








AMCD’s COMMITTEE MEMBERS (2021)

Committees provide excellent assistance to the Board and the District Director to run AMCD
business. Each committee includes one (1) Coordinator/Chair and five to seven (5-7) members.
The committees benefit from communication between Commissioners and office staff,
supervisors and employees. The Board member and District Director can join each committee
meeting without being a committee member. However, no two Board members are allowed to
attend the same committee meeting without public notice based on the Sunshine Law. The
Director will help the Committee Chair to schedule / prepare the Agenda and documentation for
each committee meeting. The committee members can collect and present citizens and
employees opinions and responses concerning certain items and make recommendations and
suggestions to the Board and Director for consideration. Each committee may hold a meeting
every six (6) months. The members in certain committees may be rotated every two to three (2-

3) years.

1. PLANNING COMMITTEE:
Commissioner: Mrs. Gina LeBlanc (Chair)
Director: Dr. Rui-De Xue
Business Manager: Mr. Richard Weaver
Operations Manager: Mrs. Marcia Kay Gaines
Assistant Supervisor: Mrs. Dena Autry
Chief Pilot/Aviation Mgr: Mr. Dana Smith
Entomologist/Scientific Mgr: Dr. Whitney Qualls

2. FINANCIAL / AUDIT COMMITTEE:
Commissioner: Gayle Gardner (Chair)
Director: Dr. Rui-De Xue
Accountant: Mr. Scott Hanna
Business Manager: Mr. Richard Weaver
Chief Pilot/Aviation Mgr: Mr. Dana Smith
Operations Manager: Mrs. Marcia Kay Gaines

3. OPERATIONAL COMMITTEE: (Ground/Aerial)
Commissioner: Mrs. Catherine Brandhorst (Chair)
Director: Dr. Rui-De Xue
Assistant Supervisor: Mrs. Dena Autry
Field Biologist: Dr. Muhammad Farooq
Operations Manager: Mrs. Marcia Kay Gaines
Business Manager: Mr. Richard Weaver
Entomologist/Scientific Mgr: Dr. Whitney Qualls
Chief Pilot/Aviation Mgr: Mr. Dana Smith
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4. EDUCATION COMMITTEE:
Commissioner: Mrs. Trish Becker (Chair)
Education Specialist: Mr. Edward J. Zeszutko
Operations Manager: Mrs. Marcia Kay Gaines
Assistant Supervisor: Mrs. Dena Autry
Biological Technicians: Mr. Steven Smoleroff & Ms. Heather Ward
Entomologist/Scientific Manager: Dr. Whitney Qualls

5. APPLIED RESEARCH COMMITTEE:
Commissioner: Mrs. Jeanne Moeller (Chair)
Entomologist/Scientific Manager: Dr. Whitney Qualls
Business Manager: Mr. Richard Weaver
Molecular Entomologist: Dr. Steve Peper
Biological Technician: Mr. Kai Blore
Field Biologist: Dr. Muhammed Farooq

6. SAFETY COMMITTEE:
Business Manager (& Safety Coordinator): Mr. Richard Weaver (Chair)
Operations Manager: Mrs. Marcia Kay Gaines
Assistant Supervisor: Mrs. Dena Autry
A & P Aircraft Mechanic: Mr. Ralph Bruner
Biological Technician: Mr. Steven Smoleroff
MC Technician, Surveillance: Mr. Morgan Duett
IT Technician: Mr. Ricky Stockley
Mechanic: Mr. John “Freddie” Allen
Molecular Entomologist: Dr. Steve Peper

7. EMERGENCY RESPONSE COMMITTEE
Operations Manager: Mrs. Marcia Kay Gaines (Chair)
Field Biologist: Dr. Muhammad Farooq
Business Manager: Mr. Richard Weaver
Entomologist/Scientific Manager: Dr. Whitney Qualls
MC Technician: Mr. Morgan Duet
Education Specialist: Mr. Edward Zeszutko
Chief Pilot/Aviation Mgr: Mr. Dana Smith
Pilot/Technician: Mr. Michael Phillips
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THE ANASTASIA MOSQUITO CONTROL DISTRICT OF ST. JOHNS COUNTY
JOB DESCRIPTION

JOB TITLE DEPARTMENT _ STATUS REPOTS TO (TITLE):
Information Technology Specialist Administration Non-Exempt Business Manager

PURPOSE OF JOB:

Manage and maintain all District Information Technology, both hardware and software.
Coordinate with staff to keep all technology used by staff members working properly and
up to date. Provide solutions for future changes needed to maintain AMCD’s leadership
in software and hardware development and implementation.

ESSENTIAL DUTIES AND RESPONSIBILITIES:

1. Must be proficient in the following:

Windows desktop operating system.

ISR

Microsoft Office Suite of programs.
Windows Server 2012 R2 and Windows server 2016 and 2019.
Windows Active Directory, Group Policy Management, DNS.

e

Linux Operating System (Ubuntu).
PostgreSQL under Ubuntu.
Cisco Routers and Switches 10S.
Apple/iPhone I0S.
Maintain on line calendars.
j. Maintain GLP database.
2. Must be able to learn to manage software programs to include:

GeoMosquito database: Mobisoft and MGIS.
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Maintenance software: Manager Plus

Flight software: AgNav, Free Flight.

e o

Accounting software: QuickBooks.
Statistical software: JMP, Qualtrics.
Arc GIS.

g. Phone system: Avaya IP Office.

oo

h. Keycard system: NetAXS by Honeywell.
i. Alarm system: Alarm.com.

3. Coordinate and plan the upkeep and replacement of all database software and
hardware systems.
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4. Evaluate and monitor the repair and/or replacement of all information technology
related hardware.

5. Work with department heads and supervisors to provide needed software and
hardware solutions necessary to achieve the District's goals.

6. Make sure that all data relevant to the District’s operations and all data required
by law is permanently maintained on the District’s server.

7. Operate Board room video record system and projectors for Board meeting and
conferences.

8. Prepare and submit routine monthly reports to Supervisor, Director and Board of
Commissioners as directed.

9. Perform as a Mosquito Control Technician, maintaining a larviciding and
surveillance route based on needs.

10. Assist other programs, such as, operations, surveillance, science, education, and
administration with technology needs.

11. Assist the District in any necessary duties to achieve District goals.

12. Perform other related duties as assigned.

SUPERVISORY RESPONSIBILITIES:

None

QUALIFICATIONS:

1. A B.S. degree in Computer Science or a H.S. diploma and demonstratable
experience in information technology of at least 5 years.

2. Possess a current and valid Florida Driver’s license with no infractions of serious
Nature, i.e., “open container” violation, DUI (Driving Under the Influence), DWI
(Driving While Intoxicated), or other drug or alcohol related violations, or
excessive and numerous speed or traffic violations within the past three (3) years.

3. Beable to comprehend, speak and write the English language. Must demonstrate
the ability to read and follow directions on a computer-based system.

4. Must hold a current Public Health Pest Control License (PHPCL) issued by the
State of Florida, Department of Agriculture and Consumer Services or receive the
PHPCL within 6 months of employment. Must maintain license in good standing.

5. Must posse and demonstrate a proficiency in varied computer software systems and
databases. Must also have a strong background in word processing and data base

applications.

6. Minimum of five (5) years’ experience working with information technology
hardware and software and be proficient in the most current technology.
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7. Ability to travel when necessary to attend conferences and meetings.
8. Must be able to pass a standardized drug test.

9. Must pass a U. S. background check.

WORK ENVIRONMENT/PHYSICAL REQUIREMENTS:

The physical demands and work environment characteristics described here are
representative of those that must be met by an employee to successfully perform the
essential functions of this job. Reasonable accommodations may be made to enable
individuals with disabilities to perform essential functions.

e Physical Requirements: Light physical activity is required on a regular basis
including lifting, reaching for, pulling and carrying up to twenty pounds, reaching
and pulling with arms, standing, bending, sitting for long periods of time and
walking. Must be able to use hands and fingers to type, and grip and operate a
variety of hand tools and other equipment. Adequate vision, to see computer
screens and written documents, is required.

e Work Environment: The work environment normally is an office, but could
occasionally include warehouses and vehicles. Working around chemicals, which
are stored, handled, applied/used and disposed of according to exact labeling
instructions, is required occasionally. Occasional local travel may be required.

[ HAVE READ AND UNDERSTAND THIS JOB DESCRIPTION.

Signature Date

Printed Name
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THE ANASTASIA MOSQUITO CONTROL DISTRICT OF ST. JOHNS COUNTY

JOB DESCRIPTION
JOB TITLE DEPARTMENT STATUS REPORTS TO (TITLE):
Receptionist Administration ~ Non-Exempt Director

PURPOSE OF JOB:

To perform various customer service and clerical duties, including but not limited to answering
telephones, conduct visitor customer service, enter service requests and assisting the Director in
other various clerical duties.

ESSENTIAL DUTIES AND RESPONSIBILITIES:

10.

I,

12,

13.

Receive and direct telephone calls, responding in a professional manner, to include but not
limited to, routine questions and requests, routing calls and recorded messages to the
appropriate personnel, and entering service requests.

Assist the Director in the preparation of various District and governmental reports (Annual
Program Report, Board Book memos, historic employee and commissioner lists, etc.
Conduct visitor sign in’s and direction to appropriate personnel.

Retrieve all mail (physically) and newspapers (online) daily, as well as, sort, open, time
stamp, and distribute all incoming mail daily and prepare and send any outgoing mail, as
needed.

Prepare prepaid shipping labels as needed for packages for all personnel, through USPS,
UPS, and FedEx, as well as any other shipping companies.

Copy and/or fax any documentation required.

Assist in maintaining office equipment and facilities.

Assist the Director with any memos, letters, filing, or record-keeping duties as needed for
the District.

Perform any Sunshine Tasks as necessary (ordering flowers, preparing monthly birthday
cards, etc.)

Assist in the scheduling of interviews, orientation and conduct background checks and
driver’s license checks.

Operate gate opening from the lobby, for deliveries and guest entries by vehicle.
Assist the Director in preparing Board Books (monthly) and the delivery of Board Books
to Commissioners, the attorney and staff, as well as sending legal meeting notices to the

St. Augustine Record (quarterly).

Schedule meetings and interviews for the Director and Committees.
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