WEST STANISLAUS COUNTY FIRE PROTECTION DISTRICT

ADMINISTRATIVE & FINANCE MANAGER

Proposed Part-Time Classification, Compensation & Benefits Package
Prepared for West Stanislaus County Fire Protection District | September 2026

1. Recommended Position Structure

Classification Administrative & Finance Manager

Status Part-time, non-exempt

Normal Schedule Approximately 30 hours per week

Work Arrangement Flexible hybrid schedule, subject to Fire Chief
approval and District needs

Recommended Pay Range $36.00-$42.00 per hour, DOQ

Target Hiring Range Approximately $38.00-$40.00 per hour for a
well-qualified candidate

Medical/Dental/Vision Not provided by the District under the proposed
package

Retirement Incentive Proposed 10% employer contribution to a

qualifying governmental defined-contribution
plan, subject to plan/legal review
Exempt from Social Security

Paid Leave 80 hours vacation annually (May roll over to
maximum 400 hours). Cashed out at 100% upon
severance from District.

60 hours sick leave annually — Roll over with no
max capacity. Unused balance forfeited upon
severance from District.

2. Position Summary

Under the general direction of the Fire Chief, the Administrative & Finance Manager performs and
coordinates professional, technical, confidential administrative, financial, accounting, human resources,
benefits, records-management, and serves as Clerk of the Board for the District.

The position serves as a principal administrative and financial support resource to the Fire Chief, Board
of Directors, Chief Officers, and District personnel. The employee works with a high degree of
independence and must be capable of managing multiple priorities, deadlines, interruptions, and
confidential matters in a volunteer fire-service environment.

3. Essential Duties and Responsibilities

District Administration
e Provide administrative support to the Fire Chief, Board of Directors, Chief Officers, and District
operations.
e Prepare correspondence, reports, memoranda, agreements, policies, procedures, forms, notices,
presentations, spreadsheets, and other District documents.
e Maintain organized electronic and paper filing and records-management systems.
e Coordinate contracts, insurance documents, purchasing records, vendors, administrative
deadlines, meetings, travel, and training registrations.
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e Respond professionally to inquiries from personnel, volunteers, governmental agencies, vendors,
contractors, and the public.

e Maintain confidentiality of personnel, financial, legal, medical, and organizational information.

Board of Directors and Governance
e Coordinate preparation and distribution of Board agenda packets, including staff reports,
resolutions, agreements, financial reports, warrants, and supporting documents.
e Assist with preparation and posting of agendas and notices and maintain familiarity with the
Ralph M. Brown Act and California Public Records Act.

e Attend regular and special Board meetings as directed and prepare accurate official meeting
minutes.

e Maintain Board resolutions, policies, agreements, minutes, official records, and follow-up
tracking.

e Assist with public records requests, records retention, notices, and governmental filings.

Accounting and Finance
e Perform day-to-day bookkeeping and accounting using Cougar Mountain Accounting Software
and other District systems.
e Process accounts payable and accounts receivable; review invoices, code expenses, prepare
warrant registers, process payments, maintain vendor records, and track outstanding receivables.
e Maintain general ledger information, deposits, bank and credit-card reconciliations, and
supporting financial records.
e Assist with annual budget preparation, budget monitoring, monthly/quarterly/year-end closeout,
financial reporting, and the annual independent audit.
e Maintain appropriate internal controls and assist accountants, auditors, County officials, and
other agencies with requested documentation.

Payroll, Stipends and Personnel
e Collect and verify payroll information and maintain employee timekeeping documentation.
e Process and maintain volunteer firefighter stipend records, stipend shifts, on-call assignments,
and supporting documentation.
e Maintain confidential employee and volunteer personnel files, rosters, appointments,
resignations, promotions, status changes, and leave records.
e Assist with recruitment, applications, onboarding, background/Live Scan documentation,
training and certification records, and separation processes.

Strike Team and Emergency Reimbursement
e Maintain documentation for mutual-aid and emergency deployments and process applicable
CFAA, Cal OES, CAL FIRE, FEMA, and other reimbursement records.
e Track personnel time, apparatus use, mileage, equipment, reimbursable expenses, and supporting
records.
e Prepare reimbursement packages, track outstanding claims, reconcile payments, and maintain
audit-ready deployment records.

Workers' Compensation, Benefits and Insurance
e Coordinate administrative processing of employee and volunteer workers' compensation claims
and maintain required confidential documentation.
e Communicate with workers' compensation administrators, insurance providers, legal counsel,
and District management as appropriate.
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¢ Administer any District-authorized retirement, deferred-compensation, leave, or other benefit
programs and prepare employee benefit packets.

e (Coordinate enrollment/change documentation and reconcile applicable benefit invoices.

Grants, Cost Recovery and Records
e Assist with federal, state, local, and private grant administration, reimbursement requests,
expenditure tracking, reporting deadlines, audits, and closeout.
e Assist with District cost-recovery and reimbursable-service programs.
e Maintain financial, administrative, personnel, Board, contractual, and operational records and
assist with the District records-retention program.

4. Technology and Office Systems
The Administrative & Finance Manager must possess a strong working knowledge of modern office
technology and be able to efficiently utilize multiple software platforms.
e Microsoft Word: professional correspondence, policies, reports, forms, mail merges, and Board
documents.
e Microsoft Excel: spreadsheets, formulas, financial tracking, budget worksheets, reconciliations,
data analysis, and reporting.
e Microsoft PowerPoint: professional Board, training, and public-information presentations.
e Microsoft Publisher or comparable publication/design software: newsletters, flyers, recruitment
materials, notices, and brochures.
e Microsoft Outlook, Teams, OneDrive, SharePoint, and Forms: email, scheduling, collaboration,
meetings, file sharing, electronic records, and data collection.
e Adobe Acrobat and related PDF tools: create/edit/convert/combine/redact/secure PDFs, fillable
forms, electronic signatures, and Board packet assembly.
e Cougar Mountain Accounting Software, electronic payroll systems, banking systems, workers'
compensation and benefit portals, governmental reporting portals, grant systems, cloud storage,
online purchasing, website/publication systems, videoconferencing, and modern office equipment.
e Ability and willingness to rapidly learn new software and electronic systems as District
operations evolve.

5. Organization, Multitasking and Core Competencies
e Manage multiple projects, assignments, responsibilities, and deadlines simultaneously.
e Prioritize competing administrative, financial, personnel, and operational needs and transition
quickly between unrelated assignments.
e Work independently with limited supervision and recognize matters requiring immediate
attention.
e Maintain calendars and recurring deadlines for Board meetings, financial reporting, payroll,
benefits, workers' compensation, grants, audits, contracts, and reimbursements.
e Maintain accuracy, confidentiality, attention to detail, and professionalism under deadlines and
frequent interruptions.
e Exercise sound judgment regarding matters that can be handled independently and matters
requiring Fire Chief direction.
e Communicate clearly and professionally, orally and in writing, with Board members, volunteers,
employees, vendors, auditors, attorneys, agencies, and the public.
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6. Minimum and Highly Desirable Qualifications
Education: High school diploma or equivalent required. An Associate's or Bachelor's degree in
accounting, finance, business administration, public administration, human resources, or a related field
is desirable. Directly related experience may substitute for higher education at the District's discretion.
Experience: Approximately three years of progressively responsible administrative, accounting,
bookkeeping, finance, human resources, or governmental administrative experience is desirable.
Highly desirable experience includes:
e (alifornia fire protection district, volunteer/combination fire department, special district, city,
county, or other public agency administration.
e Cougar Mountain Accounting Software or comparable governmental accounting software.
e Accounts payable/receivable, governmental budgeting, payroll, financial reconciliation, and
audit support.
e Board agenda packets, meeting minutes, Brown Act procedures, and public records.
Volunteer firefighter stipend programs and personnel administration.
Workers' compensation and public-agency benefit administration.
Cal OES/CFAA strike-team and mutual-aid reimbursement.
Grant accounting, reimbursement, and cost recovery.

7. Flexible Hybrid Work Schedule

This is a part-time, non-exempt position normally scheduled for approximately 30 hours per week.
Subject to approval of the Fire Chief and District operational needs, the position may utilize a flexible
hybrid schedule combining on-site and remote work.

Possible schedule configurations may include five shorter workdays; four workdays of varying lengths;
three full workdays and one partial workday; or another mutually agreed schedule totaling
approximately 30 hours per week.

Regardless of the normal hybrid schedule, the employee must attend regular and special Board meetings
when directed and must ensure Board packets, financial reports, warrants, staff materials, and supporting
documents are timely and complete. On-site attendance may also be required for audits, budget work,
financial processing, personnel matters, meetings, and other operational needs.

Remote work may include accounting data entry, correspondence, document and spreadsheet
preparation, Board packet preparation, grants, reimbursement processing, records management, and
other suitable assignments. All hours worked, including remote work and work outside the normal
schedule, must be accurately recorded and compensated.

The Fire Chief may adjust the schedule to accommodate Board meetings, audits, budget preparation,
strike-team reimbursement, major incidents, deadlines, and other District needs. The hybrid arrangement
is subject to continued satisfactory performance and may be modified based on District needs.

8. Proposed Compensation and Benefits

Recommended compensation is $36.00-$42.00 per hour, DOQ, with an anticipated hiring rate near
$38.00-$40.00 per hour for a candidate who brings meaningful fire-district, accounting, Board
administration, and Cougar Mountain experience.

Hourly Rate 30 Hrs/Week Annual Base Wages
$36.00 1,560 hrs/year $56,160
$38.00 1,560 hrs/year $59,280
$40.00 1,560 hrs/year $62,400
$42.00 1,560 hrs/year $65,520

Recommended leave/retirement package:
e Vacation: proposed 80 paid hours annually, subject to District policy and accrual/carryover rules.
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e Sick leave: at least the California statutory minimum; the District may choose a more generous
benefit. California generally requires at least 40 hours or five days annually for covered employees.
e Retirement: proposed 10% employer-funded contribution to a properly structured governmental
defined-contribution retirement plan (Mission Square 401a).

e Optional employee participation in a governmental 457(b) deferred-compensation plan, if
established and permitted by plan documents.

e No District medical, dental, or vision insurance under the proposed part-time package.

e District-paid job-related training and professional development as authorized.

SELECTION AND HIRING PROCESS

The selection process for the Administrative & Finance Manager may include an evaluation of the
applicant's education, training, and experience; review of application materials and résumé; preliminary
screening; one or more oral interviews; practical or written job-related exercises; and professional
reference checks.

The successful candidate will be required to satisfactorily complete all applicable pre-employment
requirements following a conditional offer of employment. These may include verification of
employment, education, and professional qualifications; a job-related background investigation; criminal
history review and/or Live Scan fingerprinting as authorized by law; driving record review when
applicable; and a job-related pre-employment medical evaluation and fitness-for-duty clearance.

Because this position will have access to confidential personnel information, District financial records,
payroll information, banking and accounting systems, and other sensitive District information,
appointment is contingent upon satisfactory completion of the District's background and pre-
employment review.

The District reserves the right to modify, accelerate, extend, or discontinue any portion of the
recruitment and selection process based upon District needs and the qualifications of the applicant pool.
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