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SILICON VALLEY CLEAN WATER 
Job Description 

June 2026 
 
JOB TITLE: Business Operations Specialist   
 
FLSA: EXEMPT 
 
Every employee shall serve at the will and pleasure of Silicon Valley Clean Water 
(“SVCW”). No employee has, or may acquire, a property interest, nor any other kind of 
interest in, or right to, continuing employment with SVCW.   
 
SUMMARY 
Under general supervision of the Business Operations Supervisor, this position provides 
administrative, outreach, media, and technical support for the business operations of 
SVCW including duties related to Office of the Manager.  
 
ESSENTIAL DUTIES AND RESPONSIBILITIES INCLUDE THE FOLLOWING: 
Disclaimer – This list is meant to be representative, not exhaustive. Some incumbents may not perform all the 
duties listed while in other cases related duties may also be assigned. Reasonable accommodation may be 
made to enable individuals with disabilities to perform essential functions. 

 
 Plan, coordinate, and perform a variety of public outreach and event management 

activities to further the outreach goals of the agency. 
 Plan, organize, and perform public events in the community and at the facility 

including hosting SVCW booths, facility tours, and other events. 
 Plan, coordinate, and perform website and social media updates.  
 Assist the Business Operations Supervisor, who serves as the agency’s formal 

Clerk of the Board, in the implementation of related duties. 
 Plan, coordinate, and perform a variety of agency operational support duties 

related to the functions of the agency office of the general manager. 
 Coordinate internal communications, including employee spotlights, new hire 

announcements, organizational updates, employee recognition features, and 
other staff engagement content. 

 Assist the Business Operations Supervisor with the development and 
implementation of agency goals, objectives, policies, and procedures. 

 Work independently and at high levels of capabilities with regard to SVCW 
business functions. 

 Assist Business Operations Supervisor with the set up and distribution of monthly 
Commission agenda packets and fill in for the Business Operations Supervisor 
when needed. Prepare action item minutes from Commission meetings.   

 Maintain calendars of activities, meetings and various events; arrange meetings 
and make appointments, participate in special projects as assigned. 

 Manage workflow related to incoming invoices.  
 Prepare and process task orders and requisitions; process travel and training 

requests for management and prepare related expense reports. 
 Respond to requests and inquiries from SVCW staff and the general public; 

provide information within the area of assignment; resolve complaints in an 
efficient and timely manner. 
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 Prepare event program, certificates, and annual awards for use at the Employee 
Recognition event. 

 Manage and oversee SVCW’s training tracker. 
 Answer work-related questions from SVCW employees, outside agencies, and 

others. 
 Establish and maintain positive working relationships with SVCW management 

and staff, other agencies’ staff, and the public.  
 Perform a variety of other duties as assigned. 

 
MINIMUM QUALIFICATIONS 
The requirements listed below are representative of the knowledge, skills and abilities required to satisfactorily 
perform the essential duties and responsibilities. 

 
Knowledge of: 

 Modern office practices, procedures, methods, and equipment.  
 Methods and tools for performing public outreach and community engagement. 
 Modern equipment and communication tools and systems used for agency 

business functions and programs, projects, and task coordination. 
 English usage, spelling, grammar and punctuation.  
 Basic principles of mathematics, filing and record keeping.  
 Applicable federal, state and local laws, codes and regulations pertaining to 

assigned responsibilities.  
 

Ability to:  
 Deal tactfully with the public, member agency staff and elected officials, SVCW 

Commission, and others and in providing information, answering questions, and 
providing high-level customer service.  

 Demonstrate high level multi-tasking.  
 Read, understand, and follow posted work rules and procedures.  
 Problem-solve. 
 Operate a computer and a variety of word processing, spreadsheet, scheduling, 

presentation, database, and enterprise management applications.  
 Communicate clearly and concisely, both orally and in writing.  
 Establish and maintain effective working relationships with people inside and 

outside of SVCW. 
 Interact positively and cooperate with co-workers, supervisors, directors, 

managers, work as a team member, function under demanding time pressure. 
 Use initiative and independent judgment within established procedural 

guidelines. 
 Independently plan, organize work, set priorities, meet critical deadlines, and 

follow up on assignments.  
 Effectively organize and prioritize assigned work. 
 Work with accuracy and attention to detail. 

 
Interpersonal Effectiveness    
Effectively work in a collaborative organization focused on continuous improvement; 
establish and maintain a positive customer service attitude and effective working 
relationships with internal and external customers; demonstration of strong two-way 
communication skills, including the ability to listen, explain and facilitate; ability to ask 
for input; offer help without being asked; accept suggestions; work with others to solve 
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problems; and provide recognition and encouragement; ability to address co-workers 
needs; identifying issues and concerns, exploring solutions and implementing 
improvements. 
 
EDUCATION AND/OR EXPERIENCE 
Any combination of education and experience that demonstrates possession of the requisite knowledge, skills 
and abilities. A typical way to obtain these would be: 

 
Five (5) years of increasingly responsible experience in office support activities involving 
modern office practices, procedures and equipment. Experience in event management, 
photography, videography, marketing, social media management, websites, and other 
outreach channels strongly desired. Experience in public agency business operations 
and/or clerk functions is preferred. 
 
Equivalent to a Bachelor’s degree from an accredited college or university with major 
coursework in business, human resources, office procedures or office administration is 
desirable.   
 
CERTIFICATION AND LICENSES 
Valid California Class C Driver’s License and an acceptable driving record as defined by 
SVCW’s Driving Eligibility Standards. 
 
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, the employee is regularly required to sit. The 
employee frequently is required to use hands and fingers to handle or feel; reach with 
hands and arms; and talk and hear in English. The employee is occasionally required to 
stand and walk and use stairs. The employee must regularly lift and/or move up to 10 
pounds and occasionally lift and/or move up to 25 pounds. Specific vision abilities 
required by this job include close vision, depth perception, and ability to adjust focus. 
 
WORK ENVIRONMENT 
The work environment characteristics described here are representative of those an employee encounters 
while performing 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, the employee regularly works in indoor 
conditions and regularly works near video display. The employee is occasionally 
exposed to outside weather conditions and uses personal vehicle and occasionally 
works evenings or on weekends. The noise level in the work environment can vary.  
The air quality outside the office work environment will contain odorous air.   
 
Disclaimer – Class descriptions are written as a representative list of the ADA essential duties performed by the 
entire job classification.  They cannot include, and not intended to include, every possible activity and task 
performed by every specific employee 

 


