This document was discussed and tracked changes were added during the 11/5/25 Board meeting.
Directors intend to provide and discuss additional suggestions for changes at the December Board
meeting.

North Santa Clara Resource Conservation District (NSCRCD)

An independent special district of the State of California

JOB DESCRIPTION

District Clerk

Classification: This is an unclassified, exempt position. The position may be offered as permanent or
interim employment, depending on District needs and funding availability.

Schedule: This position may be filled with a full-time or part-time employee, depending on District
needs and funding availability.

Summary of Duties and Responsibilities: Reporting to the Board of Directors, the incumbent performs
a variety of professional, confidential, and complex administrative support duties requiring discretion
and independent judgment for the Board of Directors. Independently manages the scheduling and
preparation of the Board of Directors’ and Committees’ agendas and minutes, and completes related
preparation and follow-up materials or action in support of Board activities. Responsible for official
record preparation, retention, and management. Functions as the District Secretary pursuant to Section
9307 of the California Public Resources Code and the Local Agency Form 700 Filing Official for the
District.

Key Duties:

e Prepares, assembles, publishes, files, manages and distributes agendas, support documentation, and
minutes of Board and Committee meetings, public hearings, public and legal notices documents, and
conflict of interest disclosure statements.

e Establishes, publishes and posts hearing notices, resolutions, and board meetings, and publishes and
posts notices for bids as required by the Brown Act and other statutes.

e Attends meetings of the Board of Directors and other committees in the capacity of official
recording secretary.

e Attests the signature of the President of the Board of Directors on all ordinances, resolutions, and
other official documents.

e Takes and transcribes minutes of proceedings for permanent records, ensures that minutes and
actions of the Board of Directors are properly recorded and that subsequent actions are taken in
compliance with the legal requirements imposed on and by the Board.

e Manages and maintains preparation of website and social media communications.

e Formulates and responds to requests for information by Board members, staff and the public, in
compliance with the California Public Records Act and adopted Board guidelines on official records
and documents.

e Manages conference scheduling and travel arrangements for the Board of Directors and staff.

e Maintains files pertaining to the selection of Directors for the Board of Directors, and is authorized
to swear in newly selected Board members.

e Maintains equipment inventory.

e Accepts and forwards to the District Counsel for processing claims against the District.

e Provides assistance to other staff and works on special projects as assigned.
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Qualifications: The following qualifications are representative of the knowledge, skills, and/or abilities
typically expected to perform the key duties of the position:

Minimum of three (3) years public sector or other relevant administrative experience with regular
public contact .

Knowledge of modern office methods, procedures and equipment, and ability to transcribe from
electronic recordings; excellent language usage, spelling, grammar, and punctuation; comprehensive
filing and indexing systems; intermediate to advanced skill level in Microsoft, Apple, and Adobe
software applications; experience in social media and website maintenance; and experience with
electronic file management.

Ability to manage the record keeping functions of the Board of Directors; perform professional,
difficult, responsible, complex and confidential administrative support; manage difficult record
keeping involved with the maintenance of official District records, legal records, files, contracts, and
related records; prepare clear, concise, and accurate records and reports; operate a personal
computer at a skill level and with the degree of accuracy to meet job requirements.

Ability to deal professionally, knowledgeably, and courteously with the public and other staff when
answering questions, inquiries and disseminating information about District functions, business, and
actions.

Desired Attributes:

e Working knowledge of natural resource concerns in Santa Clara County.
e Demonstrated proficiency in speaking, writing and reading a second language other than English
that is spoken by a significant percentage of District constituents.

This job can be performed from a remote location.
Employment type: Full Time
Professional level: Executive
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