
CONSERVATION 
COORDINATOR / RECEPTIONIST 

GENERAL STATEMENT OF DUTIES:  

Performs a variety of routine and complex clerical, secretarial, data processing, accounts receivable, 
reception and administrative work associated as well as organizes and directs the Conservation 
program of the District Office. 

SUPERVISION RECEIVED:  

Works under the supervision of the General Manager.  

SUPERVISION EXERCISED:  

Supervision ordinarily is not a responsibility of this class; may supervise part-time or temporary staff 
as assigned.  

ESSENTIAL DUTIES AND RESPONSIBILITIES:  

Receives and stamps incoming mail, reviews mail with the General Manager and distributes as 
directed; processes outgoing mail.  

Organizes and conducts the District Conservation Program pursuant to generally accepted 
standards; carries out water audits on site; calculates water budgets for customers; assists 
customers in development of irrigation practices.  Provides public education at the schools and all 
levels of community committees and tracking water loss.  Ability to interact with public by giving 
presentations and demonstrations to large groups of people. 

Develops and maintains a procedure manual for conservation department operations. 

Performs the duties of Receptionist as needed and related duties as required.  

Maintains District filing system and filing indices and District DVD library. 

Develops and maintains office forms and procedures.  

Answers central telephone system and mobile communication system.  

Receives the public and answers questions; responds to inquiries from employees, citizens and 
others and refers, when necessary, to appropriate persons.  Other admin work as needed or 
required.   

Serves as cashier including receipting of utility payments and various other payments, and posting 
monies to appropriate accounts. 

Provides completed staff work in support of Board meetings.  

PERIPHERAL DUTIES:  

Provides backup to the Clerk / Receptionist.  



Composes, types, and edits correspondence, reports, memoranda, and other material requiring 
judgment as to content, accuracy, and completeness.  

Prepares and maintains office supply inventory.  

Serves on or provides support for various employees, regional associations, or other committees as 
assigned.  

Assists in the development of notices, flyers, brochures, newsletters, media releases, news articles, 
and other informational materials about programs and services such as the District Conservation 
Program. 

DESIRED MINIMUM QUALIFICATIONS  

Education and Experience:  

Possession of certification as a Water Conservation Practitioner from the American Water Works 
Association or the ability to obtain certification within one (1) year of employment; possession of a 
valid California Driver’s License.  

Three years of experience in a responsible secretarial position with exposure to legal or 
governmental documents and graduation from a senior high school or GED equivalent; completion 
of community college or business school secretarial training may be substituted for one year of 
experience; or any satisfactory combination of experience, training and skills.  

Necessary Knowledge, Skills and Abilities:  

Knowledge of water conservation practices and landscape irrigation auditing; ability to perform 
arithmetic computations accurately and quickly; ability to communicate effectively verbally and in 
writing; ability to maintain effective accounting procedures, ability to carry out assigned projects to 
their completion without supervision; ability to establish successful working relationships; ability to 
work under pressure and/or frequent interruptions; ability to work with angry or difficult customers. 

Knowledge of standard office practices and of business English, spelling, composition, and math; 
excellent typing skills; computer experience with word processing and spreadsheets;  ability to make 
decision independently in accordance with established policy;  ability to use tact and judgment in 
dealing with the public.  

SPECIAL REQUIREMENTS :  

Must be bondable.  
Must have a valid drivers license. 
Must pass a drug screening test.  

TOOLS AND EQUIPMENT USED:  

Personal computer, including accounting, billing, word processing and spreadsheet software; 
typewriter, 10-key calculator, phone, copy machine, fax machine and mail processing equipment.  
Must be able to operate a District vehicle.  

 



PHYSICAL DEMANDS:  

The physical demands described here are representative of those that must be met by an employee 
to successfully perform the essential functions of this job. A physical examination by a licensed 
physician selected by the District will be required prior to employment to determine if the applicant 
can meet the physical demands of the position.  Reasonable accommodations may be made to 
enable individuals with disabilities to perform the essential functions.  

While performing the duties of this job, the employee is frequently required to sit and talk or hear. 
The employee is occasionally required to walk; use hands to operate, finger, handle, or feel objects, 
tools, or controls; and reach with hands, wrists, and arms.  

The employee must occasionally lift and/or move up to 25 pounds.  Specific vision abilities required 
by this job include close vision and the ability to adjust focus.  

WORK ENVIRONMENT:  

The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions.  

The noise level in the work environment is usually moderately noisy.  

SELECTION GUIDELINES:  

Formal application, rating of education and experience; oral interview and reference check; job 
related tests may be required; driving records will be evaluated; drug screening is mandatory, as is a 
physical to determine capability to meet the physical demands of the job.  

GENERAL  

The duties listed above are intended only as illustrations of the various types of work that may be 
performed.  The omission of specific statements of duties does not exclude them from the position if 
the work is similar, related or a logical assignment to the position.  

The job description does not constitute an employment agreement between the employer and 
employee and is subject to change by the employer as the needs of the employer and requirements 
of the job change.  

APPLICATION PROCESS 
 
A District application must be received at the District office by the final filing date.  A resume may be 
included, but shall not substitute for a completed application form.  All candidates determined 
qualified may be required to take a written examination.   
 

DISCLAIMER 

Duties subject to change. 
 


