Midpeninsula Regional Open Space District

OPERATIONS MANAGER
DEFINITION

Under administrative direction, plans, organizeanages, and oversees all functions and activifiiseo
Operations Department, including ranger patrol anfbrcement activities, construction, modification,
maintenance, and repair of District lands and itéesl, and resources management; coordinates askign
activities with and fosters cooperative workingatelnships among other District departments, &f&i
outside agencies, and the public; provides higagponsible and complex professional assistandaeto t
General Manager in areas of expertise; and perfoetated work as required.

SUPERVISION RECEIVED AND EXERCISED

Receives administrative direction from the Gendfahager. The work provides for a wide variety of
independent decision-making, within legal and geh@olicy and regulatory guidelines. Exercises
general direction and supervision over managemenmpervisory, professional, technical, and
administrative support staff through subordinatele of management and supervision.

CLASSCHARACTERISTICS

This is a Department Manager classification tharsees, directs, and participates in all activitiethe
Operations Department, including short- and longit@lanning, development, and administration of
departmental policies, procedures, and servicéss dass provides assistance to the General Mairage
a variety of administrative, coordinative, analgticand liaison capacities. Successful performarfitee
work requires knowledge of public policy, Distriftinctions and activities, including the role of the
Board of Directors, and the ability to develop, me=, and implement projects and programs in &tyari
of areas. Responsibilities include coordinating Hctivities of the department with those of other
departments and outside agencies and managingvanseeing the complex and varied functions of the
department. The incumbent is accountable for aptishing departmental planning and operational
goals and objectives and for furthering Distriatsssion, goals, and objectives within general polic
guidelines.

EXAMPLES OF ESSENTIAL FUNCTIONS (lllustrative Only)

Management reserves the right to add, modify, change, or rescind the work assignments of different
positions and to make reasonable accommodations so that qualified employees can perform the essential
functions of the job.

» Assumes full management responsibility for all Giens Department programs, projects, services,
and activities; serves as Chief Law Enforcemenic@if Fire Suppression and Prevention Officer,
Medical Services Officer, and Search and Rescuiedffor the District.

» Develops, directs, and coordinates the implemantaif goals, objectives, policies, procedures, and
work standards for the department; establishedirwiDistrict policy, appropriate budget, service,
and staffing levels.

» Manages and participates in the development andnéstration of the department’s annual budget;
directs the forecast of additional funds needed saffing, consultants, contractors, equipment,
materials, and supplies; directs the monitoringuud approves expenditures; directs and implements
adjustments as necessary.
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Selects, trains, motivates, and directs departnparsonnel; evaluates and reviews work for
acceptability and conformance with department stedtg] including program and project priorities
and performance evaluations; works with employaeeperformance issues; implements discipline
and termination procedures; initiates and managesnial investigations; responds to staff questions
and concerns.

Contributes to the overall quality of the departiieerservice by developing, reviewing, and
implementing policies and procedures to meet leggqlirements and District needs; continuously
monitors and evaluates the efficiency and effeciss of service delivery methods and procedures;
assesses and monitors the distribution of workpsdpsystems, and internal reporting relationships;
identifies opportunities for improvement; diredie implementation of change.

Evaluates the need for and develops, plans, aretlatds for long-term operations, construction, and
maintenance programs; organizes available resofmcdbe maintenance, improvement, and repair
of District land, facilities, and equipment; congslestimates, contract provisions, and specifioatio
Reviews the designs, materials, and processes ggdpi connection with new construction or major
repairs for District land, facilities, and improvents; prepares and/or reviews policies for Board of
Director consideration.

Confers with planners, consultants, and outsid@ags, neighborhood and community groups, and
the general public in acquiring information and rhieation of encroachment, capital improvement
projects, and related matters; provides informategarding these matters.

Negotiates and administers mutual aid, radio dipag), and communications agreements with
outside agencies and organizations; meets withcé@eno ensure contract provisions and service
levels are met.

Oversees the development of consultant requestprigposals for professional services and the
advertising and bid processes; evaluates propasalsecommends project award; coordinates with
legal counsel to determine District needs and requénts for contractual services; negotiates
contracts and agreements and administers samexafhed.

Represents the department to other District deantsn Board of Directors, elected officials, and
outside agencies; explains and interprets depatéhprograms, policies, and activities; negotiates
and resolves significant and controversial issues.

Conducts a variety of departmental organizationadl @perational studies and investigations;
recommends modifications to programs, policies, @modedures as appropriate.

Participates in and makes presentations to thedBafabDirectors and a wide variety of committees,
boards, and commissions.

Attends and participates in professional group ingst stays abreast of new trends and innovations
in the field of patrol and enforcement, constructand maintenance of open space preserves, land,
structures, and related facilities, resource mamagé and other services as they relate to thes afea
assignment.

Maintains and directs the maintenance of working afficial departmental files.

Monitors changes in laws, regulations, and techmpolthat may affect District or departmental
operations; implements policy and procedural chargerequired.

Prepares, reviews, and presents staff reportspusanmanagement and information updates, and
reports on special projects as assigned by ther@eavanager.

Assists in the negotiation and implementation ofonncontracts; chairs meeting and conference
sessions to discuss draft procedures documents@ad problems; analyzes union proposals and
makes appropriate recommendations.

Maintains effective press and media relations;aadp to difficult and sensitive public inquiriesdan
complaints; recommends resolutions and alternatgemmendations.

Participates as a member of the management tearkswooperatively to address District issues,
ensures overall health of the organization, fosgeed communications between program staff, and
provides consistent and professional management.

Performs other duties as assigned.
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QUALIFICATIONS

Knowledge of:

>

Administrative principles and practices, includingoal setting, program development,
implementation, and evaluation, and supervisiostaff, either directly or through subordinate lesvel
of supervision.

» Public agency budget development, contract admitish, District-wide administrative practices,
and general principles of risk management relaigtd functions of the assigned area.

» Organizational and management practices as applietthe analysis and evaluation of projects,
programs, policies, procedures, and operationalsiee

» Principles and practices of public land managemamgn space and preserve maintenance, resource
management, and operations program developmenmnandgement and long-term construction and
maintenance planning and budgeting.

» Principles, practices, and procedures of park laforeement, fire suppression and prevention,
emergency medical response, and search and rescue.

» Local flora, fauna, cultural, and geological res@sr and methods and techniques of wild land
resource protection and restoration and Distrini$aand boundaries.

» Applicable Federal, State, and local laws, regujatmdes, ordinances, and procedures relevant to
assigned area of responsibility.

» Methods and techniques for the development of ptasens, contract negotiations, business
correspondence, and information distribution; resteaand reporting methods, techniques, and
procedures.

» Record keeping principles and procedures.

» Modern office practices, methods, and computerpgent and applications related to the work.

» English usage, grammar, spelling, vocabulary, amtation.

» Techniques for effectively representing the Distrin contacts with governmental agencies,
community groups, and various business, profeskicgducational, regulatory, and legislative
organizations.

» Techniques for providing a high level of customervice by effectively dealing with the public,
vendors, contractors, and District staff.

Ability to:

» Develop and implement goals, objectives, policgecedures, work standards, and internal controls
for the department and assigned program areas.

» Provide administrative and professional leaderahig direction for the department and the District.

» Prepare and administer large and complex budgétssate limited resources in a cost effective
manner.

» Interpret, apply, explain, and ensure complianch Wederal, State, and local policies, procedures,
laws, and regulations.

» Plan, organize, direct, and coordinate the workm@Enagement, supervisory, professional, and
technical personnel; delegate authority and resbpitins

» Select, train, motivate, and evaluate the workiaff and train staff in work procedures.

» Research, analyze, and evaluate new service delivethods, procedures, and techniques.

» Effectively administer special projects with cowtteal agreements and ensure compliance with

stipulations; effectively administer a variety gfavations programs and administrative activities.



Operations Manager
Page 4 of 5

» Conduct effective negotiations and effectively essgnt the District and the department in meetings
with governmental agencies, contractors, vendard, \@rious businesses, professional, regulatory,
and legislative organizations.

Prepare clear and concise reports, correspondpaliees, procedures, and other written materials.
Conduct complex research projects, evaluate aligasa make sound recommendations, and prepare
effective technical staff reports.

Establish and maintain a variety of filing, recé&ekping, and tracking systems.

Organize and prioritize a variety of projects andltiple tasks in an effective and timely manner;
organize own work, set priorities, and meet crittocae deadlines.

Operate modern office equipment including compugguipment and specialized software
applications programs.

Use English effectively to communicate in persorgrdhe telephone, and in writing.

Use tact, initiative, prudence, and independengijught within general policy, procedural, and legal
guidelines.

Establish, maintain, and foster positive and eiffectvorking relationships with those contactedhe t
course of work.
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Education and Experience:
Any combination of training and experience that would provide the required knowledge, skills, and
abilitiesis qualifying. A typical way to obtain the required qualifications would be:

Equivalent to graduation from an accredited fouaryeollege or university with major coursework in
park administration, resource management, law eafoent, natural sciences, or a related field aral fi
(5) years of management experience in the protectiperation, or maintenance of parks, open space,
forests, or public recreation areas and/or relgeilties.

Licenses and Certifications:

Possession of a valid California Driver’s License.

Possession of, or ability to obtain, a District epmed Law Enforcement Training certification.
Possession of a valid California Penal Code 83tficate, for appointment as a peace officer.
Possession of, or ability to obtain, a valid Preif@sal Rescuer Cardiopulmonary Resuscitation
(CPR) certification.

Possession of, or ability to obtain, a valid FRsisponder or equivalent certification.

Possession of, or ability to obtain, the level eftification in the Incident Command System courses
as specified under the National Incident ManagerBgatem (NIMS).

Possession of, or ability to obtain, a District eqpmed Fire Suppression Training certification.
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PHYSICAL DEMANDS

Must possess mobility to work in a standard offie¢ting and use standard office equipment, inclydin
computer, to operate a motor vehicle, and to vaitous District and meeting sites; vision to reaidted
materials and a computer screen; and hearing asgtbdo communicate in person, before groups, and
over the telephone. This is primarily a sedentidfice classification although standing in and viadk
between work areas may be required. Finger déxisrneeded to access, enter, and retrieve datg as
computer keyboard or calculator and to operatedstahoffice equipment. Positions in this clasaifion
occasionally bend, stoop, kneel, reach, push, adddpawers open and closed to retrieve and file
information. Employees must possess the abilitfiftp carry, push, and pull materials and objects
weighing up to 25 pounds.

ENVIRONMENTAL ELEMENTS




Operations Manager
Page 5 of 5

Employees work in an office environment with modenaoise levels, controlled temperature conditions,
and no direct exposure to hazardous physical suteta Employees may be exposed to blood and body
fluids when rendering First Aid and CPR. Employessy interact with upset staff and/or public and
private representatives in interpreting and enfagydepartmental policies and procedures.

EFFECTIVE: December 2011
REVISED: N/A
FLSA: Exempt



