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The Community 

Tuolumne County, in the Central Sierra Nevada 

Mountains with its diverse terrain, is the setting for 

Yosemite National Park, Stanislaus National Forest, 

Columbia and Railtown 1897 State Historic Parks, and a 

wide selection of Gold Rush towns like Jamestown, 

Groveland, and Sonora, the resort community of Twain 

Harte, and the lumber town of Tuolumne City, all 

providing a wide array of recreational activities. 

 

History is the backbone of Tuolumne County.  Gold rush 

towns, lumber towns, vintage steam engines, 1800’s 

architecture, historic hotels and B&B’s all linked together 

via historic Highway 49 and 108.  More than 300 films 

have been shot here since 1919.  Theaters, gourmet 

restaurants, and live entertainment abound.  Tuolumne 

County is the scenic gateway to the spectacular Sierra 

Nevada Mountains, abundant in natural resources and 

recreation opportunities. 

 

The community enjoys a rich culture that includes 

theatre, arts, antiques, music, dining, youth and adult 

sports programs, excellent schools and modern 
healthcare facilities.  Skiing, snowboarding, golf, boating, 

swimming, fishing, camping, hiking, cycling and off-road 

adventures wait. 

 

The District 

The mission of TUD is to provide reliable, responsive utility 

services with dedicated customer service and in an 

environmentally and financially responsible manner. 

Tuolumne Utilities District’s (TUD) service area is located 

148 miles east of San Francisco and is nestled in the 

Central Sierra foothills.  The District provides water and 

wastewater services to the areas extending east and 

west from Sonora, California. 

 

The District’s water delivery system dates back to the 

1850’s, when early mining interests first tapped into the 

South Fork of the Stanislaus River and developed ditch 

systems to bring water down to foothill mining operations.  

Over 60 miles of Gold Rush era ditches and flumes 

continue to serve the District today. 

 

 
 

Water storage followed in 1856 with the construction of 

four log crib dams on the South Fork of the Stanislaus 

River.   In 1927, PG&E purchased the system and in 1930 

rebuilt Lyons Dam as part of its Phoenix hydroelectric 

power project.  The reservoir holds about 5,500 acre-feet, 

while 12 miles upstream, Pinecrest Lake holds 18,312 acre-

feet.  At about the same time Lyons was enlarged.  

 

Today, PG&E still owns Lyons Reservoir and the 15.7-mile 

Main Canal that leads to its Phoenix powerhouse.  From 

the Main Canal, TUD’s water splits into three branches – 

one serves Twain Harte, Soulsbyville and Tuolumne; 

another feeds TUD’s network of ditches, pipelines and 

treatment plants that serve Crystal Falls, Big Hill and 

Columbia. The remainder goes into Phoenix Reservoir to 

serve Phoenix Lake, East Sonora, Sonora and Jamestown. 

 

TUD operates 14 water treatment plants and over 30 

groundwater wells, and delivers treated water to more 

than 13,000 connections.  It also delivers raw water to 

several smaller water companies and to agricultural, 

commercial and residential customers. 

 

The county’s total water demand from this system today 

is nearly 17,000 acre-feet per year.  In the average year, 

more than five times that amount of water flows in the 

South Fork.  However, Lyons and Pinecrest hold no more 

than a year’s supply, so TUD cannot store water for use in 
subsequent dry years. 

 

TUD also owns and operates the county’s largest 

wastewater collection and treatment system. Several 

transmission pipelines take wastewater from the county’s 

most populated corridors to the regional treatment 

facility in Sonora.  Treated and disinfected wastewater is 

used for pastureland irrigation, and is either piped to 

nearby fields for immediate use or to Quartz Reservoir 

below Jamestown for storage. 

 

TUD is governed by a five-member Board of Directors, 

elected at large, who begin service in December of 

even-numbered years.  The District has an operating 

budget of over $14 million and a current staff of 72 

employees. 

 

The Position 

Under general supervision or direction from the 

Department Head, provides responsible, varied 

administrative, technical and grant writing, program and 

work-flow support to General Manager and Department 

Head, and assigned departmental projects and 

programs; organizes and coordinates administrative and 

technical support in areas of regulatory compliance, 

complex analysis, research data and compiling 

information; assists in special projects and performs other 

duties as assigned. 

 

Essential responsibilities and duties of the position include, 

but are not limited to the following: 

 Compile and track a variety of data to be used 
in regulatory reports.  

 Develop and maintain various databases, 

spreadsheets and written materials. 

 Oversees preparation of Word and Excel 
documents and manages associated files and 

records.  

 Performs a variety of administrative support 



 

services, including data entry, filing, scanning, 

binding documents, and the accurate 

preparation of typed letters, technical reports, 

technical specifications, bid advertisements, 

board agenda items, forms, lists and schedules 

from rough drafts, notes or verbal instruction. 

 Administration of various District-wide programs 
including, but not limited to the backflow 

prevention and bottled water programs. 

 Evaluate the effect of current and pending 

legislation on management or department 

programs and operations; develop responses 

and legislative proposals; liaison with local, state 

and federal officials. 

 Research, interpret, analyze and implement new 
programs. Prepare and present 

recommendations regarding new programs. 

 Prepare comprehensive reports recommending 

options and course of action for policy-making 

decisions; present findings on complex issues to 

management or Board of Directors. 

 Assist in bidding capital projects and/or 
preparing request for proposals for consulting 

services. 

 Assist in the District’s pursuit of funding sources 
such as grants and loans.  Research various 

funding programs and their associated eligibility 

criteria.  Prepare funding applications and 

function as the District’s lead in navigating the 

funding application process through various 

agencies such as California Water Board, 

California Department of Water Resources, 

California and Federal EPA, California Office of 

Emergency Services, United States Bureau of 

Reclamation, and United States Department of 

Agriculture, etc. 

 Manage special studies and projects to include 

proposing, writing, and/or setting up contracts, 

agreements, and/or grants; establishing and 

monitoring timelines; preparing requests for 

proposal and quotes; assisting in selecting 

consultants; ensuring compliance with 

applicable governmental regulations; 

developing and monitoring project status, 

program and division and departmental 
budgets; tracking projects; preparing related 

reports; and, performing other related duties, 

including preparation and submission of claims 

for disbursement of funds from grants or loans. 

 Conduct research and analyze statistical and 

other data; make recommendations on 

administrative and operational problems, policies 

and procedures, specifically as they relate to the 

District’s rate setting, capital improvement plan, 

water rules and regulations, and wastewater 

ordinance 

 Serves as a liaison to employees, public, and 
private organizations, community groups, and 

other organizations; provides information and 

assistance to the public regarding the assigned 

area of responsibility; reviews problems and 

recommends corrective action.  

 Makes presentations to the Board of Directors; 
participates on a variety or interdisciplinary 

committees and commissions and represents the 

District to a variety of community and 

stakeholder groups, the public, representatives of 

governmental agencies, and professional and 

business organizations.  

 

Ideal Candidate 

Education and Certifications  

 This position requires an individual who possesses a 

high degree of knowledge in advanced public 

administration, organization and management 

principles and practices, advanced research 

techniques, and technical and grant writing. Any 

combination of training, experience and education 

that would provide the desired knowledge and skills 

may be qualifying. A typical way to obtain the 

required knowledge and abilities would be:    

 Equivalent to graduation from an accredited, four-

year college or university with major coursework in 

public administration, political science, business 

administration or a closely related field is preferred. 

Directly related experience may be substituted for 

the four-year college requirement on the basis of one 

and one-half years of experience for one year of 

education to a maximum of two years. 

 Must possess a valid California driver’s license, have a 

satisfactory driving record, and be insurable by the 

District to drive a District vehicle. 

 

Experience 

Minimum of five years of increasingly responsible 

administrative, analytical and technical experience, 

including grant writing and advanced experience in 

utilization of Microsoft Access, spreadsheet, database, 

word-processing, presentation  and email 

communication applications. 

 

Qualification Requirements 

To perform this job successfully, an individual must be 

able to perform each essential duty satisfactorily.  The 

requirements listed below are representative of the 
knowledge, skill, and/or ability required.  Reasonable 

accommodations may be made to enable individuals 

with disabilities to perform the essential functions. 

Knowledge of: 

 Advanced knowledge of computer applications 

 General office methods, including document 
preparation, word processing, and the operation 

of various office equipment. 

 Correct English usage, spelling, grammar and 

punctuation. 

 Advanced public administration, organization 
and management principles and practices; 

applicable ordinances, laws and regulations; 

and advanced research techniques and 

information sources. 

 Applicable federal, state and local government 



 

laws, rules and regulations pertaining to area of 

assignment; administrative principles and 

methods, including program and budget 

development, work planning and organization. 

 Principles, practices, and procedures of funding 

sources and grant funds disbursement. 

 Safe work practices. 

Ability to: 

 Represent the District in a positive, professional 
and courteous manner. 

 Manage multiple priorities. 

 Conduct work in a manner which supports the 
overall team effort, and which avoids disruption 

of one’s work and the work of others. 

 Organize work, provide administrative support, 
set priorities, meet deadlines, and complete 

assignments independently.  

 Manage large volumes of complex data. 

 Independently prepare a wide variety of 
correspondence, reports, develop and maintain 

databases, and spreadsheets and other written 

materials. 

 Participate in special projects as assigned, 
including collecting and compiling a variety of 

administrative and/or technical information and 

preparing report findings and recommendations 

on District budget, programs or projects. 

 Receive and respond to calls and visitors with 

tact and diplomacy, researching and 

responding to requests for information or 

assistance and resolving customer concerns and 

complaints. 

 Assist with Request for Proposals. 

 Interpret and apply District policies, procedure, 

and administrative directives and communicate 

laws and regulations in response to inquiries 

and/or complaints and inquiries. 

 Establish and maintain positive and effective 

working relationships with supervisor, co-workers, 

other departments, outside agencies and the 

general public. 

 Establish and maintain recordkeeping and filing 
systems. 

 Develop requests for proposals, bids and quotes. 

 

Compensation 

The salary for this exempt position is commensurate with 

qualifications and experience. The salary range for the 

position is Range 44: $5,717 - $6,947 per month ($68,598 – 

$83,366 per year) 

 

Benefits 

 Retirement Benefits – CalPERS, Classic Formula 2%@55 

or PEPRA Formula 2%@62. 

 Social Security – The District participates in Social 

Security. 

 Medical Insurance – PERS Select, PERS Choice or PERS 

Care.  The District pays 85% of premium cost for 

employees and their dependents. 

 Dental and Vision Insurance – Delta Dental and Vision 

Service Plan.  The District pays 100% of the premium 
for employees and their dependents. 

 Life Insurance – The District provides two-times annual 

salary life insurance policy at no cost to the 

employee. 

 Long-Term Disability – Provided by the District.  

Employees receive 66 2/3% of salary to a maximum 

dollar amount in the event of a disability. 

 Employee Assistance Plan – Provided by the District 

for employees and their eligible dependents. 

 Retiree Health Insurance –The District pays the PERS 

minimum monthly contribution. 

 Voluntary Deferred Compensation Plans available 

with Mass Mutual, AIG VALIC, CalPERS 457 Plan and 

TD Ameritrade. 

 Vacation Leave increases depending upon years of 

service. 

 Sick Leave – Accrue 3.69 hours per pay period (12 

days per year). 

 Holiday Pay – 13 paid holidays per year

How To Apply 

To be considered for this position, please submit a complete and signed TUD employment application, supplemental 

questionnaire, comprehensive resume and cover letter by email as a PDF file to hr@tudwater.com. Application packages 

may also be mailed or hand-delivered to TUD Human Resources at 18885 Nugget Blvd, Sonora, CA 95370. The employment 

application, supplemental questionnaire and job description are available at www.tudwater.com.  

 

All applicants receive consideration for employment without regard to race, religious creed, color, national origin, ancestry, 

physical or mental disability, medical condition, genetic information, marital status, sex, gender, gender identity, gender 

expression, age, sexual orientation or veteran status. 

 

For additional information about this opportunity, please contact Abby Parcon, Human Resources Director at 

abbyp@tudwater.com 

 

Deadline date:  May 31, 2017at 4:00 PM 
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