining, & Conference Services; and University policies and procedures.   Assist with recruitment, selection, placement, evaluation, and personnel administration for area Residential Life professional/full-time and student team members.   Maintain consistent contact with Area Coordinators as it relates to student team member duties, behavior, etc.       Leadership    Develop and maintain relationships with campus units, liaisons and resources.   Participate in centralized planning efforts for Residential Life and Student Life.   Participate in departmental and cabinet-wide training and development activities.   Serve on departmental and division-wide committees as assigned.   Serve as an advisor for a residential student organization.           Residential Life Administration       Community Administration    Schedule and establish office hours that support team coaching   Oversee daily building administration, procedures, and operation, including opening and closing the buildings for the new academic year and break periods.   Maintain appropriate records and administrative files.   Complete appropriate forms and reports as assigned per department, division and campus policies.   Respond to emails, phone calls, and parent/faculty concerns in a timely manner. When appropriate refer issue to appropriate personnel.   Maintain financial records and budgets for designated community, including the purchasing of supplies using a University-issued Purchase Card (P-Card) and timely reconciliation of these purchases.       Community Development    Consult with Area Coordinators regarding desk operations to ensure compliance with University policies and procedures.   Maintain records and reports for all community desk related activities.       Department Administration    Communicate weekly with Residential Life professional staff via regular meetings, memoranda, email, and personal contact.   Attend department trainings, team development, evaluation, and professional recruitment activities   Attend all major Housing and/or University events as assigned (Move-in/Closing, GatorFest, SAEM Town Hall Meetings, etc.)           Student Behavior and Student Conduct       Afterhours    Serve in professional on-call rotation. This position requires working variable hours, including late night and early morning hours as situations dictate, as well as when needed in an emergency response capacity. The Residential Education Coordinator, in conjunction with other professional Residential Education staff members, alternate responsibility for on-call coverage.       Campus Safety    Ensure that safety and security procedures are established and maintained.       Student Rights & Responsibilities    Review reports (incident, morning, etc.) daily for clarity, policy interpretation, and response   Adjudicate conduct violations specific to community desk operations within designated area and timeframe; implement follow-through and disciplinary sanctions including recommendations to terminate housing license agreements, through an education-based behavioral review process.   Maintain confidential conduct records as defined by FERPA, Clery, Title IX, and Cal State Executive orders.   Ensure student rights and voices are upheld within the review, investigation, decision, and appeal processes.   Consult with Area Coordinator or department leadership regarding a typical student behavior, patterns of concern, lack of follow through, or regarding student medical, physical, and mental health issues.            Other Duties as Assigned     Minimum Qualifications     Knowledge and Abilities : General knowledge of the personal and social problems typically encountered by college students; working knowledge of group dynamics and needs; working knowledge of managerial techniques, personnel practices, and inventory control.   Ability to establish and maintain cooperative working relationships with students and others; relate to the present-day population of college students; deal with the personal and social problems of students; keep records and accounts and make reports; select, train, lead, and evaluate student assistants and staff; analyze emergency situations accurately and take prompt action; prepare concise reports; develop, organize, and implement residence programs; read and write at a level appropriate to the duties of the position; and perform mathematical calculations where required.    Experience : Equivalent to two years of experience coordinating or directing college-level group activities including one year directing a dormitory complex which has provided a wide exposure to student group problems and able to demonstrate possession of the knowledge and abilities listed above.   One year of job-related non-paid experience may be substituted for the one year of general experience required.    Preferred Qualifications        Due to the responsibilities and nature of this position our preferred qualifications that will lead to the succeed in this role include:    Master’s degree in College Student Personnel, Counseling, Higher Education or related field.   At least one year of experience in working with college-aged students.   At least one year of experience supervising desk operations or customer service initiatives.    Experience with scheduling software and/or payroll software       Demonstrated ability to perform administrative tasks.   Demonstrated ability to develop and carry-out successful programming for a residential community, or equivalent.       Core Competencies - embody the following competencies:   Bias toward collaboration and teamwork.   Effective communication skills across a variety of venues.   Customer/Client Focus with an emphasis in problem solving and resolution.   Personal effectiveness and credibility as demonstrated by interpersonal and professional confidence.   Diversity and inclusion.        Environmental/Physical/Special    This position is required to live on campus and participate in the after-hours response rotation which directly responds to student crisis and emergency situations as well as providing consult, advice, and direction to the student leader on call team members. The incumbent works a 40-hour work week with varied shifts and times, including some evenings, weekends, and non-traditional hours. The incumbent is provided a meal plan with a minimum of 5 and maximum of 10 meals per week in City Eats Dining Center. The incumbent is expected to interact and engage in conversation with residents as part of the meal plan. The incumbent must be able to competently interact with a culturally and ethnically diverse population of students, faculty and staff.   Must be able to competently interact with a culturally and ethnically diverse population of students, faculty and staff.     Required License/Certification    Mental Health Certification | Incumbents should be certified or obtain certification within their first year in mental health support and services through: • Mental Health First Aid Organization • Another reputable organization approved by the department   California Driver’s License | If incumbent is expected and approved to travel for business, a valid California driver’s license may be expected to be maintained.    Pre-Employment Requirements    This position requires the successful completion of a background check.    Eligibility to Work    Applicants must be able to provide proof of US Citizenship or authorization to work in the United States, within three business days from their date of hire.    Benefits    Threaded through our Total Compensation package is a commitment to Bridging Life's Transitions. SF State is committed to providing our employees with a comprehensive program that rewards efforts that are appreciated by your colleagues, students and the customers we serve.  We offer a competitive compensation package that includes Medical, Dental, Vision, Pension, 401k, Healthcare Savings Account, Life Insurance, Disability Insurance, Vacation and Sick Leave as well as State Holidays and a dynamic Fee Waiver program, all geared towards the University's commitment to attract, motivate and retain our employee.    Employment Requirement    CSU requires faculty, staff, and students who are accessing campus facilities to be immunized against COVID-19 or declare a medical or religious exemption from doing so. Any candidates advanced in a currently open search process should be prepared to comply with this requirement. The systemwide policy can be found at https://calstate.policystat.com/policy/9779821/latest/ and questions may be sent to hr@campus.edu .    CSUEU Position     Eligible and qualified on-campus applicants, currently in bargaining units 2, 5, 7, and 9 are given hiring preference.    Additional Information      SF STATE IS NOT A SPONSORING AGENCY FOR STAFF OR MANAGEMENT POSITIONS. (i.e. H1-B VISAS).     Thank you for your interest in employment with California State University (CSU). CSU is a state entity whose business operations reside within the State of California. Because of this, CSU prohibits hiring employees to perform CSU-related work outside of California with very limited exception. While this position may be eligible for occasional telework, all work is expected to be performed in the state of California, and this position is assigned to on-campus operations.   The Human Resources office is open Mondays through Fridays from 8 a.m. to 5 p.m., and can be reached at (415) 338-1872.   Please note that this position, position requirements, application deadline and/or any other component of this position is subject to change or cancellation at any time.  Advertised: Nov 28 2023 Pacific Standard Time  Applications close:  Closing Date/Time:
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             *This is for anticipated recruitment for the 2024/2025 Academic Year*     Working Title    Area Coordinator     SF State    University     San Francisco State is an Equal Opportunity Employer and does not discriminate against persons on the basis of race, religion, color, ancestry, age, disability, genetic information, gender, gender identity, gender expression, marital status, medical condition, National origin, sex, sexual orientation, covered veteran status, or any other protected status. Reasonable accommodations will be provided for qualified applicants with disabilities who self-disclose by contacting the Senior Human Resources Manager.  Applicants may visit titleix.sfsu.edu for more information on SF State's policy prohibiting discrimination, and how to file an online report using the procedures under Executive Order 1096 Revised. Inquiries can be directed to the campus Title IX Coordinator and Discrimination, Harassment, and Retaliation Administrator by calling (415) 338-2032 or emailing vpsaem@sfsu.edu.  San Francisco State is a 100% Smoke/Vapor-Free Campus. Smoking or Vaping of any tobacco/plant-based substance is not permitted on any University properties.  The person holding this position may be considered a "mandated reporter" under the California Child Abuse and Neglect Reporting Act and is required to comply with the requirements set forth in CSU Executive Order 1083 as a condition of employment.  This position may be a "designated position" in the California State University's Conflict of Interest Code. The successful candidate accepting this position may be required to file Conflict of Interest forms subject to the regulations of the Fair Political Practices Commission.      Department     Residential Life    Appointment Type    This is a one-year probationary position.     Time Base     Full-Time (1.0)     Work Schedule     Monday - Friday 9:00 a.m. to 12 Noon and 1:00 p.m. to 6:00 p.m.; may work weekends and non-traditional hours, and is required to participate in after-hours response rotation which directly responds to student crisis and emergency situations as well as providing consult, advice, and direction to the student leader on call team members.    Anticipated Hiring Range    $5,076.00 - $5,807.00 Per Month ($60,912.00 - $69,684.00 Annually)   Salary is commensurate with experience.    Position Summary    Under the direct supervision of the Associate Director of Residential Education & Leadership, the Area Coordinator is a full-time, live-in position that assists in the overall design, implementation, and daily administration of the Residential Life program for a specific residential community. Populations of these communities vary and can be in excess of 1200 residents. The Area Coordinator performs a wide variety of generally complex Student Services Professional work in the coordination and implementation of the Residential Education program as well as the overall Residential Life and Housing programs. The incumbent is responsible for the following areas in their specific residential community: case management centering around student behavior, supervision and leadership, community development and student success. In addition the Area Coordinator assists in the overall development and implementation of the Residential Life and Student Housing programs.     Position Information      Case Management and Student Behavior       General    Utilize student behavior software as trained and directed.   Ensure responsiveness to timelines and ongoing updates   Work collaboratively with other units engaged in supporting students   Communicate concerns, recommendations, and       Case Management    Serve in a case manager role to identify, assess, and address student concerns and crisis.   Advocate for and support students’ needs in a conscientious, appropriate, and timely manner   Be available to address day-to-day resident concerns within respective residential community, as needed, and available to students while in their residence.   Provide support to residents experiencing academic difficulties and/or personal problems in areas such as: sexuality, eating disorders, interpersonal relationships, and adjusting to college. When necessary, refer students to appropriate university and/or community resources.    Consult with Residential Life professional staff about student medical, physical, and mental health issues.   Consult and collaborate with other university units regarding student behavior as appropriate.   Refer students to appropriate resources as necessary   Review regularly and resolve or reaffirm student caseloads each semester.       Student Rights and Responsibilities    Oversee the implementation of University policy, Residential Life Community Living Standards, and Student Housing License Agreement, as well as provide and/or coordinate support for students as directed by University Action Care Team members.    Ensure student rights and voices are upheld within the review, investigation, decision, and appeal processes.   Effectively inform residents within the designated community or neighborhood of Federal, State, Local, University, and residential community policies and regulations.   Resolve community related issues (roommate conflict, community respect, etc.) utilizing interpersonal, fact gathering, and analytical skills to determine severity of the situation and provide necessary steps and resources available to resolve the situation.   Consult with Residential Life professional staff about matters relating to student conduct within the residential community setting, and discuss alternatives for handling problems.   Adjudicate conduct violations within designated area and timeframe; implement follow-through and disciplinary sanctions including recommendations to terminate housing license agreements, through an education-based conduct process.   In a timely manner, meet with residents who have allegedly violated residential community regulations and implement appropriate residential conduct action as approved by the Conduct Coordinator and Assistant Director of Conduct and Support Services.    Maintain confidential conduct records as defined by FERPA, Clery, Title IX, and Cal State Executive orders.   Provide Residential Life Leadership Team member with timely and appropriate information as it relates to residents experiencing challenges.   Review regularly and resolve or reaffirm student caseloads each month       Campus Safety: Ensure that safety and security procedures are established and maintained.   Afterhours: Serve in professional on-call rotation. This position requires working variable hours, including late night and early morning hours as situations dictate, as well as when needed in an emergency response capacity. The Area Coordinator, in conjunction with other professional Residential Education staff members, alternate responsibility for on-call coverage.       Lead Work, Oversight and Leadership       Lead Work    Plan, lead, and oversee the Residential Coordinators and/or Assistant Residential Coordinators according to the objectives established for the department.   Play an active role in the development, assignment of work, and performance evaluation of Residential Coordinators.       General Oversight    Indirectly oversee residential life compensated student leaders according to the objectives established for the department.   Assist with recruitment, selection, placement, evaluation, and personnel administration for area residential life compensated student leaders.   Assist in the development and implementation of a training program which is well-organized, relevant to best and promising practices in the field of higher education, and preparing student leaders for their positions.         Leadership    Provide opportunities for student leadership development within designated community and within the residential community.   Serve as an advisor for a residential student organization (RHA, Hall Government, etc.)           Residential and Student Life       Administration    Train, develop, and evaluate the overall student services and support within the community through the work of the Residential Coordinators.   Participate in centralized planning efforts for Residential Life and Student Life.   Oversee daily building administration, procedures, and operation, including opening and closing the buildings for the new academic year and break periods.   Maintain appropriate records and administrative files.   Complete appropriate forms and reports as assigned per department, division and campus policies.   As necessary, negotiate room changes during the academic year. In a timely manner notify appropriate personnel of such changes.    Respond to emails, phone calls, and parent/faculty concerns in a timely manner. When appropriate refer issue to appropriate personnel.   Maintain financial records and budgets for designated community, including the purchasing of supplies using a University-issued Purchase Card (P-Card) and timely reconciliation of these purchases.       Assessment    Assess student needs at the beginning of each semester   Support student leader and department assessment   Assist in the development of an evidence-based culture of decision making and goal setting       Education & Engagement    Plan, Implement, and Evaluate a student life engagement program which includes academic, social justice, wellness programs as well as a semester plan for intentional interactions with student leaders and their respective residents.   Assist with interpretation and implementation of Residential Life, Student Housing, and University policies and procedures.   Serve as an appropriate role model in regards to the Residential Life and Student Housing regulations and guidelines.   In accordance to the standards of the University Conflict of Interest policy, facilitate programming purchases as needed.   Support, attend, and participate in departmental and division wide programs and initiatives (e.g. GatorFest, Gator Days, and other community wide programs etc.).       General    Chair or serve on Departmental committees as assigned.   Serve on Divisional, and University committees as assigned.   Attend meetings and training sessions before the start of each semester.   Establish and maintain productive and effective, inclusive working relationships amongst residents and campus community.           Community Development and Student Success       Community Engagement    Consult and collaborate with campus partners on the creation and delivery of programs and services to students.   Assist student members, in developing and implementing community-wide educational, social, and recreational event programming.        Academic Support    Create and maintain a living/learning environment that helps students connect with peers, promotes academic support, sleep, basic needs, and overall wellness.   Oversee implementation of Living Learning Community and Special Interest Housing within your residential area.   Assistant the Academic Success Coordinator in the implementation of student success initiatives throughout your residential community.       Social Justice    Develop a multicultural community that promotes an atmosphere of appreciation, understanding, and acceptance of individual differences and lifestyles regardless of physical abilities, race, ethnicity, sexual orientation, religion, age, gender or political affiliation.    Make conscious efforts to create a sense of inclusion for students within the residential community who are members of a target group.    Include in staff training programs at least one session per semester which address the issues of diversity.            Other Duties as Assigned     Minimum Qualifications    Knowledge and Abilities: Working knowledge of the practices, procedures and activities of the program to which assigned; general knowledge of the methods and problems of organizational and program management. General knowledge of research and interview techniques; and of the principles of individual and group behavior.   Ability to interpret and apply program rules and regulations; use initiative and resourcefulness in planning work assignments and in implementing long-range program improvements; obtain factual and interpretative information through interviews; reason logically; collect, compile, analyze and evaluate data and make verbal or written presentations based on these data; advise students individually and in groups on routine matters where required; recognize multicultural, multisexed and multi-aged value systems and work accordingly; establish and maintain cooperative working relationships with faculty, CSU administrators, student organizations, private and public agencies and others in committee work, and student advising and community contacts; and, rapidly acquire a general knowledge of the overall operation, functions and programs of the campus to which assigned. Demonstrated ability to make decisions and carry through actions having implications with regard to other program or service areas Services Office.   Experience: Possession of these knowledge and abilities is typically demonstrated through the equivalent of two years of professional experience in one of the student services program areas or in a related field; experience should give evidence of competence and indicate the potential for further growth. A master’s degree in a job-related field may be substituted for one year of the professional experience.   Education: Equivalent to graduation from a four-year college or university in one of the behavioral sciences, public or business administration or a job-related field. Additional specialized experience during which the applicant has acquired and successfully applied the knowledge and abilities shown above may be substituted for the required education on a year-for-year basis.    Preferred Qualifications   Due to the responsibilities and nature of this position, preferred qualification that will lead to success in this role include:     Master’s Degree in Higher Education Administration, Student Affairs, or related field; and   At least 2 years of post-master’s degree experience in Residential Life, Housing, or related student services position.      Required License/Certification    Mental Health Certification: Incumbents should be certified or obtain certification within their first year in mental   health support and services through:     Mental Health First Aid Organization   Another reputable organization approved by the department     California Driver’s License: If incumbent is expected and approved to travel for business, a valid California driver’s   license may be expected to be maintained.   Special Working Conditions    This position is required to live on campus and participate in the after-hours response rotation which directly responds to student crisis and emergency situations as well as providing consult, advice, and direction to the student leader on call team members. The incumbent works a 40-hour work week with varied shifts and times, including some evenings, weekends, and non-traditional hours. The incumbent is provided a meal plan with a minimum of 5 and maximum of 10 meals per week in City Eats Dining Center. The incumbent is expected to interact and engage in conversation with residents as part of the meal plan. The incumbent must be able to competently interact with a culturally and ethnically diverse population of students, faculty and staff.   Must be able to competently interact with a culturally and ethnically diverse population of students, faculty and staff.    Pre-Employment Requirements    This position requires the successful completion of a background check.    Eligibility to Work    Applicants must be able to provide proof of US Citizenship or authorization to work in the United States, within three business days from their date of hire.    Benefits    Threaded through our Total Compensation package is a commitment to Bridging Life's Transitions. SF State is committed to providing our employees with a comprehensive program that rewards efforts that are appreciated by your colleagues, students and the customers we serve.  We offer a competitive compensation package that includes Medical, Dental, Vision, Pension, 401k, Healthcare Savings Account, Life Insurance, Disability Insurance, Vacation and Sick Leave as well as State Holidays and a dynamic Fee Waiver program, all geared towards the University's commitment to attract, motivate and retain our employee.    Additional Information      SF STATE IS NOT A SPONSORING AGENCY FOR STAFF OR MANAGEMENT POSITIONS. (i.e. H1-B VISAS).     Thank you for your interest in employment with California State University (CSU). CSU is a state entity whose business operations reside within the State of California. Because of this, CSU prohibits hiring employees to perform CSU-related work outside of California with very limited exception. While this position may be eligible for occasional telework, all work is expected to be performed in the state of California, and this position is assigned to on-campus operations.   CSU strongly encourages faculty, staff, and students who are accessing campus facilities to be immunized against COVID-19 or declare a medical or religious exemption from doing so. Any candidates advanced in a currently open search process are encouraged to comply with this requirement. The systemwide policy can be found at https://calstate.policystat.com/policy/9779821/latest/ and questions may be sent to hr@campus.edu.   The Human Resources office is open Mondays through Fridays from 8 a.m. to 5 p.m., and can be reached at (415) 338-1872.   Please note that this position, position requirements, application deadline and/or any other component of this position is subject to change or cancellation at any time.  Advertised: Apr 02 2024 Pacific Daylight Time  Applications close:  Closing Date/Time:
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         *This is for anticipated recruitment for the 2024/2025 Academic Year*     Working Title    Area Coordinator     SF State    University     San Francisco State is an Equal Opportunity Employer and does not discriminate against persons on the basis of race, religion, color, ancestry, age, disability, genetic information, gender, gender identity, gender expression, marital status, medical condition, National origin, sex, sexual orientation, covered veteran status, or any other protected status. Reasonable accommodations will be provided for qualified applicants with disabilities who self-disclose by contacting the Senior Human Resources Manager.  Applicants may visit titleix.sfsu.edu for more information on SF State's policy prohibiting discrimination, and how to file an online report using the procedures under Executive Order 1096 Revised. Inquiries can be directed to the campus Title IX Coordinator and Discrimination, Harassment, and Retaliation Administrator by calling (415) 338-2032 or emailing vpsaem@sfsu.edu.  San Francisco State is a 100% Smoke/Vapor-Free Campus. Smoking or Vaping of any tobacco/plant-based substance is not permitted on any University properties.  The person holding this position may be considered a "mandated reporter" under the California Child Abuse and Neglect Reporting Act and is required to comply with the requirements set forth in CSU Executive Order 1083 as a condition of employment.  This position may be a "designated position" in the California State University's Conflict of Interest Code. The successful candidate accepting this position may be required to file Conflict of Interest forms subject to the regulations of the Fair Political Practices Commission.      Department     Residential Life    Appointment Type    This is a one-year probationary position.     Time Base     Full-Time (1.0)     Work Schedule     Monday - Friday 9:00 a.m. to 12 Noon and 1:00 p.m. to 6:00 p.m.; may work weekends and non-traditional hours, and is required to participate in after-hours response rotation which directly responds to student crisis and emergency situations as well as providing consult, advice, and direction to the student leader on call team members.    Anticipated Hiring Range    $5,076.00 - $5,807.00 Per Month ($60,912.00 - $69,684.00 Annually)   Salary is commensurate with experience.    Position Summary    Under the direct supervision of the Associate Director of Residential Education & Leadership, the Area Coordinator is a full-time, live-in position that assists in the overall design, implementation, and daily administration of the Residential Life program for a specific residential community. Populations of these communities vary and can be in excess of 1200 residents. The Area Coordinator performs a wide variety of generally complex Student Services Professional work in the coordination and implementation of the Residential Education program as well as the overall Residential Life and Housing programs. The incumbent is responsible for the following areas in their specific residential community: case management centering around student behavior, supervision and leadership, community development and student success. In addition the Area Coordinator assists in the overall development and implementation of the Residential Life and Student Housing programs.     Position Information      Case Management and Student Behavior       General    Utilize student behavior software as trained and directed.   Ensure responsiveness to timelines and ongoing updates   Work collaboratively with other units engaged in supporting students   Communicate concerns, recommendations, and       Case Management    Serve in a case manager role to identify, assess, and address student concerns and crisis.   Advocate for and support students’ needs in a conscientious, appropriate, and timely manner   Be available to address day-to-day resident concerns within respective residential community, as needed, and available to students while in their residence.   Provide support to residents experiencing academic difficulties and/or personal problems in areas such as: sexuality, eating disorders, interpersonal relationships, and adjusting to college. When necessary, refer students to appropriate university and/or community resources.    Consult with Residential Life professional staff about student medical, physical, and mental health issues.   Consult and collaborate with other university units regarding student behavior as appropriate.   Refer students to appropriate resources as necessary   Review regularly and resolve or reaffirm student caseloads each semester.       Student Rights and Responsibilities    Oversee the implementation of University policy, Residential Life Community Living Standards, and Student Housing License Agreement, as well as provide and/or coordinate support for students as directed by University Action Care Team members.    Ensure student rights and voices are upheld within the review, investigation, decision, and appeal processes.   Effectively inform residents within the designated community or neighborhood of Federal, State, Local, University, and residential community policies and regulations.   Resolve community related issues (roommate conflict, community respect, etc.) utilizing interpersonal, fact gathering, and analytical skills to determine severity of the situation and provide necessary steps and resources available to resolve the situation.   Consult with Residential Life professional staff about matters relating to student conduct within the residential community setting, and discuss alternatives for handling problems.   Adjudicate conduct violations within designated area and timeframe; implement follow-through and disciplinary sanctions including recommendations to terminate housing license agreements, through an education-based conduct process.   In a timely manner, meet with residents who have allegedly violated residential community regulations and implement appropriate residential conduct action as approved by the Conduct Coordinator and Assistant Director of Conduct and Support Services.    Maintain confidential conduct records as defined by FERPA, Clery, Title IX, and Cal State Executive orders.   Provide Residential Life Leadership Team member with timely and appropriate information as it relates to residents experiencing challenges.   Review regularly and resolve or reaffirm student caseloads each month       Campus Safety: Ensure that safety and security procedures are established and maintained.   Afterhours: Serve in professional on-call rotation. This position requires working variable hours, including late night and early morning hours as situations dictate, as well as when needed in an emergency response capacity. The Area Coordinator, in conjunction with other professional Residential Education staff members, alternate responsibility for on-call coverage.       Lead Work, Oversight and Leadership       Lead Work    Plan, lead, and oversee the Residential Coordinators and/or Assistant Residential Coordinators according to the objectives established for the department.   Play an active role in the development, assignment of work, and performance evaluation of Residential Coordinators.       General Oversight    Indirectly oversee residential life compensated student leaders according to the objectives established for the department.   Assist with recruitment, selection, placement, evaluation, and personnel administration for area residential life compensated student leaders.   Assist in the development and implementation of a training program which is well-organized, relevant to best and promising practices in the field of higher education, and preparing student leaders for their positions.         Leadership    Provide opportunities for student leadership development within designated community and within the residential community.   Serve as an advisor for a residential student organization (RHA, Hall Government, etc.)           Residential and Student Life       Administration    Train, develop, and evaluate the overall student services and support within the community through the work of the Residential Coordinators.   Participate in centralized planning efforts for Residential Life and Student Life.   Oversee daily building administration, procedures, and operation, including opening and closing the buildings for the new academic year and break periods.   Maintain appropriate records and administrative files.   Complete appropriate forms and reports as assigned per department, division and campus policies.   As necessary, negotiate room changes during the academic year. In a timely manner notify appropriate personnel of such changes.    Respond to emails, phone calls, and parent/faculty concerns in a timely manner. When appropriate refer issue to appropriate personnel.   Maintain financial records and budgets for designated community, including the purchasing of supplies using a University-issued Purchase Card (P-Card) and timely reconciliation of these purchases.       Assessment    Assess student needs at the beginning of each semester   Support student leader and department assessment   Assist in the development of an evidence-based culture of decision making and goal setting       Education & Engagement    Plan, Implement, and Evaluate a student life engagement program which includes academic, social justice, wellness programs as well as a semester plan for intentional interactions with student leaders and their respective residents.   Assist with interpretation and implementation of Residential Life, Student Housing, and University policies and procedures.   Serve as an appropriate role model in regards to the Residential Life and Student Housing regulations and guidelines.   In accordance to the standards of the University Conflict of Interest policy, facilitate programming purchases as needed.   Support, attend, and participate in departmental and division wide programs and initiatives (e.g. GatorFest, Gator Days, and other community wide programs etc.).       General    Chair or serve on Departmental committees as assigned.   Serve on Divisional, and University committees as assigned.   Attend meetings and training sessions before the start of each semester.   Establish and maintain productive and effective, inclusive working relationships amongst residents and campus community.           Community Development and Student Success       Community Engagement    Consult and collaborate with campus partners on the creation and delivery of programs and services to students.   Assist student members, in developing and implementing community-wide educational, social, and recreational event programming.        Academic Support    Create and maintain a living/learning environment that helps students connect with peers, promotes academic support, sleep, basic needs, and overall wellness.   Oversee implementation of Living Learning Community and Special Interest Housing within your residential area.   Assistant the Academic Success Coordinator in the implementation of student success initiatives throughout your residential community.       Social Justice    Develop a multicultural community that promotes an atmosphere of appreciation, understanding, and acceptance of individual differences and lifestyles regardless of physical abilities, race, ethnicity, sexual orientation, religion, age, gender or political affiliation.    Make conscious efforts to create a sense of inclusion for students within the residential community who are members of a target group.    Include in staff training programs at least one session per semester which address the issues of diversity.            Other Duties as Assigned     Minimum Qualifications    Knowledge and Abilities: Working knowledge of the practices, procedures and activities of the program to which assigned; general knowledge of the methods and problems of organizational and program management. General knowledge of research and interview techniques; and of the principles of individual and group behavior.   Ability to interpret and apply program rules and regulations; use initiative and resourcefulness in planning work assignments and in implementing long-range program improvements; obtain factual and interpretative information through interviews; reason logically; collect, compile, analyze and evaluate data and make verbal or written presentations based on these data; advise students individually and in groups on routine matters where required; recognize multicultural, multisexed and multi-aged value systems and work accordingly; establish and maintain cooperative working relationships with faculty, CSU administrators, student organizations, private and public agencies and others in committee work, and student advising and community contacts; and, rapidly acquire a general knowledge of the overall operation, functions and programs of the campus to which assigned. Demonstrated ability to make decisions and carry through actions having implications with regard to other program or service areas Services Office.   Experience: Possession of these knowledge and abilities is typically demonstrated through the equivalent of two years of professional experience in one of the student services program areas or in a related field; experience should give evidence of competence and indicate the potential for further growth. A master’s degree in a job-related field may be substituted for one year of the professional experience.   Education: Equivalent to graduation from a four-year college or university in one of the behavioral sciences, public or business administration or a job-related field. Additional specialized experience during which the applicant has acquired and successfully applied the knowledge and abilities shown above may be substituted for the required education on a year-for-year basis.    Preferred Qualifications   Due to the responsibilities and nature of this position, preferred qualification that will lead to success in this role include:     Master’s Degree in Higher Education Administration, Student Affairs, or related field; and   At least 2 years of post-master’s degree experience in Residential Life, Housing, or related student services position.      Required License/Certification    Mental Health Certification: Incumbents should be certified or obtain certification within their first year in mental   health support and services through:     Mental Health First Aid Organization   Another reputable organization approved by the department     California Driver’s License: If incumbent is expected and approved to travel for business, a valid California driver’s   license may be expected to be maintained.   Special Working Conditions    This position is required to live on campus and participate in the after-hours response rotation which directly responds to student crisis and emergency situations as well as providing consult, advice, and direction to the student leader on call team members. The incumbent works a 40-hour work week with varied shifts and times, including some evenings, weekends, and non-traditional hours. The incumbent is provided a meal plan with a minimum of 5 and maximum of 10 meals per week in City Eats Dining Center. The incumbent is expected to interact and engage in conversation with residents as part of the meal plan. The incumbent must be able to competently interact with a culturally and ethnically diverse population of students, faculty and staff.   Must be able to competently interact with a culturally and ethnically diverse population of students, faculty and staff.    Pre-Employment Requirements    This position requires the successful completion of a background check.    Eligibility to Work    Applicants must be able to provide proof of US Citizenship or authorization to work in the United States, within three business days from their date of hire.    Benefits    Threaded through our Total Compensation package is a commitment to Bridging Life's Transitions. SF State is committed to providing our employees with a comprehensive program that rewards efforts that are appreciated by your colleagues, students and the customers we serve.  We offer a competitive compensation package that includes Medical, Dental, Vision, Pension, 401k, Healthcare Savings Account, Life Insurance, Disability Insurance, Vacation and Sick Leave as well as State Holidays and a dynamic Fee Waiver program, all geared towards the University's commitment to attract, motivate and retain our employee.    Additional Information      SF STATE IS NOT A SPONSORING AGENCY FOR STAFF OR MANAGEMENT POSITIONS. (i.e. H1-B VISAS).     Thank you for your interest in employment with California State University (CSU). CSU is a state entity whose business operations reside within the State of California. Because of this, CSU prohibits hiring employees to perform CSU-related work outside of California with very limited exception. While this position may be eligible for occasional telework, all work is expected to be performed in the state of California, and this position is assigned to on-campus operations.   CSU strongly encourages faculty, staff, and students who are accessing campus facilities to be immunized against COVID-19 or declare a medical or religious exemption from doing so. Any candidates advanced in a currently open search process are encouraged to comply with this requirement. The systemwide policy can be found at https://calstate.policystat.com/policy/9779821/latest/ and questions may be sent to hr@campus.edu.   The Human Resources office is open Mondays through Fridays from 8 a.m. to 5 p.m., and can be reached at (415) 338-1872.   Please note that this position, position requirements, application deadline and/or any other component of this position is subject to change or cancellation at any time.  Advertised: Apr 02 2024 Pacific Daylight Time  Applications close:  Closing Date/Time:
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