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Embarcadero	Municipal	
Improvement	District	

 
Special District Manager 

 

Special districts are created and funded by a community’s residents to provide new or 
enhanced local services and infrastructure. Local residents own special districts and 
govern them through locally elected or appointed board members. 

 
Embarcadero Municipal Improvement District (EMID) was formed in 1960 and is currently 
responsible for providing services related to sewer collection and parks and recreation, 
and such land use control as approved by the residents of EMID. As a public local agency, 
EMID also serves as a bridge between residents and other government agencies. 

 
EMID is recruiting for a Special Districts Manager who will, under the direction of the Board 
of Directors, plan, organize, and manage the day-to-day and governmental administrative 
support activities of the district including performing accounting and bookkeeping services 
and provides professional support to the Finance Operator. 

This position also oversees the work of staN and contractors/consultants and ensures 
contractor compliance with agreements. The Manager is responsible for monitoring 
budgets, maintaining cooperative working relationships with various representative boards 
and public agencies, and other related duties, as assigned. 

 
ESSENTIAL FUNCTIONS: (include but are not limited to the following) 

• Plans, organizes and manages the day-to-day activities of districts' programs, 
services and resources, in accordance with short-and long-term goals, policy 
statements, and directives; administers and carries out policies established by the 
Board; develops administrative procedures; oversees the work of staN and service 
providers. 

• Implements approved policies and procedures; reviews and analyzes federal, state, 
and local regulations governing community services districts, and ensures 
compliance. 

• Records and organizes financial transactions, maintains the general ledger, 
reconciles bank statements, generates basic financial statements, monitors 
accounts receivable and payable, and ensures accurate and up-to-date financial 
records are kept. 

• Serves as liaison with other governmental agencies. 
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• Participates in the preparation and administration of the district’s budget, submits 
budget recommendations, monitors expenditures, and reports on progress. 

• Manages and oversees scheduling of District facilities reservations and 
maintenance. 

 
QUALIFICATIONS: 

Any combination of education and experience that has provided the knowledge, skills and 
abilities necessary for a Special District Manager. A typical way of obtaining the required 
qualifications is to possess the equivalent of four years of increasingly responsible 
professional experience in the maintenance of financial, fiscal, and related statistical 
records, including supervisory responsibilities, and a bachelor's degree in public 
administration, accounting, finance, business or a related field. 

Must be able to operate standard oNice equipment including a computer and variety of 
word processing and software applications, including financial and accounting programs 
such as QuickBooks®. 

Experience in business administration, budgets development and administration, and 
communication are a must. Special district experience is preferred; training will be 
required. 

 
COMPENSATION: 

This position is part-time with flexible hours. Job duties will require a minimum of 20-30 
hours per week, not to exceed 35 hours per week. 

Salary range $58-$62 per hour DOE/DOQ 

 

To be considered, please submit a resume, cover letter, and three work related references 
(who will not be contacted in the early stages of the recruitment) to:  
michael.taylor@emidsb.org 
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