


District Position Count - 166
Administrative Services Department - 20

Administrative

Services

Human Purchasing and Safety and Risk Water
Resources Facilities Administration Conservation

Personnel Count FY 2008 FY 2009 FY 2010

Chief, Administrative Services 1 1 1
Confidential Executive Secretary 0 0 1
Confidential Secretary 2 2 1
Human Resources Manager 1 1 1
Senior Human Resources Analyst 1 1 1
Human Resources Analyst 2 1 1
Human Resources Technician 1 1 1
Purchasing & Facilities Manager 1 1 1
Buyer I and I1 2 2 2
Lead Warehouse Worker / Facilities Worker 1 1 1
Warehouse / Delivery Worker 2 2 2
Facilities Maintenance Technician 2 2 2
Facilities Maintenance Assistant 1 1 1
Safety & Security Administrator 1 1 1
Water Conservation Manager 1 1 1
Water Conservation Specialist 1 2 2

Total 20 20 20
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Administrative Services

Department Responsibilities

The Administrative Services Department, under the general direction of the Assistant General Manager,
provides the following support services: Human Resources, Purchasing and Facilities, Safety and Risk
Administration, and Water Conservation. It also coordinates assigned activities with other District
departments and outside agencies, and provides highly responsible and complex administrative support
for the District, General Manager and Board of Directors.

FY 2010 Total Departmental Budget - $27.8Million
Administrative Services - $3,912,500

O Board of Directors
0.3%

O Engineering B General I\(:Ianager
7.4% 6.0%

O General Expense
3.1%

B Administrative

Services
. 14.1%
B Water Operations
41.3%
O Finance
O  Information 17.5%
Technology and
Strategic Planning
10.3%

FY 2008 FY 2009 FY 2010

Actual Budget Estimated Budget
Administrative Chief $ 366,778 $ 397,400 $ 341,197 $ 403,600
Human Resources 693,278 799,400 769,060 790,900
Purchasing and Facilities 1,417,751 1,520,300 1,460,747 1,601,400
Safety and Security 188,515 217,400 241,591 371,300
Water Conservation 558,218 705,600 524,940 745,300
TOTAL $ 3224540 $ 3,640,100 $ 3,337,536 $ 3,912,500
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Administrative Services

FY 2008 FY 2009 FY 2010

Actual Budget Estimated Budget
Labor and Benefits $ 1,990,684 $ 2,226,600 $ 2,094,097 $ 2,328,700
Travel and Meetings 25,314 21,700 14,047 25,700
Conservation and Outreach 282,372 341,000 248,504 346,800
General Office Expense 125,918 132,800 123,882 180,400
Equipment 93,824 94,600 84,655 100,100
Fees 8,564 7,500 7,411 8,000
Services 293,482 330,600 286,680 325,900
Training 80,556 126,400 113,058 119,800
Materials & Maintenance 309,330 343,300 349,329 459,600
Power and Utilities 14,495 15,600 15,874 17,500
Total $ 3,224540 $ 3,640,100 $ 3,337,536 $ 3,912,500

Budget vs. Actual
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Administrative Services

Human Resources

Services We Provide

Human Resources, under the direction of the Chief of Administrative Services, provides the
following support services: recruits, selects and ensures the retention of qualified employees;
develops, implements and administers policies, procedures, collective bargaining contracts
and employee programs; ensures up-to-date classification plans and a competitive
compensation program; manages benefits programs for employees and retirees; manages the
Workers’ Compensation program; oversees employee performance through management
staff to include employee training and development, recognition and incentives, performance
evaluation process and employee discipline; ensures legal compliance and implements
work/life balance initiatives to include a comprehensive wellness program.

Strategic Plan Objectives

e Facilities and Staffing Plan needs.

e Evaluate web-based employee performance reviews.

e Automate application process.

e Evaluate effective communication tools throughout the organization.
o Evaluate the Pay-for-Performance Program.

e Evaluate the Employee Recognition Program.

e Assess findings of 2008 Employee Survey.

e Conduct Employee Survey.

¢ Review and update classification plan and revise critical areas.

e Review and revise marketing strategy and recruiting tools.

e Develop and identify required and desired District-wide training for all
classifications.

e Develop and maintain a formal program to track employee training.

e ldentify core elements of Succession Planning that can be tailored to the District’s
needs.

e Update and expand annual review process to include greater emphasis of strategic
plan objectives and performance measures and understanding of career goals and
how they may relate to the District's Succession Plan.
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Performance Measures
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Accomplishments Fiscal Year 2008-2009

Implemented an on-line application process and updated employment portion of
the District’s website to improve efficiency, save staff time, and provide a more

convenient method for users. This new recruitment process allows applicants to
view the status of their application, search all positions and request to be notified
when a position becomes available.

Updated and expanded our Employee Performance Manual, forms, and process to
emphasize strategic planning and employee development.

Identified and implemented core elements of Succession Planning to include
establishing a list of difficult to fill positions where employees might retire within
five years, developed a process to be prepared to recruit for vacancies
immediately, and ensure the plan is monitored on an on-going basis.

Coordinated and received all credit for the Special District Risk Management
Authority Credit Incentive Program. The credit totaled $54,866 for Property and
Liability and Workers” Compensation premiums.




Purchasing

Services We Provide

The Purchasing Department, under general direction of the Chief of Administrative
Services, oversees the general purchasing standards used within the District; purchases
and oversees the procurement of supplies, equipment, and services; controls and
administers the District’s standard materials inventory; disposes of surplus materials,
equipment, and supplies; assists in the acquisition and disposal of non-infrastructure
related real estate; performs non-structural facility maintenance work; and administers
and manages outsourced facility maintenance service contracts. It also provides, as
needed, complex purchasing related analysis and consultation to the District and General
Manager.

Performance Measures
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Accomplishments Fiscal Year 2008-2009

e Bid janitorial services, resulting in a reduction of the per month cost from $2,795
to $2,675.07 ($1,439.16 annual cost reduction).

e Successfully negotiated the purchase of the one-acre lot adjacent to the
Operations’ yard. The purchase price of $350,000 was $75,000 below the median
appraised value of $425,000.

e To take advantage of current low cost of labor, bid meter replacement and retrofit
services for a five-year agreement (one year with four option years, price adjusted
to consumer price index) and obtained a per unit price reduction of $6.89
compared to the FY-09 price ($33.00 vs. $39.89). Based on the planned retrofit
of 4,500 units, the expected cost reduction for FY-10 will be $31,005.

e Retrofitted/modified the Administrative Office buildings’ bathroom fixtures,
irrigation, and landscaping, resulting in a reduction of water use by 44%. The
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modification to the landscaping also resulted in a reduction of pest related issues
and increased building visibility and security.

Safety and Security

Services We Provide

Safety and Security, under the direction of the Chief of Administrative Services, provides
the following: assesses the occupational exposure to risk; evaluates hazards and
mitigation of safety hazards and risk to injury; directs and supervises accident
investigations relating to occupational injuries, fleet incidents and/or damage to, or theft
of District property; develops hazardous materials business plans, community right-to-
know, Risk Management Prevention and Process Safety Management plans; develops
and implements procedures to ensure compliance with safe work practices and
determines training needs to address issues; develops, implements and manages safety
programs; manages the District’s security program; implements, schedules and
coordinates recurring safety training; coordinates the Department of Transportation
(DOT), the District’s Drug Free Workplace, and DMV Pull-Notice Programs; plans and
coordinates the District’s emergency preparedness program.

Strategic Plan Objectives

e Review/consolidate the District's Disaster Preparedness Plan.

e Update Security Assessment and implement Technology Recommendations.

e Evaluate and make recommendations regarding Environmental Health,
Emergency Preparedness, and Safety Management System.

Performance Measures

H&S Severity Rate
1600,
Quantifies the rate of L35% . :
employee days lost from / \ DI

Kd f iniury, 110% &
work due to illness or injury o /\\
60% .,/ \\

35% i_ ‘ r

FY 06-07 Fv07-08 FY 08-09 FY09-10 FY 10-11

121



Safety Training Program
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Accomplishments Fiscal Year 2008-2009

Updated 40 Safety Program policies and procedures and posted on SharePoint.

Completed and submitted the CalARP Program for the Reclamation Plant to the
County of San Diego Dept. of Environmental Health (DEH) in June 2009.

Completed and submitted the Risk Management Program (RMP)/Process Safety
Management (PSM) programs to the Federal Environmental Protection Agency
(EPA) prior to the deadline.

HAZWOPER (Emergency Response Team) — Updated training requirements,
medical certificates, equipment inventory, and team organization.

Completed the submittal and updating of 23 Hazardous Materials Business Plans
(HMBPs) and posted them to SharePoint. Completed the San Diego County DEH
inspections of all HMBP sites — no violations or fines levied.

Successfully completed the 2008 Annual Fire Inspection from San Miguel Fire
District. Included annual checks on Fire Fighting systems (all Fire systems, Fire
Extinguishers and alarm system checks).

Participated in the California State-wide Golden Guardian 08 Emergency
Preparedness Exercise. Provided valued input on improving the District’s
preparedness during emergencies.

Water Conservation

Services We Provide

The Water Conservation Division, under general direction of the Assistant General
Manager of Finance and Administration, the Chief of Administrative Services, and the
Water Conservation Manager provides the following services:

Promotes and conducts residential surveys.

Promotes large landscape surveys.
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Promotes the Water Conservation Garden.

Staffs outreach events throughout the community, including the WaterSmart plant

sale, the Spring Garden Festival, Cinco de Mayo, Lemon Festival, Bonita
Festival, JamulFest, and the Fall WaterSmart Gardening Festival.

Funds and promotes a variety of incentive and other programs available to its
customers including rebates for high efficiency clothes washers, high efficiency
toilets, turfgrass replacement with WaterSmart plants, rotating sprinkler nozzles

and weather based irrigation controllers, and the WaterSmart Landscape contest.

Promotes the school education program, which includes funding tours at the
Water Conservation Garden, the “Water is Life” poster contest, and the water
themed high school photo contest.

Develops water efficiency requirements for new construction.

Submits regular reports on the District's status with regard to the Water
Conservation Best Management Practices as developed by the California Urban
Water Conservation Council.

Manages the District’s Water Shortage Response Plan as well as its water waste
reporting program.

Strategic Plan Objectives

Promote and encourage adoption of conservation practices for new construction
within District service territory.

Participate in the revision of the 14 water conservation Best Management
Practices and prepare to implement those that are locally cost-effective.

Promote enhancements to city, county and state water conservation requirements

and implement appropriate BMPs.
Update District’s Drought Management Plan including actions for enforcement.

Performance Measures
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Accomplishments Fiscal Year 2008-2009

e Increased the District's annual active water conservation savings figure another
281 acre-feet (1,403 + 281) to 1,684) acre-feet of water saved due to many of the
activities outlined above.

e Funded the installation of 175,000 square-feet of artificial turf at another two high
schools (Monte Vista and Eastlake) within the District.

e Funded the removal of turf grass with approximately 21,000 square feet of water-
wise plants and 54,510 square feet artificial turf grass at 80 single-family homes
through our programs. Another 13,000 square feet of turf grass was replaced
with water-wise plants at two Home Owner Association landscapes.

e Conducted 90 residential water use surveys, targeted to the District’s top single-
family customers.

e Funded 31 residential Smart Controller rebates, 95 commercial Smart Controller
vouchers, and 42 rotating nozzle rebates involving 1,764 rotating nozzles. Both
residential programs were promoted through an oversized postcard mailed to the
top 40% of our single-family customers.
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