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6c 
AGENDA REPORT 
Consent | Action 

 
 

March 4, 2024 
 
TO:                Commissioners  
 
FROM:  Keene Simonds, Executive Officer  
  Priscilla Mumpower, Assistant Executive Officer  
     
SUBJECT:  Temporary Appointment and Compensation Adjustment for Analyst 

Michaela Peters to Concurrently Serve as Commission Clerk   
___________________________________________________________________________________________________________________ 

 

SUMMARY 
 
The  San  Diego  County  Local  Agency  Formation  Commission  (LAFCO)  will  consider  the 
temporary appointment and related compensation adjustment for Analyst Michaela Peters to 
concurrently  serve  as  Commission  Clerk  retroactive  to  February  9,  2024.    The  proposed 
appointment  provides  a  10%  compensation  increase  consistent  with  adopted  policy  and 
recognizes  several  duties  already  undertaken  via  cross‐training  in  anticipation  of  the 
incumbent’s  –  Erica  Sellen  –  pending  leave  under  the  Family  Medical  Leave  Act.    It  is 
recommended the Commission relatedly authorize the temporary assignment as needed for 
up to 130 days while the incumbent remains on authorized leave. The proposed appointment 
–  at  the maximum  potential  length  – would  generate  a  total  cost  of  $5,757  (salary  and 
benefits) and can be readily accommodated with existing resources.  
 
BACKGROUND 
 

Commission Clerk Position  
 

San Diego LAFCO currently budgets 9.0 full‐time positions at a total expense of $1.436 million 
(salaries and benefits). One of  these budgeted positions  is  the Commission Clerk with key 
duties involving records and filings management, public noticing, and clerking meetings.   
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DISCUSSION  
 
This item is for San Diego LAFCO to consider the temporary appointment of Analyst Michaela 
Peters  to  concurrently  serve  as  Commission  Clerk  retroactive  to  February  9,  2024 with  a 
corresponding  10%  compensation  increase  consistent  with  adopted  policy  (Rule  6.13).  
Authorization would extend up to 130 days to parallel the  incumbent holder’s pending and 
authorized leave under the Family Medical Leave Act.  
 
ANALYSIS 
 

The proposed  temporary  assignment of Analyst Michaela Peters  to  concurrently  serve  as 
Commission Clerk accommodates a priority need to ensure the essential and time‐sensitive 
functions are exercised while the incumbent remains out on leave.  This includes processing 
payroll, transacting payments, recording documents, and clerking meetings.  Ms. Peters’ core 
Analyst  I  responsibilities will  remain  intact with  the  understanding  some  projects will  be 
delayed in favor of addressing critical Clerk functions.   Formal approval by the Commission is 
needed consistent with Rule 6.13.  
 
RECOMMENDATION 
 
It  is  recommended  San  Diego  LAFCO  approve  the  proposed  temporary  appointment  of 
Michaela  Peters  to  serve  as  Commission  Clerk  with  a  10%  compensation  increase.  This 
recommendation is reflected in the proceeding section as Alternative Action One.    
 
ALTERNATIVES FOR ACTION 
 
The following alternatives are available to San Diego LAFCO through a single motion: 

 
Alternative One (recommended): 
 
(a) Approve a temporary assignment for Analyst I Michaela Peters to concurrently serve 

as Commission Clerk retroactive to February 9, 2024 for up to 130 days. 
 

(b) Authorize a 10% increase in salary for Analyst I Michaela Peters during this concurrent 
assignment as both Analyst I and Commission Clerk. 

 
Alternative Two: 
Continue the item to the next regular meeting and provide direction to staff as needed.  
 
Alternative Three: 
Take no action.  
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PROCEDURES  
 

This item has been placed on San Diego LAFCO’s agenda as part of the consent calendar.  A 
successful motion to approve the consent calendar will include taking affirmative action on 
the staff recommendation unless otherwise specified by the Commission.  
 
On behalf of the Executive Officer, 

 
Priscilla Mumpower          
Assistant Executive Officer         

 
 
 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Attachments:   
 

1)    Commission Clerk Job Description  
2)    Rule No. 6.13   
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LOCAL AGENCY FORMATION COMMISSION 
SAN DIEGO COUNTY 

POSITION SPECIFICATION 

COMMISSION CLERK  

Definition 

With limited direction, to serve as clerk to the Commission and assist the Executive Officer 
in managing Commission meetings and all records therein; to perform support staff level 
work for the Executive Officer and to assist with administrative and other non-routine 
duties; to perform related work as required. 

Typical Tasks 

Works with the Executive Officer to schedule all Commission meetings and any standing 
or ad hoc committees therein; prepares related agenda materials; takes related official 
meeting minutes; notifies participants; reserves meeting rooms; ensures Commission 
meeting information is compiled and posted; arranges for Commission food and beverages 
as appropriate.  

Prepare, post, and distribute public hearing notices of the Commission; prepare, publish, 
and distribute other legal notices in accordance with State of California, County of San 
Diego, and LAFCO requirements.  

Receive, process, and monitor economic interest statements and election process for 
elected and appointed officials and employees.  

Receive and coordinate responses pursuant to the State’s Public Records Act. 

Coordinate and oversee elections on behalf of the Special Districts Selection Committee; 
certify election results.  

Coordinate with the Executive Officer and designated staff to file and/or record approved 
and completed jurisdictional changes with the County Clerk-Recorder’s Office and State 
Board of Equalization. 

Create, organize, and maintain official records of the Commission – including – but not 
limited to – applicant proposals, Commission meeting minutes, adopted resolutions, 
adopted policies and procedures, public records requests and response, and official 
correspondence. 

Serve as direct supervisor to the Administrative Assistant and manage and delegate tasks 
accordingly.  

Agenda Item No. 6c | Attachment One 
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Other tasks include: performing general support staff duties; screening and routing 
incoming correspondence; typing correspondence and reports; answering telephone and 
taking messages; maintaining files; retrieving and gathering information to assist staff 
members; meeting the public to answer inquiries or complaints regarding procedures. 
 
Distinguishing Characteristics 
 
Serve as Commission Clerk as provided under LAFCO law. Organize own work, 
coordinate projects, set priorities, and meet critical deadlines in fulfilling typical tasks.   
Report directly to the Executive Officer 
 
Minimum Qualifications 
 

Thorough Knowledge of: 
 
• General role of local government and basic responsibilities and duties of LAFCO. 
• A wide variety of word processing layouts and formats 
• Filing systems, including alphabetical, chronological, numerical, subject area, and 

tickler. 
• Record keeping and clerical monitoring procedures. 
• Business English including spelling, punctuation, grammar, capitalization, and word 

usage. 
• The operation and uses of common office equipment including office computers, 

typewriters, calculators, copiers, and dictaphone machines. 
• Modern office procedures and practices. 
 
Skills to: 
 
• Possess strong interpersonal and public relations skills.  
• Deal effectively and diplomatically with administrators, officials, and other 

individuals who transact business with the Executive Officer. 
• Independently review and interpret relevant statutes. 
• Take and transcribe dictation accurately. 
• Possess relevant office/computer skills to use a variety of equipment such as 

computers, copy machines and software programs (i.e. Microsoft Office). 
• Read, understand, follow, and explain policy and procedure. 
• Compile and summarize statistical, financial, and other data. 
• Compose routine correspondence and reports. 
• Make arithmetic calculations. 
• Maintain confidentiality. 
 
Education/Experience: 
 
•   At least four years of relevant experience, two years of which must have been at a 

comparable level to the executive assistant or administrative assistant position as 
determined by the Executive Officer. 

• Completion of no less than 60 units from an accredited college or university may be 
substituted for two years of relevant experience as described above.  



Updated | June 2023                                                                                                                                               

• Graduation from an accredited four-year college or university within emphasis in 
administration, business, or other related fields may be substituted for all four years 
of the relevant experience as described above. 

 
Established: June 1, 2020 
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