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GOLETA CEMETERY DISTRICT
44 S. San Antonio Rd.; Santa Barbara, CA 93110
Phone:  805-967-3608; Fax:  805-964-8268
Email:  info@GoletaCemetery.com


NOTICE OF EMPLOYMENT OPPORTUNITY
DISTRICT GENERAL MANAGER
GOLETA CEMETERY DISTRICT


STATEMENT FROM THE BOARD OF TRUSTEES

The Goleta Cemetery District Board of Trustees is looking for a highly motivated professional, with at least five (5) years of CA District Cemetery experience, to assume the leadership role in this mission-focused organization.  The individual must possess the skills, sensitivity, and personal confidence to lead the Goleta Cemetery District and its staff.


DISTRICT MISSION STATEMENT

The Goleta Cemetery District provides respectful interment services to meet the cultural,
religious, and social needs of the bereaved.

__________________________________________________________________________________

Applicants: Please submit your résumé and cover letter to one of the following:

Email to:	info@goletacemetery.com
	In the Subject line indicate “District General Manager Application”

U.S. Mail:	Goleta Cemetery District
	“District General Manager Application”
	44 S. San Antonio Road
	Santa Barbara, CA   93110

Résumé postmark deadline:  October 1, 2025
Successful candidate needs to be able to start NLT January 5, 2026
__________________________________________________________________________________

JOB SUMMARY

The District General Manager oversees all District operations including, but not limited to, administration, casket and cremation urn burials, and maintenance operations.  The District General Manager is the sole administrator of the Goleta Cemetery District, and represents the District in all facets of communication, administration, sales, and managerial responsibilities.  The District General Manager is directly responsible to the Board of Trustees for implementation and adherence to Board policy, rules, and regulations.  The District General Manager is an executive of the District and is exempt from payment of overtime in accordance with State and Federal statutes.  This is an at-will, safety sensitive position.


A.	Duties and Responsibilities

	1.	Supervises the overall program of maintenance, construction, and beautification of the District grounds and facilities.
	2.	Responsible for all activities involved in the District’s financial and clerical procedures.
	3.	Responsible for selling burial and interment rights to the public.  Assists with planning burial interment services.  Records and maps interments and pre-need sales within the District’s sites/facilities.
	4.	Responsible for the personnel program for the District, including the administration, review, and recommended revision of personnel policies and procedures to the Board of Trustees.
	5.	Assures staff adherence to District policies and procedures.  Evaluates staff performance on an ongoing and regular basis.  Is responsible for any and all disciplinary action, up to and including termination of employment.
	6.	Performs the recruiting, screening, and hiring of potential employees.
	7.	Facilitates employee payroll and vacation/sick time through ADP and corresponding retirement through the Santa Barbara County Employees Retirement System (SBCERS).
	8.	Analyzes the classification, salary, and benefit program, and presents recommendations to the Board of Trustees for updating annually.
	9.	Prepares the annual District budget.
	10.	Prepares all documentation and files, and assists with the annual District Audit Report.
	11.	Reviews monthly District financial reports with the District accountant.
	12.	Conducts weekly bank deposits of District funds.
	13.	Conducts studies and makes recommendations to the Board involving District policy and procedures.
	14.	Investigates complaints and inquiries concerning the District, and reports findings to the Board.
	15.	Develops training and safety programs.
	16.	Designs, prepares plans for, and supervises the installation, maintenance, and upgrading of irrigation systems.
	17.	Supervises and participates in the design and preparation of specifications for construction of District buildings and other facilities.
	18.	Attends all Board of Trustees meetings, prepares Board meeting agendas, takes minutes, prepares minutes, and other clerical procedures as directed by the Board.  Officially acts as Clerk of the Board. 
	19.	Oversees access, security, and safety of District grounds and facilities at all times.
	20.	Other duties as assigned by the Board of Trustees.





B.	Qualifications

	Knowledge of:
	1.	Principles, problems, and methods of public administration, including organization, personnel, and fiscal management.
	2.	Office management principles, methods, and procedures.
	3.	State and local laws and regulations relating to the operation of a public cemetery district.
	4.	Engineering principles and practices as applied to the field of public cemetery district operations, including design and construction, and operation and maintenance.
	5.	Methods of preparing designs, plans, specifications, estimates, reports, and recommendations relating to proposed beautification of grounds and construction of buildings and other facilities.
	6.	Principles of employee supervision and training.
	Ability to:
	1.	Communicate and work effectively with the public in the most sensitive of circumstances.
	2.	Plan, layout, coordinate, and control through grounds staff the maintenance and operations of a public cemetery.
	3.	Analyze and solve problems of organization and management.
	4.	Prepare reports and make recommendations of the setting of, and adhering to, District policies.
	5.	Train and supervise grounds staff.
	6.	Establish cooperative and effective working relations with grounds staff, public groups and organizations, District Trustees, and other government agencies.
	7.	Analyze and interpret fiscal and accounting records and data, and prepare reports.
	8.	Devise and implement new and improved accounting and record keeping procedures.
	9.	Work efficiently and effectively with various departments of County government, such as Auditor-Controller, Treasurer-Tax Collector, and County Counsel; and the Employees Retirement System.

C.	Requirements

	1.	Minimum five (5) years of CA District Cemetery experience. 	
	2.	Must be able to speak and write effectively.
       3.     Bilingual (English/Spanish) preferred.
	4.	Must be able to multi-task effectively.
	5.	Must be bondable and insurable under District insurance policies.
	6.	Must possess a valid California driver’s license.
	7.	Must reside in District provided residence, at District’s expense, under applicable Federal and California tax codes. 
	8.	Must be available to respond, within a reasonable time, to any needs of the District, seven days a week.
	9.	Participate in Continuing Education classes provided through District Cemetery and Special District associations.   Stay current on all special district and supervisor training required by the state.  Encouraged to attend local and statewide Cemetery and Special District functions.
	10.	Must have a basic working knowledge of normal cemetery grounds equipment.






D.	Annual Salary 

	$95,000.00 Minimum starting (Negotiable – Depending on Experience).  This is a full-time position, at least 40 hours per week. Office is open Monday-Friday.  Grounds are open every day of the year.  (No weekend or designated holiday interments.)

E.	Benefits

1. 100% of employee and family health, dental, and vision insurance premium.
	2.	Membership in the Santa Barbara County Employees Retirement System (SBCERS).
	3.	Designated holidays are paid.
	4.	Starts at 18 days paid vacation per year.
	5.	12 paid sick days per year.
       6.     Vehicle allowance.

F.	Location

	Santa Barbara, Santa Barbara County, CA.
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