NVWMA Executive Director – Job Description


DEFINITION

Under administrative direction of the Board of Directors, to be in charge of the operations, functions, and administrative affairs of the Authority; to represent the Board's policies and programs with employees, community organizations, and the general public; to review budget requests and make recommendations on final expenditure levels; to compose, review and oversee all existing and future contractual agreements; to be responsible for employer-employee relations; to be responsible for the development, maintenance, and improvement of Authority facilities and services; and to perform other job related duties as required.


DISTINGUISHING CHARACTERISTICS

This is the Chief Administrative Officer for the Authority.  The incumbent has overall responsibility for the functions and operations of the Authority under the direction of the Authority Board of Directors.  


REPORTS TO


Board of Directors.


CLASSIFICATIONS DIRECTLY SUPERVISED (To Be Determined)


EXAMPLES OF DUTIES

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 Chief Administrative Officer for the Napa-Vallejo Waste Management Authority; provides advice and consultation on the development of Authority services, functions, and policies; 
· coordinates the preparation of the agenda for Board of Director's meetings;
·  directs and conducts a variety of special studies and surveys to determine the effectiveness of Authority operations and services;
·  represents the Board's policies and programs to employees, community representatives, and other government agencies;
·  participates in joint cooperative efforts with other solid waste management and government agencies;
·  responsible for media and public relations information; directs and oversees staff in carrying out Authority policies and objectives and in providing efficient services;
·  oversees the development and administration of the operating and capital improvement budgets and plans; maintains awareness of current administrative practices and recommends changes which increase the efficiency and economy of Authority operations and services;
·  responsible for Authority personnel matters, including employment procedures, grievances, affirmative action, and employer-employee relations;
·  directs preparation of grant applications and grant administration; prepares leases and agreements with other agencies;
·  confers with developers and contractors as necessary;
·  serves as Authority representative before boards and commissions.


TYPICAL QUALIFICATIONS


Knowledge of: 

· Principles and practices of public administration, including administrative analysis, fiscal planning and control, and policy and program development.

· .
· Basic knowledge of integrated waste management practices and regulations and their application to Authority facilities.
· Laws, rules, ordinances, and legislative processes controlling  integrated waste management functions, programs, and operations.
· Organization, operations, and problems of joint-powers agencies and special public services Authorities.
· Principles of budget development and expenditure control, including capital improvement budgets.
· Knowledge and understanding of municipal financing, debt Administration  and regulatory requirements and compliance.

· Research and evaluation methodologies.
· Cost estimating and contract administration.
· Public personnel and employer-employee relations practices and legislation.
· Public and press relations.
· Principles of supervision, management, and general administration.

Skill to: 

· Plan, organize, direct, coordinate, and manage the functions and operations of a solid waste management organization to achieve efficient operations and meet service goals.

· Exercise leadership, authority, and management tactfully and effectively.
· Oversee and administer the Authority budgeting and fiscal control process.
· Collect and analyze data on a variety of technical, analytical, and administrative topics.
· Effectively organize and carry out public and media relations.
· Coordinate the preparation of Board agendas.
· Administer personnel and employer-employee relations programs.
· Oversee the development and improvement of Authority facilities and services.
· Provide advice and consultation to the Board of Directors on the development of regulations, policies, and programs.
· Communicate with the finance community concerning the Authority’s ability to manage its debt and other financial obligations.

· Communicate well during public presentations.
· Ensure prompt and proper responses to public concerns and complaints.
· Prepare comprehensive technical reports and recommendations.
· Effectively represent Authority policies, programs, and services with employees, contractors, representatives of other agencies, and the public.

· Establish and maintain cooperative working relationships.
Ability to:

· Work primarily in a standard office setting with some travel from site to site.

· Work in an outdoor field environment.

· Work and/or walk on various types of surfaces including slippery or uneven surfaces and rough terrain.

· Work extended hours including evenings and weekends.

· Stand or sit for prolonged periods of time.

· Occasionally stoop, bend, kneel, crouch, reach, and twist.

· Lift, carry, push, and/or pull light to moderate amounts of weight.

· Use repetitive hand movement and fine coordination including using a computer keyboard.

· Verbally communicate to exchange information.


Training and Experience:  

Any combination of training and experience which would likely provide the required knowledge and abilities is qualifying.  A typical way to obtain the required knowledge and abilities would be:

Broad and extensive work experience in a management or administrative position in a private or public agency responsible for integrated waste management; at a minimum, background to include, five years of management and administrative experience in a position responsible for the formulation and implementation of programs, budgets, and administrative operations.

Education:
Graduation from an accredited four-year college or university.

Special Requirements:

Possession of a current and valid California Driver's License issued by the State Department of Motor Vehicles and the ability to maintain compliance with established Authority vehicle operation and auto insurance standards are conditions of employment.
