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            Santa Ynez River Water Conservation District,
		              Improvement District No.1

		                     ACCEPTING APPLICATIONS FOR

ADMINISTRATIVE ASSISTANT I: $5,567.77 to $7,305.39/mo.


FILING DEADLINE: July 17, 2026
(This recruitment will remain open until the position is filled.)
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The Santa Ynez River Water Conservation District, Improvement District No.1 is accepting applications for an Administrative Assistant I position.

THE DISTRICT:
Located in the central portion of Santa Barbara County, the District is a public water agency governed by an elected five-member Board of Trustees that provides potable water service to domestic, agricultural, commercial, and institutional customers in the communities of Santa Ynez, Los Olivos, Ballard, the Santa Ynez Band of Chumash Indians, and the City of Solvang on a limited basis. The District utilizes a diversified water supply portfolio including local groundwater wells, River wells, rights to the Cachuma Project, and State Water Project supplies.
               

THE POSITION 
Under general direction of the Administrative and Financial Manager, performs a broad range of complex administrative and technical duties in support of the District’s administrative functions; prepares a variety of fiscal, administrative, and operational reports; serves as front-line customer support, and performs related work as assigned. 


DISTINQUISHING CHARACTERISTICS:
This position performs a wide variety of specialized clerical duties, communications, and bookkeeping functions, such as receiving incoming phone calls; interacting with customers; maintaining and editing a variety of documents (ranging from general correspondence to reports and spreadsheets); maintaining databases; working in specialized utility billing and accounting software; engaging in accounting tasks; processing customer payments; maintaining customer accounts; handling customer inquiries and complaints; and preparing and maintaining various accounting and customer reports.   
		

REQUIRED EDUCATION:
High school diploma or equivalent required for all positions within the Administrative Assistant series.


REQUIRED EXPERIENCE:
One (1) year of general office or similar experience sufficient to successfully perform the essential duties of the job such as those listed in this announcement. 






ESSENTIAL FUNCTIONS: 
Essential responsibilities and duties may include, but are not limited to, the following:

· Developing familiarity with District policies, procedures, and systems. 
· Answering a multi-line phone system and directing calls and responding to inquiries.
· Greeting and assisting customers and visitors, including handling complaints and requests.
· Processing customer payments, issuing receipts, and preparing deposits.
· Maintaining customer accounts and billing records using specialized software.
· Supporting utility billing processes, including auditing bills and resolving discrepancies.
· Investigating and resolving account issues in coordination with field staff.
· Performing accounts payable tasks, including processing invoices, purchase orders, and expense reports.
· Processing credit card transactions.
· Preparing reports, correspondence, and documents; proofreading for accuracy.
· Maintaining records, databases, and filing systems (including confidential materials).
· Providing general administrative support (mail processing, supplies management, etc.).
· Complying with all District policies, procedures, and regulations.
· Performing additional duties as assigned.

OTHER REQUIREMENTS:

Knowledge of: 
Techniques used in dealing with customers in person and over the phone; standard office administrative practices  and procedures, including business writing and the operation of standard office equipment; basic functions  and organization of local governments; principles and practices of record keeping, methods and techniques of generating reports and preparing  business  communication; correct English usage, including  spelling, grammar,  punctuation and vocabulary; modern equipment and communications tools used for business functions and   program, project, and task coordination, including computers and software programs relevant to work performed.

Ability to: 
Deal tactfully and effectively with customers and others both in person and on the phone; provide varied administrative assistance to District staff; use initiative and independent judgment within established guidelines; research, compile, and summarize a variety of informational materials; compose correspondence and perform administrative and related assignments from brief oral or written instructions; organize work, set priorities and follow up assignments with minimum supervision; learn District functions and specific policies and procedures related to the position; work effectively and efficiently, meet deadlines, and maintain attention to detail despite frequent  interruptions; type accurately at a rate of 60 words  per minute; learn and use  specialized utility billing and accounting software programs; communicate clearly and concisely, both orally and in writing, and be understood while using the District's communication systems establish and  maintain effective working relationships with other employees and those contacted in the course of work.

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.  Reasonable accommodation may be made to enable individuals with disabilities to perform the essential functions.  While performing the duties of this job, communicate orally and in writing with co-workers and the public in face-to-face, telephonic, and one-on-one settings.  Regular use of telephone and electronic mail for communication.  Regular use of office equipment such as computers, copiers, and scanners.  Sits for extended time periods.  Performs work at desk for extended time periods, and regularly walks, stands, stoops, kneels, and reaches while performing office tasks.  Ability to carry, push, pull, and lift up to 15 pounds frequently, and up to 30 pounds occasionally.  Hearing and vision within normal ranges.


MINIMUM QUALIFICATIONS: 

	Education:  High school diploma or equivalent required for all Administrative Assistant series. 

	Experience:  One (1) year of general office or similar experience sufficient to successfully perform the essential duties of the job such as those listed above. 

BENEFITS:
· Health, dental and vision insurance available the first day of the month following enrollment. Employee/family coverage paid by the District up to 100% of the maximum allotted by Resolution of the Board of Trustees.
· CalPERS is a defined benefit retirement plan that includes a lifetime benefit determined by a set formula (years of service, age at retirement, and final compensation).  
 
· An employee who becomes a “new” member of CalPERS for the first time on or after January 1, 2013 (and who was not a member of another California public retirement system prior to that date) will be enrolled in the CalPERS 2% @ 62 benefit formula with a three-year final compensation calculation in accordance with the Public Employees' Pension Reform Act of 2013 (PEPRA).  Employees contribute a percentage of their salary towards their CalPERS retirement account, which percentage is determined annually by CalPERS and currently is set at 8.25%.

· An employee who is a "classic" member of CalPERS hired before January 1, 2013 or who has reciprocity with CalPERS or who has less than a six-month break in service between employment in a CalPERS (or reciprocal) agency will be enrolled in the 2% at age 55 benefit formula with a three-year final compensation in accordance with CalPERS standards.

· Basic Life Insurance and Accidental Death and Dismemberment coverage paid by the District.
· The District participates in Social Security.
· Voluntary deferred compensation plan available.
· Disability insurance at a nominal cost to employee on date of hire.
· 10 days vacation accrued each year (vacation accrual can be taken after six months of employment with the District); increases to 15 days after 5 years of employment, and 20 days after 10 years.
· 12 paid holidays per year.
· Sick leave – 12 days per year (accrued one day per month).
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To obtain an application please visit www.syrwd.org, send an email request to general@syrwd.org, or call (805) 688-6015. Completed application and resume should be sent to Racel Cota, the District’s Administrative and Financial Manager, at Santa Ynez River Water Conservation District, ID No.1, P.O. Box 157, Santa Ynez, CA 93460, via email to rcota@syrwd.org, or hand-delivered at 3622 Sagunto Street, Santa Ynez, CA 93460.

Upon hire, candidate must possess a bank account to accommodate the District’s direct deposit for monthly pay. 

A "no smoking" policy has been adopted in all District facilities to promote a health-based, smoke-free workplace as part of the District’s commitment to a pollution-free environment. An Equal Opportunity Employer - Women, men, minorities ,and individuals with disabilities are encouraged to apply. Under the Americans with Disabilities Act, persons desiring a reasonable accommodation to participate in the recruitment process may contact the District Office at (805) 688-6015 prior to the final filing deadline.  The provisions contained in this job flyer do not constitute an express or implied contract and any provisions contained herein may be modified or revised without notice.
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