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CUSTOMER SERVICE SUPERVISOR

DEFINITION

Under general supervision, plans, organizes and supervises the workflow of the District
Customer Service, and Billing;—and-Meter-Reading functions; provides direction and
communication to direct reports and ensures that customer inquires are answered in a
timely, professional manner; audits and verifies completeness and accuracy of work;
performs daily helpdesk and technical support and problem resolution to internal and
external customers; reviews, develops and implements procedures relevant to the
effective and efficient operation of the department; performs related work as required.

SUPERVISION RECEIVED AND EXERCISED

General supervision is given by the Director of Finance. Direct supervision of the
Customer Service, and Billing and-Meter Reading-staff is exercised.

CLASS CHARACTERISTICS

This single position class oversees day-to-day operations and participates in all District
activities required to ensure that District Customer Service, and Billing and-Meter
Reading-functions. Incumbents are expected to perform a technical billing work, in
addition to performing a variety of record keeping, reconciliation and report preparation
activities. Incumbents will be required to work independently, use sound judgment and
assist in the instruction of others. This class provides leadership, training and evaluation
of work in addition to dealing with the more complex customer inquiries and problems.

EXAMPLES OF DUTIES (Illustrative Only)

> Assist Customer Service, and Billing;—and-Meter-Reading_staff, in troubleshooting
problems that require special handling and responds to customer inquiries and
complaints in a courteous and effective manner.

> Provide continual evaluation of processes and procedures and responsible for
suggesting methods to improve operations, efficiency and service to both internal and
external customers.

» Maintain in-depth working knowledge of District’s customer service systems and
processes.

» Work as a member/leader of special or on-going projects that are important to process
improvement, such as customer service and/or technology upgrades.

> Monitor and provide performance feedback and coaching on a regular basis; write
and administer performance reviews for skill improvement and career development.
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Ensure that Customer Service, and Billing;-and-Meter-Reading staff has appropriate
training, information, and resources to perform their jobs, including safety
procedures, confidentiality and District policies.

> Establish work procedures and processes that support the District’s standards,
procedures and strategic directives.

» Use appropriate judgment in upward communication regarding department or
employee concerns.

» Provide feedback to the Finance Director about any workflow problems or
improvement opportunities with the Customer Service, and Billing;—and-Meter
Reading functions.

» Establish and maintain effective working relationships with employees, other
agencies and the public.

» Safeguard the confidentiality of employee and customer records.

QUALIFICATIONS

Knowledge of:

» Practices and procedures related to accounting for receipts and the maintenance of
customer accounts.

» Standard office support practices and procedures, including the use of standard office
equipment.

» Computer applications related to the work, including word processing and
spreadsheet applications.

» Records management principles and practices.

» Business arithmetic and statistical techniques.

» Techniques for dealing effectively with the public, vendors, contractors and District
staff, in person and over the telephone.

Skill in:

Dealing courteously and tactfully with the public and others in providing information,
answering questions and providing customer service.

» Responding to and effectively prioritizing multiple phone calls and other requests or
interruptions.

» Attention to detail and organizational skills.

» Interpreting, applying and explaining policies and procedures.

» Composing correspondence independently or from brief instructions.

» Balancing cash receipts and maintaining accurate financial records.

» Establishing, maintaining and researching files.

» Making accurate arithmetic, financial and statistical computations.

» Using English effectively to communicate in person, over the telephone and in
writing.

» Using initiative and independent judgment within established procedural guidelines.

» Organizing own work, setting priorities and meeting critical time deadlines.

» Entering and retrieving data from a computer with sufficient speed and accuracy to

perform assigned work.
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> Establishing and maintaining effective working relationships with those contacted in
the course of the work.

Education:
Associate of Arts/Science with major coursework in business, accounting or related field.
Experience:
Two years of experience in maintaining financial or accounting records, including

dealing with the public and explaining procedures and regulations. Public sector
experience desirable.

License:

Must possess a valid California class C driver’s license and have a satisfactory driving
record.

Physical Demands:
Must possess mobility to work in a standard office setting and use standard office

equipment, including a computer; vision to read printed materials and a computer screen;
and hearing and speech to communicate in person, over the telephone.
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DEPUTY GENERAL MANAGER/DISTRICT ENGINEER

DEFINITION

Under general direction, assists the General Manager in directing and managing the daily
activities of administration, long-range planning, engineering, operations, maintenance and
finances of the District’s water, wastewater, recycled water and conservation activities. Acts on
behalf of the District General Manager as directed and as the General Manager in his/her
absence. Coordinates and directs the operations of the Engineering Department including,
environmental planning, design, construction, permitting, and water conservation programs.
Responsible for executing District policies and to support the General Manager in the overall
success of the District.

SUPERVISION RECEIVED AND EXERCISED

Receives managerial direction from the General Manager. Provides administrative direction to
professional staff and general direction to administrative support staff. When acting as the
Deputy General Manager, provides direction to and coordinates actions of District managers.

CLASS CHARACTERISTICS

This single-position class requires a professional background with a high level of skill and
independent judgment to accomplish departmental planning and operational goals and objectives
as well as managing and overseeing the complex and varied functions of the department. The
class is distinguished from other management classifications by its responsibility for performing
duties related to the Deputy General Manager, and for directing District-wide engineering
services.

EXAMPLES OF DUTIES (llustrative Only)

> As—Deputy—General-Manager,—coordinatesCoordinates—selected activities of District

managers-as—eirected, represents General Manager to outside agencies/commissions as
the District, and acts on behalf of the General Manager in his/her absence.

» DevelopsAssists in developing, directing, and coordinating the implementation of goals,
ob|ect|ves pollc:les procedures and Work standards for the District- Badge%w

D%et—s—bﬂdget—and—wnegmted—ﬁﬂanelal—plans—as—émeeted faC|I|tates and reviews

staffing levels, budget, and financial planning.

» Acts as a leader and provides direction on the setting of standards for District projects to
assure continuity and progress toward overall goals; provides positive and constructive
leadership and management.




\%

Oversees, reviews and revises staff reports for Board of Director and committee
meetings; prepares and presents special reports, information and recommendations to the
General Manaqer and Board of Drrectors on Work proqram status as requrred

Y

eemmameatlens—Pperforms research and prepares admrnrstratrve reports regarding

legislative; administrative and technical,—and—public—communications issues for the
General Manager, the Board of Directors, and various boards and committees, and
provides professional expertise and advice regarding issues; represents and promotes the
District’s goals and objectives to electedexternal officials and outside agencies; explains
and interprets programs, policies, and activities; negotiates and resolves significant and
controversial issues.

Reviews, revises and approves contracts with a variety of vendors and consultants
working with the District.

Serves as the Chief Englneer for the District, and manages all englneerlng act|V|t|es

YV YV YV V

> Develops plans and |mplements goals and objectlves for the Engrneerrng department
prepares and administers internal policies and procedures relating to engineering program
activities; interprets and explains applicable rules, laws, and regulations.

> Directs and oversees, work activities, engineering projects and programs; monitors work
flow; reviews and evaluates work products, methods and procedures.

» Recommends and administers policies and procedures such as ordinances, procedure
guidelines, design standards, and standard plans and specifications while assuring
operation and maintenance, financial, regulatory and legal requirements are met.

» Oversees the coordination and management of engineering consultants.

» Conducts capital improvement project planning activities; provides oversight and input
into the conceptual design of engineering projects; investigates and resolves problems
with scope of work or cost issues of major facility upgrade and replacement projects.

> Provides responsible advice and counsel to the General Manager and department and
division managers on a variety of engineering issues.

» Coordinates the preparation of the annual budget request for the Engineering Department;
reviews staffing, equipment, and supply needs based upon recent trends and planned
activities; monitors expenditures after budget adoption; approves purchase requisitions.

» Conducts engineering studies related to legislation, trends, and complex problems,
evaluates alternatives, makes recommendations and prepares reports for the Board of
Directors and implements courses of action.

QUALIFICATIONS

Knowledge of:
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Principles and practices of water and wastewater utility operations, including water
resource supply, recycling, treatment, collection and distribution and facilities
maintenance.

Laws, rules, ordinances, and legislative processes controlling water utility functions,
programs and operations.

Public administration policies and practices including fiscal planning and control,
administrative analysis and policy and program development.

Principles and practices of civil engineering as applied to the planning, design, cost
estimating, construction, installation, and inspection of a wide variety of water and
wastewater facilities.

Principles and practices of environmental impact assessment and related regulatory
processes.

Principals and practices of senior management and leadership.

Principals and practices of financial management, budgeting and risk assessment.
Methods, materials and techniques used in the construction of public utilities projects.
Public works contracting and contract management practices in a public agency setting.
Organizational and management practices as applied to the analysis and evaluation of
programs, policies and operational needs.

Computer applications related to the work, including computer-aided drafting concepts
and applications.

Applicable laws, codes and regulations.

Sources of information related to engineering theory and practices applicable to water
distribution and wastewater collections.

Practices of researching engineering and design issues, evaluating alternatives, making
sound recommendations and preparing and presenting effective staff reports.

Safety hazards and safety precautions related to work assignments.

Principles and practices of public agency budget development, administration and
accountability.

Skill in:

vV ¥V VYV VV VYV
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Providing tactful and effective leadership and communication.

Preparing precise, complex and comprehensive reports, budget projections and other
administrative documents.

Planning, organizing and directing an effective engineering services program.

Conducting complex civil engineering research projects, evaluating alternatives, making
sound recommendations and preparing effective technical reports.

Coordinating and directing the activities of District managers to achieve specified tasks
or goals.

Interpreting, applying, explaining and implementing complex laws, codes, regulations
and ordinances.

Effectively representing the department and the District in meetings with the Board of
Directors, governmental agencies, community groups, various business, professional, and
regulatory organizations and individuals.

Providing for the selection, training, professional development, motivation and work
evaluation of staff.

Preparing clear and concise reports, correspondence, policies, procedures and other
written materials.



» Using tact, initiative, prudence and independent judgment within general policy,
procedural and legal guidelines.

» Making effective public presentations including technical material to non-technical
audiences.

» Managing and maintaining accurate records and files.

Education:

Equivalent to graduation from a four-year college or university with major coursework in civil
engineering or a related engineering field. Master’s Degree in Public Administration,
Management, or Organizational Development preferred.

Experience:

Seven years of professional engineering in the water/wastewater industry, including five years in
a supervisory or management position preferably in the public sector.

License and Certification

Must possess and maintain a valid California class C driver’s license and satisfactory driving
record. Must possess California State Registration as a Professional Civil Engineer.

Physical Demands:

Must possess mobility to work in a standard office setting, to inspect District development and
construction sites, and to operate a motor vehicle and to visit various District and meeting sites;
vision to read printed materials and a computer screen; and hearing and speech to communicate
in person, before groups and over the telephone.
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DIRECTOR OF ADMINISTRATIVE SERVICES

DEFINITION

Under general direction, plans, organizes, directs and coordinates the District’s financial
activities to include highly complex professional accountlng/gi};tles in the analysis,
preparation and maintenance of financial records W reports, development,
implementation and revision of accounting systems, procec 1 ﬁnd internal controls, and
coordination of the outside audit process; oversees ac ntlngf/ z ormation technology
services, utility billing, customer service, procurement, dntracts @budget preparation,
serves as Chief Financial Officer for the Dlstrlga? Gvides profe§ ional assistance to

District management staff in areas of expertise, #d performs related work/3s required.
e ////q

SUPERVISION RECEIVED AND EXERCISED 7,
Administrative direction is given by ﬂy//General Manage{)/ /erect supervision is provided
to Finance-Direetor, Accounting, and (%{ ‘

s,
(7

CLASS CHARACTERISTICS ’

This single-position
Accounting, and ,

work involves both Aﬂ%ﬁye{%t of functlon%"
iy,

4

spemahzed accountlng V\//éﬂ@ 45‘* ] ai'ld involves significant accountablhty and

1 nsibil ¢ This~ classification is responsible for supervising
customé’f/ ice g/}nforma‘uon technology staff and managing areas such
1se fund ac tlng, ¥ “research, fixed asset accounting, utility billing,
puréhasi d procureméﬁ and oﬂﬁer related activities for all District funds. Within this
framework/f , 1ncumbent}/é)f this classification is accountable for planning, meeting
operational g and ob' tives and conducting special studies and projects. This
position also pro vides ov ight to the human resources function.

“
<

EXAMPLES OF DUTIES (Illustrative Only)

> Plans and coordinates preparation of the District budget and monitor revenues and
expenditures throughout the year, including budget guidelines and projections;
attends budget meetings, prepares supporting documentation such as spreadsheets and
graphs.

» Performs a variety of complex financial duties in support of accounting and financial
reporting; oversees the establishment and administration of the financial control
systems.
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Invests District funds and manages investment activities; analyzes, researches and
studies investment opportunities by keeping current on the development of legislation
affecting the District’s financial status and functions.

Provides technical advice to the Board of Directors, General Manager and District
staff in financial and accounting matters; makes presentations regarding agenda items
and resolutions.

Forecasts future financial trends and economic impacts that may affect District
operations.

Manages the preparation of a variety of required monthly, periodic and annual
financial and statistical reports and accounting summaries.

Coordinates financial reporting and auditing activity with e //al auditors and other
agencies; researches, compiles and analyzes data; prepares feports as required,
including the preparation of audit schedules and conﬁ Yoy ions; responds to inquiries
from auditors and provides information as needed. é/,/ 4/7

Provides professional, technical accounting b(fdget ad/// to District staff;
coordinates activities with other departments; g 51sf§ in spec1al cts as assigned,
including preparing financial reports and 0 r information requlre %Dlstrlct staff
and external agencies. ///ff,;f 7

\\

\\}‘*

/,
Oversees development and maintenance of %g/, atted financial” management
system. /

Prepares schedules of direct and it ect cost allocatl@s; for cost centers.

/7

Oversees the selection of staff; p or trammg a/@i/ evelopment; reviews and

approves performance appralsals an@/re mmendations 1501p11nary actions, wage
] tions.

7
employy o .
ReV1ews the 1mpac 0} exatlons, ﬁ%{/ develo nts, sales taxes, impact fees,
’ % C

ology ch ges

Prepares and d1r 5, ?

procedures and other v
intginé 1ntenan€/ 6{{/ orking and official departmental files.
W
/
4

Knowledge 0%

>

W,

“u
Principles and ices of public agency finance and budget development, including

investments, audifing and reporting functions in conjunction with Generally Accepted
Accounting Principles (GAAP) and Governmental Accounting Standards Board
(GASB).

Administrative principles and practices, including goal setting, program development,
implementation and evaluation and supervision of staff, either directly or through
subordinate levels of supervision.

Principles and practices of public funds investment, cash management, banking
operations and systems, analysis of complex financial statements and reports, and
research and statistical evaluation of data.

Methods and principles of management, including mentoring, counseling, work
planning, evaluating, training, and corrective action.
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> Applicable Federal, State and local laws, codes and regulations.

> Computer applications related to the work, including word processing, spreadsheet,
database management and specific financial applications.

> Techniques for effectively representing the District in contacts with governmental
agencies, various business, professional, regulatory and legislative organizations.

» Techniques for providing a high level of customer service to the public,
representatives of other agencies, and District staff, in person and over the telephone.

Skill in:

//7/

> Managing, overseeing, and personally participating in a cpﬁfrehenswe public agency
financial management program. 7

> Overseeing the planning, development and 1mp
financial plan.

> Maintaining an effective investment portfolio w
District. p 4

» Gathering and analyzing data, drawing cotic tisi
strategies, and make recommendations. '

» Exercise sound judgment in handling large sums”, 5
procedures and reporting systemsz,,

> Interpret, apply, and explain leg1sl%¢ /ules regulatlén's, }/)thes and procedures,
including the District’s investment p@jlc 1 c sh handhf “policy.

» Maintaining accurate financial recorcfs and, prep % }cCurate statistical reports for
informational, auditingan operatlonaI{ ¢ 7 ”/

» Administering pr fars 4t id the work /jj professw’rnal technical and office support
staff directly : :Uough stbordinate 1ev€/¥§ of supervision.

» Providing for the <l /tlon, ;/ almng, profeége{nal development, motivation and work

T e e 7

> Dev foping ané/fr/é/ ment/ @g oals, objectives, policies, procedures, work standards

ternal contro the deﬁfiﬁﬁ/lent

> Inter %ng, applyln d g&plalmng complex laws, codes, regulations and
ordinancé

> Effec‘uvel/ re resenti ’Z the department and the District in meetings with
governmental’; »,nmg/é contractors, vendors, and various businesses, professional,
regulatory and I ’, ative organizations.

> Using tact, initiafive, prudence and independent judgment within general policy and
legal guidelines.
Establishing and maintaining effective working relationships with those contacted in
the course of the work.

Education:

Equivalent to a Bachelor’s degree from an accredited college or university with major
coursework in economics, finance, business management, public administration or
closely related field. Master’s degree in Public Administration or Business Management
preferred.
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Experience:

Seven (7) years of increasingly responsible experience in accounting and finance to
include purchasing, investments, cash management, internal audit control, and debt
issuance with at least five (5) years at the management/supervisory level. Experience in a
public agency setting is highly desirable.

License:

Must possess a valid California class C driver’s license and h
record.

3,4 satisfactory driving

Physical Demands: Y
%,

% .
Must possess mobility to work in a standard /q%g%setting an @/standard office
equipment, including a computer; vision to read/printed materials and é’%‘}y/er screen
7

and hearing and speech to communicate in pe@nd oveff’@;}e telephone. 77
Y 7
%’%é% i/://
t %
Ty, Uy

/%/aé ;////Zé///’;}// 7 e

Iy 5 4
i, Wy 7

“//////'% }///)//////% % K
e
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W
/’7//';//}‘/ %%’/y, Yy
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7 ;%/// . 2 %?;/?/ //
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MANAGEMENT-SERVICES ADMINISTRATOR
HUMAN RESOURCES MANAGER

DEFINITION ///f/
Under administrative direction, plans, administers and/ ments a broad human

e

resources program and other administrative projects; including such elements as
recruitment and selection, employee relations, /g/pb% analysf% a/nd classification,
compensation and benefit strategy developm@m “plan imple tlon warker’s
compensation and employee performance evaly fation and recognltlon”/ vides expert
professional assistance to District managef{f%if; staff 1@/ areas of experfise; fosters
cooperative working relationships among Dlstrlcf AIt; t
and regulatory agencies; and performs related work as. ¥ ,f//

W,

SUPERVISION RECEIVED AND m

2 //”/////
Administrative direction is given by the G‘rpner/a%/
is exercised. > % 7

\\

\%

//
This single- position m

act}v¥t}es M/&%’

f}'//
4%( %@1 n directs and personally performs all
rees and other miscellanecous management

aes inch g coordlnatmg the activities of the function with those

z /

) ose suring that the District has an up-to-date and
proactive’igman resource; s plan to/support management and employees. The incumbent
is accounta ¢/for accomplighing functional and operational goals and objectives and for
furthering Dls(@,goals an@@bjectlves within general policy guidelines.

EXAMPLES OF S (Illustrative Only)

» Develops and implements recruitment, testing and selection processes to ensure that
vacancies are filled in a timely manner from a group of well-qualified candidates;
prepares recruitment information and strategies; develops or obtains selection
devices; provides for candidate notification and certifies eligibility lists; ensures equal
employment opportunity for all candidates.

» Performs or directs the performance of job analysis and classification studies;
conducts compensation studies and participates in the development of compensation
and benefit strategies.
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Human Resources Manager
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Coordinates employee relations activities, such as establishing negotiation schedules;
researching proposals and cost implications; and providing assistance to management,
supervisors and staff in the interpretation of MOUs and the processing of grievances.
Administers District benefit plans; orients and enrolls employees; acts as liaison with
benefit carriers to address claims or issues; reviews and coordinates payment of
employee insurance premiums; and works closely with the third-party administrator
to process claims and administer the workers’ compensation program.

Coordinates employee development, training, work evaluation and recognition
programs.

s compensation,
liability and property damage claims; ensures that s /, %1ssues and concerns of
employees and the public are addressed. Y | //ff///

» Conducts or directs the conduct of various j V,s,egi:;:h stud'{%& analyzes results;
evaluates alternatives; makes recommendatlo /and prepares na ?@le and statistical
reports. ///?/f’{//

> Prepares and directs the preparation of / 3] /)} 4 itten correspon%e reports
procedures, ordinances and other written materlag/; 2

» Maintains a variety of working and official perso iles; ensures the confidentiality
of such files. ///;» ‘ //7/

> Monitors changes in laws, regula d technolog ay affect the human
resources function; implements pohéy an ma ural cha éé?s requ1red

» Uses a variety of standard office eququaent n%/%:()mputer in the performance
of the work. y //5////, %/ Y ’f

/f/7 7
QUALIFICATIO //77//{// ?jg % »
Knowledge of % /%'f///% Iy /
//// ///7;/;/;// /f%/// & / /
iples and p i an resources in a public agency setting.

YV VYVVYV VY Vv V VY

iples, practice //@ld tec%ﬁes of recruitment, selection, equal employment
rnity and employge orientation

Princip / f ]ob analysis, classification, compensation and benefit analysis and
administrati /7/

Practices an
1nterpretat10n of*
Basic principles
setting.

Basic principles of risk management.

Basic functions and services of public agency management.

Applicable laws, codes and regulations.

Computer applications related to the work, including word processing, spreadsheets
and databases.

Records management principles and practices.

Techniques for providing a high level of customer service to the public,
representatives of other agencies, and District staff, in person and over the telephone.

es of employee relations, including negotiations and the
s, regulations and memoranda of understanding.
ractices and procedures of public administration in a public agency
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Skill in:

» Planning, organizing, administering, coordinating, reviewing and evaluating a
comprehensive public agency human resources program.

» Assisting, developing and implementing goals, objectives, policies, procedures, work
standards and internal controls for the function.

» Interpreting, applying and explaining complex laws, codes, regulations and
ordinances.

» Planning and implementing effective recruitment, testing and selection practices.

» Developing and maintaining equitable and consistent human fesources programs and

plans related to job analysis and classification and %éﬁlbensatlon benefits and
employee relations functions.

» Making effective presentation to groups.

» Maintaining accurate records and files. p ’

» Effectively representing the District in meetings'w tﬁ employee gfé)j/p,s, governmental
agencies, applicants, contractors and érious professmnal @ regulatory
organizations. e %, T

> Organizing own work, setting priorities, effect %}y r%éftl-tasklng and nfeeting critical
deadlines. 0

» Preparing clear and concise repd% correspondence/ I 911c1es procedures and other
written materials. / //;// o

> Using tact, initiative, prudence and %43 end judgmen “avithin general policy and
legal guidelines. % ’

> Establishing and ma : " /A/ng effectlve ﬁf’k/ing refa@inshlps with those contacted in
the course of the y k. //;;/// f/

Education: g %ﬁ %/

7 i %/
Equ1vale % éﬁg& jon fr four-ye eollege or university with major course work

in huma resources %1 SS di%pybhe administration, public policy or a field related to

LA
the wor //
% .
(7 7
Experiencé? é// ’%

Ty, %’

04//
Three years of ad B ist /"Ve or professional experlence related to the human resources
function. Experience i pubhc agency setting is desirable.

License:

Must possess a valid California class C driver’s license and have a satisfactory driving
record. SPHR and PHR certification required

Physical Demands:
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Must possess mobility to work in a standard office setting and use standard office
equipment, including a computer; vision to read printed materials and a computer screen
and hearing and speech to communicate in person and over the telephone.

7 s 2
o
7 i
Ty .

Z S
7 L
2 /////7/ iy,

Ziy .
f%‘f%f
i
Ve iy, % /
y 7 5’22%’/ /Jé?;// ., )
% .
4’/4///. / a
} 4



Marina Coast Water District June2011July 2012

METER READER

DEFINITION

Under general supervision, readsperforms field work in readimg water meters and
recordsrecording consumption:—eleans; data for billing purposes; sfiakes field service calls to
service locations to investigate and perform service connectipfizdisconnection, and related
customer_service issues; inspects; and repairs water meters; iden s irregularities in meter

- s 7 0 ;
meters and related equipment-and-related-plumbing; pngvﬁ{;;s av é% of customer service

functions; and performs related work as required. //iff%’ /”“ %
7 Ty,
9 ¢
SUPERVISION RECEIVED AND EXERCISE. _ “, %f/
i %@ f

. . . . . ’Z{';/ T, . .
General supervision is provided by the Operations & %enance Supervisor or Assistant
Operations & Maintenance Superintendent. No direct supet;)/j/fki}/ilon of staff is exercised.

;//f;;, o

K f&@/,//%//

O A

Btean
ke

. 4 54
O amptionz mainta Borfo uston
. . ; Y A > ¥, 7

7 7
a OHRIAEN

This is a single positiol classf/@ion that per?@rms the full range of duties related to field
customer services. Anc¢ 4,@; o readifig meters, turniing water services on or off, and inspecting
consumer property for leaksand other-billing related issues. Responsibilities require the use of
tact, discretionyand ndepend it judg éj@///ﬁéquem interaction with the public. Positions at
Zéive 90 asioﬁ&%ﬁtruction or assistance as new or unusual situations arise and
are ,,,/ < Gheratin “procedures and policies of the work unit. This class is
distis shed from the Custo ner Sex Representative class series in that the latter performs
billing, a ting, and ﬁnﬁ%al duties related to customer accounts for utility services. This
class is further distinguished %m the Operations and Maintenance Supervisor in that the latter is
the full superv -level clafresponsible for organizing, assigning. supervising. and reviewing
ite ¢ operations and maintenance department.
EXAMPLES OF DU%S (Illustrative Only)

dutie n-Marina-and-the formér

» Reads water meters on assigned routes and records readings.

> Inspects meters to ensure proper registration and reports on conditions such as
malfunctioning and improperly installed meters and suspicious conditions.

> Installs, replaces and repairs up to 2 meters as needed.

> Performs leak investigations, informs customers of results, makes minor repairs in the field
or prepares work orders if needed.
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Connects or disconnects water services according to work orders issued by the Customer
Service Department.
Reports violations of the rules and regulations governing water consumption or conditions
that may necessitate a change in rate for the service rendered.

Shuts off service to customers with delinquent bills and restores service once payment
arrangements are satisfied.
Delivers and hangs door tags at assigned addresses according to customer work orders.
Cleans dirt and weeds from meter boxes and trims bushes and trees
Identifies addresses for new water utility billing.

Tactfully responds to and documents inquiries and comp:ai?t ,

May perform hydrant and residential flow tests. 4
May perform required route and usage information ynloa %1 uploads daily using
% & /;{//?'

appropriate equipment and computer applications% 4, /@, |
c

YV VVVVVV Y V¥V V

Performs various office administrative and mainte e dities as requlr%%/,
7

X%/ %, //,/7 %
QUALIFICATIONS /”f?/;% % 4%?//
J @1:2;‘?%? ///);%% 2

Knowledge of: /’////// 4

. L. . %// K
District street and address system, 1nc%awareness of hazg
A variety of meters and meter reading egquipmignt a

. . 7 ey %/’
Basic safety practices related to the worlé’g;//mclu ng conf
Billing procedures and policies of water u@ity étvice W

Techniques for %’7 igh level of c@f mer servicé to the public and District staff, in
person and over thefelephone; ) %, )

Skill in: //Z///, / ,, /f/////
) ///’2/{’/47//% % /

g eth ecordin ’?%irate consumption information.
dand us %pendem judgment within procedural guidelines.

and up-to- e pecords using automated and manual systems.
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g written and oral directions.
ning effective working relationships with those contacted in the
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Establishing 9/ maint

course of the wo/ Y

Education: :
Equivalent to graduation from high school.

Experience:

No experience is required. Experience reading utility meters or reading and recording data with
speed and accuracy is desirable.
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License:

Position requires substantial driving in a District vehicle. Must possess a valid California class C
driver’s license, have a satisfactory driving record and be insurable under the regulations and
guidelines of the District’s liability and risk carrier.

Physical Demands:

Ability to work outdoors and walk for long periods of time, in a vafiety“of weather conditions,
sometimes over rough, uneven or rocky surfaces with dust, sand, ngise, and traffic; carrying and

lifting equipment and materials weighing up to 50 pounds; V;s/ﬁn ’@%ad printed materials and
meters; and hearing and speech to communicate in person, oveg a two- ay radio and by phone.
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DEFINITION

Under administrative direction, plans, organizes and provides administrative direction
and oversight for all District operations and maintenance functions including laboratory
and water conservation activities; plans, manages and coordipates the installation,
operations, maintenance and repair of water treatment and dls% ution and/or wastewater
collections systems and related facilities; ensures the rehab];%éja ration of all equipment,
whether stationary or mobile; ensures conformance w1tb/a/f)phc%}; laws, regulations and
District policies; provides expert professional assmt/ e fo District ,@anagement staff in
areas of expertise; fosters cooperative working rela néhlps with 1n%gavemmental and
regulatory agencies and various public and 9 vate groups; performs/ ted, work as

required. V. 7, £ 7/
é/ ‘;m@ /

SUPERVISION RECEIVED AND EXERCISED 7

\\\‘

T,

Administrative direction is given by }aé y@(;}eral Manage?v/ /QI‘ the Deputy General
Manager/District Engineer.  Direct ~ gupé , is prov éed to Operations and
Maintenance Supervisor, Laboratory Slip % /,éag/;/y}[ V,fé’r Conservation Specialist.

General supervision is Wlded to Op; ions an§/
77

Maintenance staff through
subordinate levels of s@pervi taff %,
/%f/f;’ . // %

//j/

] ,,ment ol g fz cation functioning as head of the District’s
1 a1 , ent The incumbent oversees and directs all activities
of th ,;@/peratlons & ; ¢ )epartment, Laboratory and Water Conservation
program%(%ludmg shortz and long -range capital improvement planning and budgeting.
Responsibi {% include cgprdmatlon of safety program, establishing procedures and
policies for n/f@;pyee saft vy , training, and documentation. This position serves as the
District’s Emergé” .atlons Center Director and assures that emergency planning is
up to date. The po ‘also serves as the Fats Oils and Grease Source Control Program
Administrator and th”é District’s Backflow and Cross Connection Control Administrator
and maintains records to ensure conformity with specifications, compliance and
maintenance of these programs. The incumbent facilitates department activities with
those of other appointed officials and s oversees departmental planning, operational
goals and objectives.
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EXAMPLES OF DUTIES (Illustrative Only)

» Develops and directs the implementation of goals, objectives, policies, procedures
and work standards for the department.
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Ensures compliance with state and federal regulations regarding water quality,
employee safety and environmental issues.

Implementation and administration of the District’s Backflow and Cross Connection
Control program to ensure that the water system is protected from contamination, all
testing has been performed annually and appropriate records are kept as required by
law. Provides administrative oversight and support of the Fats, Oils, and Grease
(FOG) Source Control and Backflow programs.

Experience with modern office procedures, methods, and equipment including
computers, SCADA system computers radios and PLCs, GIS databases and CMMS
databases and their respective software.

Oversees laboratory programs that support water and wasté: yater treatment plant
operations and processes and related water quality vitie§ and supports the
District’s Environmental Laboratory Accreditation (ELAP) program certification.
Coordinates special investigations in water, wast v;‘ter, At % _process control and
ensures necessary changes are made, as indicated by’ study gs and regulatory
compliance monitoring. / : /f{/zf %,

Prepares and administers the department’s "dgets mcludlng mater@ nd, supplies,
outside services, chemical and outside la ”%few)ce c and vehicle % equipment
expenses. % }s .

Plans, organizes, administers, reviews and e es the work of professional,
technical, maintenance and ofﬁég, support staff @ly and through subordinate
levels of supervision. Monitors a ,{ uates develop’%f in water conservation

technologies and techniques; mak mmendations new developments into
i ////////;/?//// /7///// /

programs.
IS water coﬁ,sex%atlon p am administration with local

\
\\\\\\\\

Coordinates and ad
and state agencies dnd € appropriat geportmg

all facilities security ﬁad emergency preparedness.

Provides for the s jon, 1y mng, professf’ 1 development and work evaluation of
departrnent ,staff au fé /% / required; provides policy guidance and

ing and imple /ntlng es and procedures to meet legal requirements and
ctneeds. / y

Coordi es activities staff and the department with those of other District
departmenf/ d out51d agencies.

Participates 1fiz’ des input for the District’s Capital Improvement Program.
Confers with epresents the department and the District in meetings with
members of the/Board of Directors, various governmental agencies, developers,
contractors, business and industrial groups and the public.

Oversees the development or update of the District’s water and wastewater Asset
Management plans and programs and other plans related to District infrastructure.
Prioritizes and allocates available resources; reviews and evaluates program and
service delivery, makes recommendations for improvement and ensures maximum
effective service provision.

Prepares and directs the preparation of a variety of written correspondence, reports,
procedures, ordinances and other written materials.

Maintains and directs the maintenance of working and official departmental files.

//%
Co9§f‘ utes to / vera /%%allty of the department’s service by developing,

m\s\\\
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> Monitors changes in laws, regulations and technology that may affect departmental
operations; implements policy and procedural changes as required.

QUALIFICATIONS

Knowledge of:

» Principles and practices of the development, maintenance and management of water
treatment and distribution and wastewater collections systems and related facilities.
Pertinent local, State, and Federal laws, rules and regulations and reporting, including
EPA and CADPH Safe Drinking Water Regulations. y W,

Principles of supervision, management and general Kdmlnistratlon including
coaching and mentoring staff. / ,
Principles and techniques of capital 1mprovement démgn v@fgnstructlon inspection,
funding and long-term maintenance. ’%
Administrative principles and practices, 1nc1udm’é/ gdal settmg, pra development,
implementation and evaluation and supervi /1'on of staff, either di %}}/y or through
subordinate levels of supervision. 7 %, /
Safety procedures pertaining to operations, 1nc{ﬁi§a,n A //techmques fi andhng and
storing hazardous chemicals and agents. Must algg ,,}? familiar with employee right to
know regulations, materials safety/%ta managemenf OSHA rules and procedures
related to confined space entry, fal%@ey on, and trenéj }afe y

Principles and practices of budget deﬁyelo L, ¢ admlnlstr n and accountability.
Applicable laws, codes and regulatlon’% / - ////Z/’,//x/;,

Computer applicatio ‘Z ted to the w(irlgf’/ k. i’/’ 4

Techniques for e cﬁ ‘%epresentmg/zhe Distri¢t in contacts with governmental
agencies, co 'ty grot and varlgus business, professional, educational,
regulatory an legl/ ve orga
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> Plannin%}orgamzmg, /
comprehe water wastewater systems and facility construction, maintenance
and operatlorr g

» Reading and in e/ 1ng plans, specifications and diagrams used in the design and

construction of water treatment and distribution and wastewater collection systems

and related facilities.

Administering programs and the work of staff directly and through subordinate levels

of supervision.

Selecting, training, motivating and evaluating the work of staff.

Providing for the training and professional development of staff.

Developing and implementing goals, objectives, policies, procedures, work standards

and internal controls for the department.

Interpreting, applying and explaining complex laws, codes, regulations and

ordinances.

YV VVV VY




| Operations and Maintenance SuperintendentManager
Page 4

> Effectively representing the department and the District in meetings with
governmental agencies, community groups and various business professional,
educational, regulatory and legislative organizations.

» Preparing clear and concise reports, correspondence, policies, procedures and other
written materials.

» Using tact, initiative, prudence and independent judgment within general policy and
legal guidelines.

» Establishing and maintaining effective working relationships with those contacted in
the course of the work.

Any combination of experience, education and training that wou ;0V1de the required

and abilities would be:

Education/Experience: . i ’“”/’ff/’;,}/
/ 7, //'/4////

Equivalent to graduation from high school an
and operations of water treatment and distriba

five years of experienc //%yma”ntenance
0 4
’éjj :a,nd wastgwater collection &3

facilities, including at least three years of p‘f’é/ eTy responsibl 4 supervisory
experience. Public sector experlence highly desirablé? /yﬁj/,;,/
o )
%’f@/&f /’//;//é//;” 7
Y My, 4
Associate of Arts or Science degree %om f/’: i college with specialized
nﬁcd%)r biological science is desired and a

coursework that includ‘ % )’Slcal che
afs o ience in water technology to include water distribution,
I manag: ment and oné, /year of supervisory experience.

7
//%/%f’////% /

iy, y
Bachel / Arts o//// %:e de from an accredited college or university with

spec coursework includes ys1cal chemical, or biological science is desired
and at le iAo years of expreriencg’in water technology to include water distribution,
treatment a astewater // nagement with one year of supervisory experience.

7 /{,{, / 7
Licenses and Ce /cat' )

/g/;fy /

Must possess a valid’California class C driver’s license and have a satisfactory driving
record. The following certification is required for this position or can be obtained within
24 months from appointment date:

AN

California Department of Public Health Water Distribution Operator Grade IV,

California Department of Public Health Water Treatment Operator Grade 11

California Water Environment Association Collection System Maintenance Grade IV
American Water Works Association Backflow Prevention Assembly General Tester and
Cross Connection Control Specialist certification.

Physical Demands:
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Work is normally performed in a standard office setting and uses standard office
equipment, including a computer. On occasion, the position requires the ability to travel
on District business and to visit and inspect District facilities and projects that require
traversing uneven or difficult terrain, in all types of weather conditions. The duties of the
position require ability to walk, observe, talk, listen, and operate a two-way radio and
telephone. Occasionally, work requires lifting or moving up to 25 pounds.

FLSA: Exempt from overtime

Collective Bargaining Unit: Teamsters Local 890

P
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UTILITY LABORER

DEFINITION

Under general supervision., maintains all District facilities, grounds, vehicles and

equipment: performs a variety of semi-skilled maintenance and custodial tasks to ensure
District buildings, grounds, vehicles, and equipment are in a clean, orderly. and safe
condition; and performs related work as required.

ESSENTIAL-FUNCHON-STATEMENTS
SUPERVISION RECEIVED AND EXERCISED

General supervision is given by the Operations and Maintenance Supervisor. No
supervision of staff is exercised.

The Utility Laborer is an experienced-level class, capable of performing a wide variety of
independent work to ensure that District facilities, grounds, vehicles and equipment are
maintained in_a safe and effective working condition. Responsibilities include
performing work in all maintenance areas, depending upon the immediate needs of the
District. Incumbents may possess craft or journey-level skills in one or more areas of
activity, all are expected to be able to perform basic maintenance and repair in all areas of
assignment. This class is distinguished from the System Operators class series, by the
latter’s special assignment, training and certification requirements when performing
maintenance and operation duties associated with the Water Distribution and Wastewater
Treatment facilities.

EXAMPLES OF DUTIES (Illustrative only)

» Cleans and removes debris and trash from parking lots, buildings and yards;
washes vehicles and cleans interiors; pressure cleans heavy equipment, trucks and
tools,

Changes oil, fluids, filters, batteries, and fuses in vehicles:.

Maintains and operates small power/hand tools and equipment; performing
grounds maintenance and maintaining facilities records.

Cleans spills and breakage, washes, vacuums, sweeps, mops and dusts; sets up
and takes down meeting equipment; picks up, delivers and moves boxes,
furniture, supplies, parts and materials.

IV vV VY



» _Requisitions supplies for restocking.

> Inspects for safety hazards or maintenance needs, prepares and submits work
orders;.

» Sweeps paved areas, cutbs, and gutters; cleans debris from drains and catch
basins, seeds, mows and trims grass, cuts and pulls weeds, trims, prunes, and
plants bushes and trees.

» Irrigates and applies fertilizer. Prepares new landscaped areas, installs irrigation
systems; identifies pest and weed control needs of grounds surrounding eperations
and-remote-pump-statiens; facilities.

» Identifies and obtains materials, supplies and equipment needed to accomplish
maintenance and repair projects.

» Prepares walls, ceilings and floors, metal, asphalt and cement surfaces for repairs,
alterations and painting.

> Digs holes and tranches, cuts and removes existing wood and metal materials and
structures:.

> Blasts, sands and patches surfaces. Mixes, sprays and brushes paint to interior
and exterior surfaces of buildings, paved and cemented areas, tanks, metal
equipment and fences;

> Cleans hallways, offices, lobbies, ceilings and ceiling fans, light fixtures, interior
glass, blinds, doors; wash windows, mirrors and walls; empties, cleans and
sanitizes waste receptacles and ash trays; replaces light bulbs and tubes;

> Sweeps, vacuums, mops, waxes, strips and polish floors; vacuums and shampoos
carpets and rugs;

» Operates and performs maintenance on a variety of hand held power equipment.

» Performs other assigned work consistent with the responsibilities of the
classification.

QUALIFICATIONS
Knowledge of:

e Methods, materials and tools used in building maintenance and construction,
landscape maintenance, and irrigation systems;

e Techniques used for servicing vehicles, power tools and equipment in routine
building and repair;

Cleaning supplies, equipment and custodial methods;

Proper materials and procedures used for cleaning purposes;

Basic tools used in routine building and equipment maintenance and repair;
CleanSKkills In:

e Cleaning and earecaring of assigned area and facilities;

e PerformPerforming minor building maintenance and repair work;

e UseUsing a variety of custodial equipment, supplies and materials;

e ExhibitExhibiting a high customer service priority;

e UnderstandUnderstanding and fellewfollowing oral and written directions;



o  WorkWorking independently in the absence of supervision;
CommunicateCommunicating clearly and concisely, both orally and in writing;

o EstablishEstablishing and maintainmaintaining effective working relationships
with those contacted in the course of work;

e PurehasePurchasing and inventory suppliess.

Experience and Education/Training Guidelines

Any combination of experience and education/training that would likely provide the
required knowledge and abilities is qualifying. A typical way to obtain the knowledge
and abilities would be:

Experience:
One year of building and grounds maintenance experience. Minor vehicle

servicing is preferred.

Education/Training:
High School diploma or equivalent

License of Certificate:
Possession of an appropriate, valid driver’s license.

Working Conditions
Field environment; travel from site to site; exposure to potentially hazardous chemicals.

Physical Conditions:

Essential functions may require maintaining physical condition necessary for heavy,
moderate or light lifting up to 50 pounds; walking, standing, squatting, kneeling, or
sitting for prolonged periods of time; bending; ascending and descending ladders and
exterior walkways; visual and mental acuity.
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WATER CONSERVATION SPECIALIST

BASICEUNCHONDEFINITION

To-perform—professional-level-duties—nUnder general supervision, develops. administers. and

evaluates the District’s residential, commercial, and landscape water conservation programs;
developingdevelops news programs to promote water conservation; eenduetingconducts field
audits and previdingprovides consultation on residential and landscape water conservation
methods; respendingresponds to customer inquiries and/or complaints; and-anatyzingcollects and
distributes program _information, analyzes data, and preparingprepares reports on water
conservation issues—and program evaluation. and performs related work as required.

SAEARY-RANGE

SUPERVISION RECEIVED AND EXERCISED

Receives general supervision from the Operations and Maintenance Manager. Exereises

CLASS CHARACTERISTICS

Thls is a smgle -position cla551ﬁcat10n

responsible for the development and administration of the District’s water conservation
programs. Incumbents in this classification require social expertise in the technical aspects of
water use and conservation. and in the development and management of water conservation
programs. Incumbents perform the full range of technical work in support of water conservation
programs, including assisting with water audits. data collection and analysis, and public outreach
events and projects. Responsibilities require the use of tact, discretion, and independent
judgment and frequent interaction with the public. Positions at this level receive only occasional
instruction or assistance as new or unusual situations arise and are fully aware of the operating
procedures and policies of the work unit. This class is distinguished from the Operations and
Maintenance Manager in that the latter is the full management-level class responsible for the
department: organizing. assigning. supervising, and reviewing the work of staff assigned to
operations and maintenance department.




Water Conservation Specialist

Researches. evaluates, and designs new water conservation programs: develops and

implements program work plans; prepare reports, notices, and analyses on_ program
operations and evaluation.
Manages and evaluates existing water_conservation programs, such as the District's Ultra

Low Flow Toilet program; makes recommendations for changes to the programs based upon
evaluation. as appropriate.
Develops and assists in the preparation of ordinances that may impact the District’s expanded

water conservation program.
Coordinates program administration with local and state agencies; identifies, monitors and

evaluates developments in water conservation technologies and techniques to improve the
efficiency of water use: communicates these measures to promote customer acceptance.
Conducts water conservation audits, field inspections and site surveys of residential,

commercial, industrial, and large turf customers.
Develops and recommends incentives to alter water use practices including fixture and

appliance retrofit and rebate programs.
Develops and implements comprehensive and diverse educational outreach programs

activities, and community events regarding water conservation. may perform_occasional
work at weekend water conservation events or at after-school programs.
Assists in preparationPrepares of annual budget for water conservation programs; monitors

expenditures.
Performs a wide variety of administrative duties to support program operations, including

v

researching, compiling. and organizing water conservation program information and data
from various sources: checking and tabulating standard mathematical or statistical data;
developing and preparing newsletters. displays., brochures, flyers, presentations, reports and
other materials

Responds to customer inquiries and complaints regarding leaks, water consumption, and

rates. as required: provides customers with specialized information about their water service
and conservation programs; refers customers to the proper District personnel when

appropriate.

: 1 : K of WaterC i on Stud -
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Performs other duties as assigned.

Basic principles and practices of water conservation programs. projects, and activities,

‘;

including conducting water audits.
Basic principles and practices of public outreach techniques.
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Principles and practices of data collection and report preparation.

Basic and advanced mathematics and statistical techniques.

Applicable Federal. State. and local laws, regulatory codes, ordinances, and procedures

relevant to assigned area of responsibility.
Record keeping principles and procedures.

Modern office practices. methods, and computer equipment and applications related to the

work.
English usage. spelling, vocabulary. grammar. and punctuation.

Technigues for providing a high level of customer service by effectively dealing with the

public. vendors. contractors. and District staff.

R | o i | d bieal . 5
irrigation-or-water-use-problems:Skill in:

Performing in-depth water audits of residential. commercial, and other District users.

>

» Preparing clear and concise reports. correspondence, and other written materials.

» Learning, interpreting and. explaining. and-ensuring compliance with District policies and
procedures, complex laws. codes, regulations, and ordinances.

» Dealing tactfully with the public and others in providing information, answering guestions,
and providing customer service related to water conservation programs.

» Researching. analyzing, and summarizing data and preparing and presenting accurate and
reliable reports.

» Making accurate arithmetic and statistical calculations.

» Establishing and maintaining a variety of filing. record keeping. and tracking systems.

» Understanding and following oral and written instructions.

» Operating modern office equipment including computer equipment and specialized software
applications programs.

» Organizing own work, set priorities, and meet critical time deadlines.

» Using English effectively to communicate in person, over the telephone or radio, and in
writing.

» Using tact, initiative, prudence. and independent judgment within general policy, procedural,
and legal guidelines.

» Establishing, maintaining. and fostering positive and effective working relationships with

those contacted in the course of work.

Education and Experience:

Any combination of training and experience that would provide the required knowledge, skills,

and abilities is qualifving. A typical way to obtain the required qualifications would be:

correspondence:
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Equivalent to a Bachelor's degree from an accredited college or university with major course

work in business administration, environmental planning, horticulture, landscape architecture, or
a related field. Two years of experience in a water conservation program. or landscape design or
irrigation design. OR

Equivalent to an Associate’s degree from an accredited college or university with major course
work in business administration. environmental planning, horticulture, landscape architecture, or
a related field. Four vears of experience in a water conservation program, or landscape design,
irrigation or design.

Formalized training in water conservation and irrigation auditing methods may be substituted for
the listed academic majors.

Licenses and Certifications:

l ]]. . ] . . ] " E : i . V. }

> Possession of, or ability to obtain, a valid California Driver’s License by time of

appointment.
» Irrigation Auditor’s Certification from Irrigation Natienal—Landseape Association

desirable.ed-butnotrequired:

PHYSICAL DEMANDS

Knowledgeof:

Current-techniques;-practices;-and-institutional-processes-relatedMust possess mobility to water
conservation:
Principles-and-practices-of landscape-managementnethods{for-work in a standard office setting

and use standard office equipment. including a computer; to inspect various commercial;

institutional and residential applieations:




Water Conservation Specialist
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Lirrioat; _:
Evapetranspiration-and-its-application-to-landsecape-water- management.
Residential-commercial-industrial-and-institutional -water-conservation-deviees;sites, including

traversing and climbing uneven terrain; to attend meetings and to operate a motor vehicle; vision
to read printed materials and practices-

Wefd-pfeeessmg—spreadsheeta computer screen, and make inspections; color vision to identify
materials, structures, wires, and pipes: and hearing and ethercomputer-applications-related-to

water-conservation-applications:
Work-independently—without-close—supervision—in-speech to communicate in person, before

groups, and over the office-telephone. Finger dexterity is needed to access, enter, and the-field-

Mapke{mefgamzeretrleve data usmg a computer keyboard or calculator and eenduct-effeetive




Water Conservation Specialist

to operate standard office eguipment. Positions in this classification occasionally bend. stoop.
kneel, reach, push, and pull drawers open and closed to retrieve and file information. Emplovyees
must possess the ability to lift, carry. push, and pull materials and obiects weighing up to 50

pounds.




	Return to Agenda: 


