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Job Title

[Board Technical Writer |

Department Location

[Executive Services | [Main Office |
Reports To Job Status

[Chief of Staff | [Full-Time |

Pay Status Job Grade

[Non-Exempt | [214 |

Date Created / Updated

[10/12/2020 |

Position Summary

Under the direction of the NBU Chief of Staff, the Board Book Technical Writer would primarily be responsible for
coordinating and overseeing the board book process. The board brook process includes but is not limited to writing and editing
of intricate board book write-ups, explaining complex information in a clear and concise manner, and working with staff to
ensure accuracy of all documentation related to design, process, and implementation. Administering this process would require
a high attention to detail, the ability to quickly grasp complex technical concepts and make them easily understandable and the
ability to produce high quality documentation. This position would also be responsible for developing and writing operational
technical manuals, company policies, and any other procedural documents, as requested.

Primary skillsets required for this position are excellent written skills in English; advanced working knowledge of Microsoft
Office; and demonstrated experience prioritizing tasks in a fast-paced environment. Confidentiality and discretion with
restricted information is paramount.




Essential Duties and Responsibilities

Board Items:

- Maintains confidentiality regarding matters of the CEO, General Counsel, Executive Management and business of the Board
of Trustees pertaining to all documents.

- Helps prepare monthly board book including: draft Board resolutions for legal review; edit Board write-ups; draft CEO Board
write-ups; compile all required documentation.

- Ensures all documents for Board books are reviewed, approved and submitted to Executive Management and Legal within
established guidelines and due dates for each.

- Prepares board meeting documents for CEO and Executive Management.

- Attends board meetings and prepare minutes.

- Assists with preparation and posting of board agendas and packets.

- Ensures accuracy of publicized information and publishes Board agendas as well as final version of Board book and minutes
of meetings for public access as required by law and/or internal policy.

- Assists with process for tracking, updating, and maintaining Board policies, procedures, guidelines and action items.

- Makes all travel arrangements as outlined by the Chief of Staff for Board of Trustees for business meetings.

- Assists with management of email and updates to the board portal.

- Works with the Executive Administrative Assistants to coordinate and schedule all board member committee meetings and
board member NBU engagements.

- Manages all logistics and preparation for board retreats.

- Maintains appointment schedules and calendars for Board as related to regular, committee and special called meetings.

Other Duties:

- Serves as NBU backup liaison to city, county, state, chamber, and federal offices.

- Prepares documents for submittal to City Council or other entities, as outlined by the NBU Chief of Staff.

- Serves as proof reader and editor, as needed.

- Manages updates and revisions to written documents

- Prepares a variety of complex reports, including attending meetings to gather information, conducting research, and writing
first drafts.

- Supports Administrative Assistants as backup, or as needed for special projects/events.

- Performs Administrative duties such as filing, copying, scanning and file retrieval (as needed).

- Carries out other duties as assigned

Behavioral Competencies

- Organizational skills. Consistently manage workloads effectively, use resources efficiently, and orchestrate multiple activities
at once to accomplish a goal. Ensure that all follow up responsibilities are completed timely and with minimal supervision.
Anticipate, improvise, and adapt for optimal resolutions.

- Communication skills. Ability to write clearly and succinctly. Communicate effectively with senior executives to express
thoughts and ideas clearly.

- Process Oriented. Good at figuring out the processes necessary to get things done, knows how to organize people and
activities, understands how to separate and combine tasks into efficient work flow, understands business needs and trends and
can see opportunities for synergy and integration.

- Attention to Detail. Double-checks the accuracy of information and work product to provide accurate and consistent work.
Provides information on a timely basis and in a usable form to others who need to act on it. Carefully monitors the details and
quality of own and others' work. Completes all work according to procedures and standards.

- Problem solving skills. Builds a logical approach to address problems or opportunities or manage the situation at hand by
drawing on one's knowledge and experience base, and calling on other references and resources as necessary. Thinks of several
possible explanations or alternatives for a situation and anticipates potential obstacles and develops contingency plans to
overcome them. Identifies the information needed to solve a problem effectively. Presents problem analysis and recommended
solution to others rather than just identifying or describing the problem itself.

- Analytical skills. Analyze documents to maintain continuity of style and content




Formal Education and Work Experience Requirements

Degree/Diploma Obtained Field of Study

[Bachelors | [General Studies

Work Experience Time Frame

[Three Years or More |

Other

Educational Requirements:

« 5 or more years in general company or legal administrative matters experience may substitute for degree requirement.
Experience with company governance matters strongly preferred.
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Certification and Licensures Requirements

Other Minimum Quialifications




Knowledge of Computer Software

No Knowledge Beginner Intermediate Expert
Arc GIS ® O O O
AUtoCAD ® O O O
Crystal Reports ® O O O
Microsoft Access ® O O O
Microsoft Excel O O @ @)
Microsoft Word O O O ®
Microsoft Publisher O O ® O
Microsoft Powerpoint O O @ O

Other Software Knowledge

Physical Demands

Standing

[Occasionally [] Making Presentations
[] Observing Work Site
[O] Observing Work Duties
[O) Communication with Co-workers

Fine Dexterity

[Constantly [O] Computer Keyboard
[O] Telephone Keypad
[O] Calculator
[] Calibrating Equipment




Walking

[Occasionally

Lifting

[Occasionally

Carrying

[Occasionally

Sitting

[Constantly

Reaching

[Occasionally

Handling

[Constantly

Kneeling

[Rarely

Crawling

[Rarely

Pushing / Pulling

[Occasionally

@ To Other Departments / Offices/Office
Equipment

|:| Around Worksite

[O] Supplies
[O] Equipment

@ Files

[O] Supplies
[O] Equipment

@ Files

[O] Desk Work
[O] Meetings
[] Driving

[O] For Supplies
[O] For Files

[O] Paperwork
[] Monies

[O] Filing in Lower Drawers

[O] Retrieving Items From Lower Shelves /
Ground

[O] Under Equipment
[] Inside Attics / Pipes / Ditches

@ File Drawers
[0] Equipment
@ Table and Chairs

|:| Hose



Climbing

[Rarely

Vision

[Constantly

Foot Controls

[Never

Balancing

[Never

Bending

[Occasionally

Crouching

[Occasionally

Hearing

[Frequently

Twisting

[Rarely

@ Stairs

[] Ladder
[] Step Stool
[] Onto Equipment

[0] Reading

[O] Computer Screen
[] Driving

[] Observing Worksite

[] Driving
[] Operating Heavy Equipment
[] Dictaphone

[] On Ladder
[] On Equipment
[] On Step Stool

[O] Filing in Lower Drawers

[O] Retrieving Items form Lower Shelves /

Ground
[] Making Repairs

[O] Retrieving Items From Lower Shelves /

Ground

[O] Filing in Lower Drawers

Communicating Vis Telephone / Radio,

to Co-Workers / Public
[] Listening To Equipment

[O] From Computer to Telephone
[[] Getting Inside Vehicle



Talking

[Frequently [O] Communicating Via Telephone / Radio,
to Co-Workers / Public

Other

Environmental Factors

Never Seasonally Several Several Several Daily
Times Per Times Per Times Per
Year Month Week
Extreme Temperature (Heat,
cold, extreme temp. change) ®© O O O O O

Wetness and/or humidity

(bodily discomfort from ® O O O O O

moisture)

Respiratory Hazards (Fumes,

gases, chemicals, dust, and @ O O O O O

dirt)

Noise and Vibration

(sufficient to cause hearing ® O O O O O

loss)

Physical Hazards (High

voltage, dangerous

machinery, aggressive O) O O O O O

Customers)



Health and Safety Conditions

Never (Never Rarely  (Less  Occasionally Frequently Constantly (2/3
Occurs) than 1 hour per = (1/3 or more of = (From 1/3to 2/3 = or more of the
week) the time) of the time) time)

Mechanical Hazards
Chemical Hazards
Electrical Hazards
Fire Hazards
Explosives

Communicable Diseases

O®®®® O O
OO0OO0O00®®
OO OO0OO0OO0O0
OO OO0OO0OO0O0
OO OO0OO0O0O0

Physical Danger or Abuse

Other

Primary Work Environment

[O] Office Environment
[] Warehouse

[] Shop

[] Vehicle

[] Outdoors / Field

Other




Overall Strength Demands

[] Sedentary - Exerting up to 10 pounds occasionally or negligible weight frequently, mostly sitting

@ Light - Exerting up to 20 pounds occasionally, 10 pounds frequently, walking or standing often

[] Medium - Exerting 20 - 50 pounds occasionally, 10 - 25 pounds frequently, or 10 pounds constantly

[] Heavy - Exerting 50 - 100 pounds occasionally, 25 - 50 pounds frequently, or 10 - 20 pounds constantly
[] Very Heavy - Exerting 50 pounds constantly

Non-Physical Demands

Never Rarely Occasionally Frequently Constantly

Time Pressure
Emergency Situations
Frequent Change of Task

Irregular Schedule /
Overtime

Performing Multiple Tasks
Simultaneously

Working Closely with
Others as Part of a Team

Tedious or Exacting Work

Noisy / Distracting
Environment

O O O O O OO0O
© O O O O O®O
O ® ® O ® O OO0
O O O ® O ®0®
O O O O O OO0O

Other




Employee Statement of Understanding

THIS JOB DESCRIPTION DOES NOT CONSTITUTE AN EMPLOYEE AGREEMENT BETWEEN NEW BRAUNFELS
UTILITIES (NBU) AND THE EMPLOYEE. Nothing is this position description restricts NBU's ability to assign, reassign or
eliminate duties and responsibilities of this job at any time.

I HAVE READ AND RECEIVED A COPY OF THIS JOB DESCRIPTION.

Employee's Signature Date

Employee's Name (PLEASE PRINT)



	fc-int01-generateAppearances: 
	Other_PSSWag3OHqKB8fDABLxIOg: 
	Noisy / Distracting Environmen_Dfw-ZNnQq7577GgwOf--9w: Rarely
	Tedious or Exacting Work_93-SwHwjLpgxjrQfg8d13w: Occasionally
	Working Closely with Others as_iKsuMdvEECiIxbO9U3tugg: Occasionally
	Performing Multiple Tasks Simu_MNV5TpkP-YUJ0qcnBiKe8A: Frequently
	Irregular Schedule / Overtime_HIarFpnshlQOaxJx522FIA: Occasionally
	Frequent Change of Task_DYCFjuWi4k05y1mDwv*MHA: Frequently
	Emergency Situations_7pwAXsQg1y3TttALqJQs1A: Rarely
	Time Pressure_rew3AoQU9Fsfph0DBOC3CA: Frequently
	Overall Strength Demands_4_VfIzfKvQfPAoJWhzHZHHPw: Off
	Overall Strength Demands_3_VfIzfKvQfPAoJWhzHZHHPw: Off
	Overall Strength Demands_2_VfIzfKvQfPAoJWhzHZHHPw: Off
	Overall Strength Demands_1_VfIzfKvQfPAoJWhzHZHHPw: Yes
	Overall Strength Demands_0_VfIzfKvQfPAoJWhzHZHHPw: Off
	Other_EVKMmKLVqqKnlYUkN9lmYQ: 
	Primary Work Environment_4_ByFlqQHdkBG7IwkbJw9XYQ: Off
	Primary Work Environment_3_ByFlqQHdkBG7IwkbJw9XYQ: Off
	Primary Work Environment_2_ByFlqQHdkBG7IwkbJw9XYQ: Off
	Primary Work Environment_1_ByFlqQHdkBG7IwkbJw9XYQ: Off
	Primary Work Environment_0_ByFlqQHdkBG7IwkbJw9XYQ: Yes
	Other_A4v4dQcm25GuxHcaizsKQQ: 
	Physical Danger or Abuse_A7friEymUuJYMhf0nkJUMw: Off
	Communicable Diseases_58vFiKzAkKEw1lrou7twVA: Never     (Never Occurs)
	Explosives_abflkjMcVTdArkUwHyeAag: Never     (Never Occurs)
	Fire Hazards_lliKI-6zXnsSCBNYWtbkQQ: Never     (Never Occurs)
	Electrical Hazards_JSJMTebzRaQ0z0QJ7g1UBw: Never     (Never Occurs)
	Chemical Hazards_317aseTZeLv7RBXMDJP5yA: Rarely       (Less than 1 hour per week)
	Mechanical Hazards_XuXDqNwc2HTeHgqX9UlfpA: Rarely       (Less than 1 hour per week)
	Physical Hazards (High voltage_CiVU4ib4T72t-usKNgOTew: Never
	Noise and Vibration (sufficien_1HCZFNKj8MbdCD1Tg1KkwQ: Never
	Respiratory Hazards (Fumes, ga_Gom30tyoNn6-C3MCNErHcg: Never
	Wetness and/or humidity (bodil_-m*wp*yPEd8n-DOcDnh73g: Never
	Extreme Temperature (Heat, col_mJEq9PcB0V7svHooM2tR8g: Never
	Other_np6cEFqDck8IhM-Svx3aFw: 
	Column22_0_IQ6N2cKJSY06aZb*qjdVkg: Yes
	Talking_Fa30HTwhCVqDiNFtTJMT3Q: [Frequently]
	Column21_1_77UkZn5j*13UebtnqVxMgA: Off
	Column21_0_77UkZn5j*13UebtnqVxMgA: Yes
	Twisting_ugGdCpE1T*3MsSF-UYx8EA: [Rarely]
	Column20_1_2*vioiSYfHAUtnZkj195cg: Off
	Column20_0_2*vioiSYfHAUtnZkj195cg: Yes
	Hearing_-2mA6LZJQmyD81Zn1a*QBA: [Frequently]
	Column19_1_Oo4-EgodmlDj7TJ2PbsrAQ: Yes
	Column19_0_Oo4-EgodmlDj7TJ2PbsrAQ: Yes
	Crouching_yqefsytgfAREI2sayx*rwg: [Occasionally]
	Column18_2_*1lonDHxT6BZ1ACxP7ZOnQ: Off
	Column18_1_*1lonDHxT6BZ1ACxP7ZOnQ: Yes
	Column18_0_*1lonDHxT6BZ1ACxP7ZOnQ: Yes
	Bending_FwFvYsGZvDUbI8cIJEiJnQ: [Occasionally]
	Column17_2_3gfel5L-LN5egni6B2GFmg: Off
	Column17_1_3gfel5L-LN5egni6B2GFmg: Off
	Column17_0_3gfel5L-LN5egni6B2GFmg: Off
	Balancing_yg3XO1KVYo7FgHGS-TKQqQ: [Never]
	Column16_2_448WqmbXwzeXYsTcv*F8HQ: Off
	Column16_1_448WqmbXwzeXYsTcv*F8HQ: Off
	Column16_0_448WqmbXwzeXYsTcv*F8HQ: Off
	Foot Controls_1hckpwAQTdz-9BVP9-tNNw: [Never]
	Column15_3_e8l08lJeF5naiW7d5pG2Cg: Off
	Column15_2_e8l08lJeF5naiW7d5pG2Cg: Off
	Column15_1_e8l08lJeF5naiW7d5pG2Cg: Yes
	Column15_0_e8l08lJeF5naiW7d5pG2Cg: Yes
	Vision_F5L2fr1Xki2d1exf9fF43w: [Constantly]
	Column14_3_oPtXY4Lv43unwl49rTWWCw: Off
	Column14_2_oPtXY4Lv43unwl49rTWWCw: Off
	Column14_1_oPtXY4Lv43unwl49rTWWCw: Off
	Column14_0_oPtXY4Lv43unwl49rTWWCw: Yes
	Climbing_g8W75OErYPmXHPar11KLJg: [Rarely]
	Column13_3_**e8xlZ5ifLYYK7ruMaCBQ: Off
	Column13_2_**e8xlZ5ifLYYK7ruMaCBQ: Yes
	Column13_1_**e8xlZ5ifLYYK7ruMaCBQ: Yes
	Column13_0_**e8xlZ5ifLYYK7ruMaCBQ: Yes
	Pushing / Pulling _qDoNLri4CAMiDUMby8AxDg: [Occasionally]
	Column12_1_bgP9DUTDV-cDx7q-WVLeqA: Off
	Column12_0_bgP9DUTDV-cDx7q-WVLeqA: Yes
	Crawling_MXAHS0lRDw0E4t-RIAMXjA: [Rarely]
	Column11_1_uu-EXip9*Sai9FF16IkiaQ: Yes
	Column11_0_uu-EXip9*Sai9FF16IkiaQ: Yes
	Kneeling_ge1amhGFdNVvjpysG0uwgg: [Rarely]
	Column10_1_s**dVISjuIDlKynctQTu3w: Off
	Column10_0_s**dVISjuIDlKynctQTu3w: Yes
	Handling_6F1bnb0Ws3D1f7HjgiKy3g: [Constantly]
	Column9_1_PvUnUzbB5OmInhGZbfIbKQ: Yes
	Column9_0_PvUnUzbB5OmInhGZbfIbKQ: Yes
	Reaching_ZNO7Rpdn8NBBZrMNo4aRSQ: [Occasionally]
	Column8_2_-C524DYrwyDkdbjlJ6GS9g: Off
	Column8_1_-C524DYrwyDkdbjlJ6GS9g: Yes
	Column8_0_-C524DYrwyDkdbjlJ6GS9g: Yes
	Sitting_gxhLFmBwNGvPwi2iBCZUSg: [Constantly]
	Column7_2_GPHLd*CsJNlKn9aLm6F5DQ: Yes
	Column7_1_GPHLd*CsJNlKn9aLm6F5DQ: Yes
	Column7_0_GPHLd*CsJNlKn9aLm6F5DQ: Yes
	Carrying_RJCAJFVzAG3x6hH2jISsuw: [Occasionally]
	Column6_2_oR5cOnkSojc-QyuNCPm*yQ: Yes
	Column6_1_oR5cOnkSojc-QyuNCPm*yQ: Yes
	Column6_0_oR5cOnkSojc-QyuNCPm*yQ: Yes
	Lifting_ysWwMg9VI3Ex9JumcTZ-IA: [Occasionally]
	Column5_1_K0sbLl7pIahoyju38E*Rsw: Off
	Column5_0_K0sbLl7pIahoyju38E*Rsw: Yes
	Walking_Rm7aAtGvNv-CYULXrgp*QA: [Occasionally]
	Column4_3_cUGtegMkRUXH8ItzLVrC2w: Off
	Column4_2_cUGtegMkRUXH8ItzLVrC2w: Yes
	Column4_1_cUGtegMkRUXH8ItzLVrC2w: Yes
	Column4_0_cUGtegMkRUXH8ItzLVrC2w: Yes
	Fine Dexterity_gS8ARZNRrR5k-hwtVuP47w: [Constantly]
	Column3_3_4UbxKv2NqaO4BJ1Wg2e0*w: Yes
	Column3_2_4UbxKv2NqaO4BJ1Wg2e0*w: Yes
	Column3_1_4UbxKv2NqaO4BJ1Wg2e0*w: Off
	Column3_0_4UbxKv2NqaO4BJ1Wg2e0*w: Off
	Standing_1nOiKAdEfskBOei6piwepA: [Occasionally]
	Other Software Knowledge_ljobCDP0bSIHR*Dym0Z6Vw: 
	Microsoft Powerpoint_FGwBf48Q3qLE7*pnNjsXEw: Intermediate
	Microsoft Publisher_GEP6IkR37oJ7URAsa0PoUw: Intermediate
	Microsoft Word_b109CJiMXlxaH3TkOJjnpA: Expert
	Microsoft Excel_Hdtta9qaxO20D2J7Oo6XVw: Intermediate
	Microsoft Access_jg7UtQLI1Dfs289kR5*Tew: No Knowledge
	Crystal Reports_ACrRBFYwx9kPcl9NkM5E-Q: No Knowledge
	AutoCAD_sfyZ5Rt2U43fGi-1rUR9kA: No Knowledge
	Arc GIS_b1EDpaWI9wRTtklchCpy-w: No Knowledge
	Other Minimum Qualifications_l7OvYMxRNbBvgCo0yEAMtw: 
	Certification and Licensures R_4Qa09vsQfCGg0fx7Ar6rmA: 
	Other_wevdsenaSgWaZNQZQI35rg: Educational Requirements:
• 5 or more years in general company or legal administrative matters experience may substitute for degree requirement. Experience with company governance matters strongly preferred.  
• Bachelor’s degree in Business, Public Administration preferred but not required.
	Work Experience Time Frame_5fUNSVD4xdkl6RvDZRcj1w: [Three Years or More]
	Field of Study_E9H8iO2gvuboM9uEpTXqcg: General Studies
	Degree/Diploma Obtained_nSJtsutFm3cpbhV2bqloOQ: [Bachelors]
	Essential Duties and Responsib_eNzexXbRmDfY4Dd1ucczVg: Board Items:
- Maintains confidentiality regarding matters of the CEO, General Counsel, Executive Management and business of the Board of Trustees pertaining to all documents.
- Helps prepare monthly board book including: draft Board resolutions for legal review; edit Board write-ups; draft CEO Board write-ups; compile all required documentation.
- Ensures all documents for Board books are reviewed, approved and submitted to Executive Management and Legal within established guidelines and due dates for each.
- Prepares board meeting documents for CEO and Executive Management.
- Attends board meetings and prepare minutes.
- Assists with preparation and posting of board agendas and packets.
- Ensures accuracy of publicized information and publishes Board agendas as well as final version of Board book and minutes of meetings for public access as required by law and/or internal policy.
- Assists with process for tracking, updating, and maintaining Board policies, procedures, guidelines and action items.
- Makes all travel arrangements as outlined by the Chief of Staff for Board of Trustees for business meetings.
- Assists with management of email and updates to the board portal.
- Works with the Executive Administrative Assistants to coordinate and schedule all board member committee meetings and board member NBU engagements.
- Manages all logistics and preparation for board retreats.
- Maintains appointment schedules and calendars for Board as related to regular, committee and special called meetings.

Other Duties:
- Serves as NBU backup liaison to city, county, state, chamber, and federal offices.
- Prepares documents for submittal to City Council or other entities, as outlined by the NBU Chief of Staff.
- Serves as proof reader and editor, as needed. 
- Manages updates and revisions to written documents
- Prepares a variety of complex reports, including attending meetings to gather information, conducting research, and writing first drafts.
- Supports Administrative Assistants as backup, or as needed for special projects/events.
- Performs Administrative duties such as filing, copying, scanning and file retrieval (as needed).
- Carries out other duties as assigned
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