Sutter-Yuba Mosquito & Vector Control District
P.O. Box 726
Yuba City, CA 95992
530-674-5456

JOB ANNOUNCEMENT

Position: Office Aide

Filing Period: March 18, 2026 until filled

Salary Range: $20.00 to $24.00 per hour

Status: Temporary Limited Term (40+ hours per week) not to exceed 999

hours. Temporary employment ranges from May 15! but no longer
than September 30%".

Application: An application can be found, completed and submitted online at

https://sutter-yubamvcd.org/about-us/employment-opportunities. A
cover letter and resume can be attached at the end of the
application process.

Position: Office Aide

Nature of Work:

Under the general direction of the Manager and the direct supervision of the
Administrative Manager, and possibly Administrative Assistants | and Il, this position
carries out computer data entry, performs varied clerical work of above-average
difficulty, and does related work as required.

Examples of Tasks:

Assists the Administrative Manager and Administrative Assistant in daily office
duties

Performs data entry on the computer that includes service requests, adult
mosquito collection reports, pesticide use, etc.

Acts as receptionist; answers phones, takes service requests and complaints
from the general public; receives visitors to the District and routes them to the
proper destination, receives parcel deliveries.

Does copying of data and other information

Delivers and picks up mail at the Post Office and does some miscellaneous
purchasing of supplies

Sorts and organizes files in accordance with record retention policy.
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Prepares mailings

Conducts heat illness procedures

Scans documents onto digital format

Drives automobile equipment such as pickup trucks

When available, at employees’ option, may apply wide area adulticide sprays
from truck mounted foggers when routes are assigned

KNOWLEDGE, ABILITIES AND SKILLS

Knowledge of the duties and responsibilities of the Sutter-Yuba Mosquito and
Vector Control District

General knowledge of standard office methods, equipment, correspondence, etc.
Ability to carry out varied clerical assignments independently

Ability to operate standard office equipment including: computers, printers,
calculators, fax machines and copying machines

Ability to type at a speed of not less than 45 words per minute

Ability to follow written and oral instructions in English

Ability to keep accurate records and to read and write English effectively

Ability to operate a vehicle while observing legal and defensive driving practices
Ability to work cooperatively and effectively with other District employees and the
public

PHYSICAL DEMANDS AND ESSENTIAL DUTIES

The position of Office Aide will require work that is varied in nature. The Office Aide:

Must be able to hear, understand, speak, and write effectively in English.

Must be able to periodically bend at the knees and waist to perform routine office
work.

Must be able to periodically lift objects weighing up to 50 pounds, such as boxes
of copy machine paper.

Must be able to periodically reach overhead.

Must be able to frequently perform repetitive motion associated with computer
usage.

Must be able to frequently perform work from a seated position

Periodically = Activity or condition exists less than 25% of the time
Occasionally = Activity or condition exists 25-50% of the time
Regularly = Activity or condition exists 50-75% of the time
Frequently = Activity or condition exists more than 75% of the time

EXPERIENCE, EDUCATION AND SPECIAL NOTES

Equivalent to high school diploma.
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Current California Class C Driver’s License required. Must be insurable by the
District's insurance carrier.

Possess proof of employment eligibility in the United States of America.

WORKING CONDITIONS

Employee may be exposed to pesticides, chemicals, communicable diseases and other
health hazards, inclement weather conditions, or verbal confrontations from members of
the public. The employee may be required to work nonstandard work schedules including
early mornings/late nights, weekends, and holidays.

Applications: Interested individuals must complete a District Application, available
online at https://sutter-yubamvcd.org/about-us/employment-opportunities. The closing
date for this position is: until the position is filled.

Interview Information: Selection of applicants for interviews will be based on a
qualifying evaluation of training, education, and experience shown in the application
information. Those candidates selected for interviews will receive a paneled oral interview
to assess training, experience, and ability to perform the duties of the position.

The provisions of this job announcement do not constitute an expressed or implied
contract. Any provision contained in this announcement may be modified or revoked.
Acceptance of an application does not mean qualification for an interview.

An Equal Opportunity Employer

Revised 3/2025


https://sutter-yubamvcd.org/about-us/employment-opportunities

