
 
 
  
  

RANCHO MURIETA COMMUNITY SERVICES DISTRICT 
15160 Jackson Road, Rancho Murieta, CA 95683 

Office - 916-354-3700 * Fax - 916-354-2082 
 

PERSONNEL COMMITTEE 
(Directors Tim Maybee and Randy Jenco) 

 

Regular Meeting 
December 5, 2023 at 7:30 a.m. 

 
All persons present at District meetings will place their cellular devices in silent and/or vibrate mode (no ringing 
of any kind). During meetings, these devices will be used only for emergency purposes and, if used, the party 
called/calling will exit the meeting room for conversation. Other electronic and internet enabled devices are to 
be used in the “silent” mode. Under no circumstances will recording devices or problems associated with them 
be permitted to interrupt or delay District meetings.  

 

AGENDA 
 

1. Call to Order 

2. Discussion Item Discuss Addition of Part Time Information Technology Specialist 
Position 
 

3. Comments from the Public 
If you wish to speak during Comments from the Public or would like to comment regarding an item appearing on the 
meeting agenda, please complete a public comment card and submit to the Board Secretary prior to Public 
Comments. We will hold all comments until the Public Comment section.  

 

4. Directors & Staff Comments/Suggestions 

5. Adjournment 
 
"In accordance with California Government Code Section 54957.5, any writing or document that is a public record, relates to an open session 
agenda item and is distributed less than 24 hours prior to a special meeting, will be made available for public inspection in the District 
offices during normal business hours. If, however, the document is not distributed until the regular meeting to which it relates, then the 
document or writing will be made available to the public at the location of the meeting." 
 
In compliance with the Americans with Disabilities Act and Executive Order No. N-29-20, if you are an individual with a disability and you need 
a disability-related modification or accommodation to participate in this meeting or need assistance to participate in this teleconference 
meeting, please contact the District Office at 916-354-3700 or awilder@rmcsd.com. Requests must be made as soon as possible. 
 
Note: This agenda is posted pursuant to the provisions of the Government Code commencing at Section 54950. The date of this posting is December 1st, 2023. 
Posting locations are: 1) District Office; 2) Post Office; 3) Rancho Murieta Association; 4) Murieta Village Association. 
 



 

 

 

RANCHO MURIETA COMMUNITY SERVICES DISTRICT   

INFORMATION TECHNOLOGY MANAGER  

 Part-Time (NTE 20 hours per week) 

DEPARTMENT: ADMINISTRATION 

 
FLSA OVERTIME STATUS: NON-EXEMPT BARGAINING 
UNIT: OPERATING ENGINEERS LOCAL 3 

 
APPROVED BY BOARD OF DIRECTORS – draft to committee 12/5/23 
 

 
SUMMARY: Manage a variety of professional, high-level, confidential and complex 
information technology duties for the District to optimize s e c u r i t y ,  n e t w o r k  
a d m i n i s t r a t i o n  a n d  u s e r  s u p p o r t .  Develop and modify technical specifications, 
develops and implements standards and controls, contribute to the planning of the overall 
organizational information technology strategy; coordinate infrastructure system design, 
modification, upgrade, and implementation. 

 
SUPERVISION: Receives general direction from the General Manager. 

 
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may 
be assigned. 

 
 Designs, operates and maintains systems including network, server, 

storage, operating system, database, program, hardware, and software 
 

 Manages Business Technology - software licenses and required software 
 

 Manages Information Security 
 

 Manages Information Technology Projects 
 

 Develops, operates and maintains software system engineering 
 

 Plans for and helps to maintain and implement both immediate and long-
term information technology needs, including various audio-visual 
resources and security camera infrastructure. 

 
 Exercises discretion and independent judgment in the performance of 

complex information functions related to District operation and major 
assignments. 



 

 

 

 
 Assists with data management program in coordination with other 

departments;  
 
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 modern office methods, procedures and equipment; e xcellent English 
usage, spelling, grammar, and punctuation; intermediate skill level in database design 
and management (like FileMaker), Word, Excel, Adobe Acrobat Pro, PowerPoint, and 
Outlook. 
 
Ability to manage the overall information management system of the District. Ability to 
manage all business technology resources; ability to develop and refine information policy 
and program development, information technology portfolio management, information 
technology procurement, service, performance management, process reengineering, 
business analysis, research and development, strategic planning, digital service use 
experience engagement, content design, and product and delivery strategy. Ability to 
manage the full lifecycle of end user device solutions, including evaluation, configuration, 
provisioning, training, security, tracking, and support for an end user computing 
environment.   
 
Ability to manage all security aspects of the initiation, design, development, testing, 
operation, and defense of information technology data and environments to address 
sources of disruption, ranging from natural disasters to malicious acts. Ability to manage or 
oversee all phases of project management and system development life cycles to ensure 
efficient and effective delivery of a unique information technology product, service, or 
system. Ability to implement  and oversee the architecture, development, operation, and 
maintenance of software systems including user research, user centric design, 
development or configuration, programming, enterprise architecture, service-oriented 
architecture, testing, and implementation of the business application services. Ability to 
implement  and oversee the architecture, design, configuration, operation, and 
maintenance of systems  discovery and planning, design, configure, administer, and 
sustaining the operation of a defined system. System elements can include network, 
server, storage, operating system, database, program, hardware, and software.  

 
 
EDUCATION AND/OR EXPERIENCE: The following minimum combination of training and 
experience which would provide the required knowledge and ability, is qualifying.  

 
Education: BA degree or equivalent college level coursework preferably in information 
technology or related field. 
 
Ten years of extensive and increasingly responsible public or private agency information 
technology management. 

 



 

 

LICENSE AND/OR CERTIFICATES: Possession of the category of California Driver's 
license required by the State Department of Motor Vehicles to perform the essential duties 
of the position. Continued maintenance of a valid driver's license, insurability, and 
compliance with established District vehicle operation standards are a condition of 
continuing employment.  

 
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 accommodations may be made to enable individuals with disabilities 
to perform the essential functions. 

 
While performing the duties of this job, the employee is regularly required to stoop, kneel, 
crouch, or crawl. The employee frequently is required to stand, walk, sit, and climb or 
balance. The employee is occasionally required to use hands to finger, handle, or feel 
objects, tools, or controls; reach with hands and arms; talk or hear; and taste or smell. 

 
Specific vision abilities required by this job include close vision, distance vision, color 
vision, peripheral vision, depth perception, and the ability to adjust focusThe employee must 
occasionally lift and/or move up to 25 pounds. 

 
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 quiet. 
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