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AGENDA ITEM NO. 4.6

PALMDALE WATER DISTRICT
Qvertime Breakdown Summary
For the Pay Period of 2009, 2010, 2011 & February 2012

Department Calendar Year Hours Cost
Administration 2009 15550  9,974.31
2010 7475 4,751,95
2011 101.25 6,245.38
February 2012 26.75 1,605.22

358.25 22,576.86

Administrative Services - 2009 697.75 35,878.86

' : 2010 179.25 6,706.08
2011 748.25 25,635.36

February 2012 105.50 3,928,05

1,730.75 72,148.35

Engineering 2009 83,75  5,415.63
' 2010 . 0.00 0.00
2011 © 8875 5,620.79

February 2012 . 3.00 163.72

186.50 11,200.14

Facilitios 2009 - General 112,25 8,169.84
Mainline Leaks 512.25 19,941.32
2010 - General 148.00 11,388.57
Mainline Leaks 659.50 25,123.83
2011 - General - 100.00 4,213.72 i
Mainline Leaks '891.75 33,719.00 ‘ B
2012 - General ’ . 3800 1,539.32
Mainline Leaks - 87.00 3,364.01

2,549.75  107,459.61

Production 2009 - General 190.00 11,717.14

Plant Operator Overtime 96.50 5,280.68
2010 - General .729.25 36,790.15
Plant Operator Overtime 470.50 16,981.47
2011 - General 1,400.50 71,043.56
Plant Operator Overtime  1,184.50 42,371.58
2012 - General 226.75 11,221.31

Plant Operator Overtime '133.00 5,293.13
4,431.00 200,699.02

" Information Technology 2009 0.00 0.00

2010 0.00 0.00
2011 13.00 779.84
February 2012 28,00 1,323.69

41.00 2,103.53

Water Conservation 2009 ©29.00 1,582.63
2010 16.00 518.87

2011 2500 939.07

February 2012 5.50 218.63

75.50 3,259.20

On Cali 2009 8,031.67 85,038.36
) 2010 1,649.50 51,116.82

2011 2,373.25 77,982.67

February 2012 436.25 12,993.57

12,490.67 227,131.42







"AGENDA ITEM NO. 4.7

IAXIMUM
Assistant General Manager 79.42
Water & Energy Resources Manager - 51.20 62.23
Engineering Manager ‘ 53.76 - 65.34
Community & Gov't Affairs Coordinator|  47.98 58.33
Project Manager - 36.38 44.22
Equipment Mechanic Supervisor 36.38 44.22
Facilities Manager 4422 53.76
Construction Supervisor 34.65 42.12
Treatment Plant Supervisor 36.38 44.22
Systems Supervisor 36.38 44.22
Water Quality Supervisor 36.38 44.22
Operations Manager 46.44 56.44
Senior Accountant 42.12 51.20
Finance Manager/CFO 53.76 65.34
Assistant Customer Service Supervisor 34.65 42.12
Customer Service Supervisor 46.44 56.44.
Field Service Supervisor 34.65 42.12
Water Conservation Supervisor 38.20 46.44
Human Resources Manager 48.76 59.27
IT Manager 48.76 59.27

Incremental steps 1 through 9 represent a 2.5% difference between steps.




Palmdale Water District - Class Specification Bulletin

‘ | :
General Manager/CEO ¢ assﬁg&

PALMDALE WATER DISTRICT
Revislon Date:; Mar 16, 20011

e—— r——

DESCRIPTION:

Under administrative direction from the Board of Directors, the General Manager is in

charge of the administrative, public relations, personnel, and general affairs of the District;
represents the Board's policies and programs with employees, community organizations, ,
and the general public; reviews budget requests and makes recommendations to the Board
on final expenditure levels; and is responsible for employer-employee relations.

SUPERVISION RECEIVED AND EXERCISED

Receives direction from the Board of Directors through the Board President.

EXAMPLES OF DUTIES:

1. Work in partnership with the Board of Directors to estabhsh and clarify the District’s
mission, vision, goals and objectives.
2. Direct District-wide planning efforts to develop, recommend and implement strategic
goals, objectives, policies and procedures.
3. Serves as the Chief Administrative Officer for the District.
4. Provides advice and consuitation on the development of Distnct programs and
policies.
5. Oversees development of Board agendas
- 6. Conducts a variety of studies and surveys to determine the effectiveness of District
programs.
7. Represents and oversees Board policies and programs involving employees,
community representatives, and other government agencies.
8. Oversees the preparation of the annual budget, making recommendations to the
Board on final expenditure levels,
9. Reviews budget requests and recommends approval or disapproval.
10. Maintains continuous awareness of administrative practices and recommends changes
which increase the efficiency and economy of District operations.
11. Oversees District personnel matters, including employment procedures, grievances,
classification and pay, and employer-employee relations.
12. Prepares leases and agreements with other agencies.
13. Oversees the grant application process and maintains responsibuhty for proper
administration of grants received.
14. Prepares long-term Capitol Improvement plans for financing.

http:;’/agency.governmentjobs.coWpalmdalewaterfdefault.cfm?action::specbulletin&Class... 3/21/2012
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15. Represents the District before Boards and Commissions.
16. Performs related duties as assigned.

TYPICAL QUALIFICATIONS:

KNOWLEDGE OF:

1. Principles and practices of public administration, including administrative analysis,
fiscal planning, and control, also policy and program development.

2. Laws, rules, ordinances, and legislative processes controllmg District functions,
programs, and operations.

3. Organization, operations, and problems of special districts.

4. Research and evaluation methods.

5. Budgeting principles and practices.

6. Cost estimating and contract administration,

7. Public personnel administration and employer-employee relations.

8. Principles and practices of personnel administration,

ABILITY TO:

1. Plan, organize, coordinate, and direct the work of staff to achieve efficient operations
and meet program goals.

2. Prepare and administer a District budgeting and fiscal control process.

3. Collect, organize, and analyze data on a variety of topics.

4. Prepare concise and comprehensive reports.

5. Oversee the preparation of Board agendas.

6. Communicate well during public presentations.

7. Exercise leadership, authority, and supervision tactfully and effectively.

8. Evaluate and make recommendations on improvements to existing District
operations, programs, and services.

9. Provide advice and consultation to the Board of Directors on the development of

ordinances, regulations, programs, and policies.

10. Effectively represent the District's policies, programs, and services with individual
citizens, community groups, and other government organizations,

11. Establish and maintain cooperative working relationships with co-workers, the Board,
outside agencies, and the public. v

EDUCATION AND EXPERIENCE:
Desirable Qualifications:

1. An MBA OR MPA degree from an accredited college or urnjiversity with major course
work in water science, business administration, or public administration is required.

2. The position requires a minimum of 10 years of experience in water operations,
including a minimum of five years of management, public financing and
administrative responsibility.

3. This position requires an understanding of the complex Iaws, rules, and regulations

regarding the operation, maintenance and repair of water supply and distribution
facmties

http://agency., govcrnmentjobs conalmdalswater/default cfm‘?actlon specbulletm&Class 3/2172012 - |
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LICENSE CERTIFICATE REGISTRATION REQUIREMENT: -

of California.

case-by-case basis.

or serious traffic violations or accidents for at least two (2) years duration.

SUPPLEMENTAL INFORMATION:

PHYSICAL REQUIREMENTS AND WORKING CONDITIONS

administrative issues,

N

and water treatment system.

Is proactive and naturally anticipates chall enges and opportunities.

Is innovative and flexible; and an effective problem solver.

Is results-oriented and a good facilitator of solutions and sound decisions.
Is a strong mentor and coach; generous with ideas and guidance.

Is inclusive and collaborative and enjoys working in a team environment,
Exercises high ethical practices.

Is a planner and strategic thinker,

Possess excellent interpersonal communication skilis.

HFOWVONOU AW

et Pt

operating a District vehicle.
Lift and carry 25 pounds and push and pull 25 pounds

mo— vt e —

—
n

http://agency. governmentjobs,com/palmdalewater/default.cfm?action=specbulletin&Class

1. Possession of current certificate of registration as a Civil Engineer issued by the State

2. Drivers License: Possession of a valid California Class C Drlver license may be
required at the time of appointment, Failure to obtain or maintain such required
license(s) may be cause for disciplinary action. Individuals who do not meet this
requirement due to a physical disability will be considered for accommodation on a

3. Possession and proof of a good driving record as evidenced by freedom from multiple

1. Can analyze and make sound recommendations on complex management and

Can plan, organize and direct the operations of a large, complex water distribution

Vision must be sufficient to accomplish the duties of the posmon whlch may include

Page 3 of 3
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Assistant General Manager/COO ' CIaS:Gﬁ(?;{

PALMDALE WATER DISTRICT
Revision Date: Mar 16, 2011

DESCRIPTION:

Under administrative direction; to plan, organize, manage, direct, and supervise the .
Business and Engineering Department operations and functions of the District; and to do
related work as required.

SUPERVISION RECEIVED AND EXERCISED

Receives direction from the General Manager, Supervises Engineering Manager, Fihance
and Services Manager, and Information Technology Manager. In the absence of the
General Manager, assumes full duties of that position.

EXAMPLES OF DUTIES:

1. Updates the General Manager regularly regarding operations, problems, policies, and
administration information. '

2. Attends and/or represents the General Manager at Board meetings, meetings, and
conferences as directed. ;

3. Provides support to the General Manager in making presentations regarding Business
and Engineering Department issues to the Board of Directors,

4, Identify and respond to the General Manager regarding community and Board of
Director issues, concerns, and needs.

5. Maintains open communications and understanding of the Facilities and Production

- Department operations to ensure coordination of activities.

6. Attends community organization and local agency meetings as directed to represent
the District and inform the public about District activities.

7. Provides administrative and professional leadership and direction for the Business and
Engineering Departments by planning, organizing, and monitoring the budget for
Business and Engineering Departments; identifying and resolving problems; assigning
work activities and projects; monitoring work flow; reviewing and evaluating work
products, methods, and procedures; and recommending adjustments as necessary.

8. Evaluates and recommends appropriate service and staffing levels for the Business
and Engineering Departments.

9. Oversees updates and revisions of long-term planning activities such as the District
Capital Improvement Plan and water rate adjustments.

10. Monitors Business and Engineering employee certification; training, and safety

http://agency.govemmentjobsfconvpalmd_alewater/default.cfm? actionzspeébulletin&Class.,.
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11.

12,

13.

14,

15.
16.

17.

18.

19,

20.

21.

22.

23.

programs,

Evaluates employees’ job performances and makes recommendations for job
performance improvement; takes disciplinary action as needed; recommends"
employees for salary advancement.

Approves time cards, overtime, vacation, training requests, and requisitions;
periodically review position descriptions for accuracy and completeness.

Assists the District’s Financial Advisor as directed by General Manager to monitor the ||

District’s finances.

Oversees the preparation and maintenance of the general ledger, accounting
transactions, and specific records that provide backup for the District’s annual audit
done by an independent auditing firm and provides assistance during that audit as
required.

Coordinates the preparation of the annual District budget and monitors actual
expenditures to the approved budget.

Addresses and attempts to resolve customer complaints and problems referred by the
General Manager or the Office Supervisor,

Develops engineering designs, plans, and specifications for the construction and
development of District structures and facilities; resolves problems. of facility location,
construction, maintenance, and related functions; and obtains all required permits,
including CEQA compliance.

Periodically reviews, updates and recommends approval of the District Standard
Specifications for Water Distribution System Construction, the District Emergency
Response Plan, and organizes and coordinates annual drilis to practice the Plan.
Reviews and approves water system improvement plans and specifications developed
by professional engineering for non-District projects.

Meets with engineering firms and developers with questions regarding water :
availability, design requirements, and District policies as requested by the Engineering
Supetrvisor.

Oversees contract administration of consultants, multi-agency pro;ects, and
construction projects,

Develops security related policies and designs, plans, and specifications for the
construction of security systems and/or improvements for District facilities.
Assists other District personnel in all related phases of activities and operations as
needed; including after-hours, on-call, and other unusual times.

TYPICAL QUALIFICATIONS:

KNOWLEDGE OF:

http://agency. governmentjobs‘com/palmdalewater/default,cfm?actionispecbulletiﬁ&Class...

1.

Operational characteristics, services, and activities of customer service, engineering,
and quality control programs.

. Principles of organization, management, supervision, trammg, economic evaluation,

and performance evaluation,

Preparation of designs, plans, specifications, estimates, reports, and
recommendations for water system improvements.

Modern principles and practices of civil engineering, field surveying, contract
administration for the successful completion of consulting and construction projects,
construction of engineering projects, and governmental accounting and finance
administration (particularly in the areas of accounting, budgetmg, auditing, and data
processing).

Microsoft Office, Microsoft Project, financial tracking and reporting, customer service,
and CAD software programs.

Page 2 of 4
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6. California special district governance and administration,

7. Pertinent Federal, State, and local laws, codes and regulations including Federal and
State emergency management structures and regulations and environmental
regulations.

8. Safety practices and regulations,

ABILITY T0:

1. Plan, implement, and coordinate District customer service, financial, and engineering
projects affecting existing customers, water distribution system development, water
conservation, and water quality. :

2. Learn and understand the District water distribution system operation, water
treatment technologies, and water quality regulations.

3. Delegate authority and responsibility and coordinate the work of supervisory,
professional, and technical staff as necessary to successfully complete programs and
projects.

4. Prepare, develop, and review plans, specifications, District engineering standards, and
a variety of engineering studies and reports.

5. Productively use existing and future computer systems and software packages related
to engineering and business analysis and functions. }

6. Understand, interpret, and explain District policies and procedures.

7. Interpret and apply Federal, State, and local policies, procedures, laws, and
regulations. :

8. Effectively and professionally represent the District, in addmon to the Business and
Engineering functions, with community organizations, the general public, other
government agencies, contractors, developers, and professional engineering
consultants through written material and oral presentations.

9. Establish and maintain effective and professional working relationships with those
contacted in the course of work including District staff, government officials,
community groups, and the general public. ‘

EDUCATION AND EXPERIENCE

1. Completion of a Bachelor of Science Degree in Civil Engineering. A minor in public
administration, finance, or business management is desirable.

2. Five (5) years of increasingly responsible professional engineering experience in
design and construction of water treatment and distribution facilities, including at
least two (2) years in a management or supervisory capacity.

1. Possession of, or ability to obtain, a valid California driver’s license. Must have a
driving record acceptable to the District.

2. Paossession of current certificate of registration as a Civil Engineer issued by the State
of California,

SUPPLEMENTAL INFORMATION:

3212012
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Communicate clearly and concisely, both orally and in writing.

Hears normal conversation sufficient to accomplish duties.

Communicates orally with General Manager, District Board members, co- workers, and

the public in face-to-face, one-to-one, and group settings.

4. Must be able to see sufficiently to accomplish the duties of the position and to operate
a District vehicle; travels regularly by vehicle and alrplane in conducting District
business.

5. Uses office equipment such as telephone, personal computers copiers, and FAX

machines.

Lift, carry, push, and pull 50 pounds.

Sit for prolonged periods of time, but occasional walks in uneven terrain, in an

outdoor environment, making inspections of District facilities and construction

projects.

W

No

http://agency.governmentjobs.com/palmdalewater/default.cfm?actionéspecbulletin&Class.,. 3/2172012
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Water & Energy Resources Class Code:

Manager WERM001
PALMDALE WATER DISTRICT |
Revision Date; Mar 16, 2011
i

- DESCRIPTION:

Under direction, performs a variety of professional and analytical duties related to water
and energy resources for the District. Directs, plans, organizes, and integrates the water
and energy supply to the District including the State Water Contract, diversions from
Littlerock Reservoir, groundwater recharge programs, and electricity and natural gas
accounts (including resource and energy scheduling). Oversees- secur;ty projects and
policies for District facmttes

SUPERVISION R_ECEIVED AND EXERCISED

Receives direction from the General Manager.

EXAMPLES OF DUTIES'

1. Develop and maintain the District’s water supply plan to address current and future
demands.

2. Develop and maintain the District’s energy resources plan (electricity and natural gas)
to address current and future demands.

3. Prepare the District’s annual water production plan. s
4. Responsible for contract administration of the State Water Contract, energy contracts
(electricity and natural gas), energy production facility (wind turbine, solar, hydro)
contracts, recycled water contracts, and water banking/groundwater recharge

contracts.

5. Monitor all District accounts with energy providers; review invoices and make
recommendation for payment of invoices. Review and evaluate rate structures on a
regular basis. Make recommendations for changes in rate plans.

6. Act as the primary contact person from the District for energy suppliers.

7.. Provide regular reports and updates to District Management regardmg resource

- supply and usage.

8. Attend and represent the District at Board meetings, other meetings, and conferences
as directed.

9. Prepare and submit resource-related reports to the state and federal government.

10. Make presentations regarding water resource and energy supply issues to the Board
of Directors and other organizations.

11. Evaluate and recommend appropriate water and energy procurement opportunities to
District Management.

| http:/Xagency.governmentjébs:com/palmdalewater/default.cfm?acticn:specbulletin&Class... 3/21/2012 | | |
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12. Represent the District at State Water Contractors meetings.

13. Monitor, review, and evaluate District energy projects and production performance,
and make recommendations for performance improvement.

14. Assist the District’s operations staff by providing recommendations and information
related to the operation of pump stations and wells.

15. Coordinate the preparation of the District’s Urban Water Management Plan.

16. Prepare Water Supply Assessments and Water Supply Verifications to comply with
requirements of SB 221/610.

17. Develop and oversee security-related projects and policies for District facilities.

18. Participate in emergency response activities as needed.

19. Participate in all phases of District-wide activities and operations as assigned.

TYPICAL QUALIFICATIONS:

KNOWLEDGE OF:

1. Operational characteristics, services, and activities of District energy and water
production facilities.

2. Principles, theories, procedures, practices, information sources and trends in the field
of water resources, energy resources, environmental planning, and natural resource
management and conservation, including land use, facility design, demographics,
environmental impact, and social/economic concepts. '

3. The State Water Project and contracts associated with the Project,

4. Preparation of designs, plans, specifications, estimates, reports, and
recommendations for water system improvements,

5. Principles of contract administration for the successful completion of consulting
projects and construction of engineering projects.

6. California special district governance and administration,

7. Local, state and federal laws, regulations, policies, and procedures.

8. Safety practices and regulatlons

ABILITY TO;

1. Plan, implement, and coordinate District water resource and energy projects affecting
existing and future customers,

2. Understand the District’s energy system operation, water demand cycles, and water
quality regulations.

3. Monitor the work of professional consulting staff as necessary to successfully
complete energy resource programs and projects.

4. Analyze technical planning problems, evaluate alternative approaches, and adopt
effective solutions.

5. Prepare, develop, and participate in preparation of plans, specifications, and a variety
of resource related engineering studies and reports.

6. Provide technical assistance and staff leadership on all aspects of water and energy
resources.

7. Effectively operate a personal computer and software (MS Office, MS Project, financial
tracking and reporting software, and software packages related to engineering and
resource analysis and functions).

8. Understand, interpret, and explain District pohcses and procedures.

9. Interpret and apply local, state and federal laws, regulations, policies and procedures.

10. Exercise sound, independent, judgment and initiative within established guidelines.

http://agency.governmentjobs.com/palmdalcwaterfdefault.cfm?action:specbulletin&Class.,, 372172012
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11,

EDUCATION AND EXPERIENCE

1. A Bachelor’s degree from an accredited college or university with major course work
in natural or physical sciences, economics, natural resources management, urban or
regional planning, civil or environmental engineering, public administration or a
related field. Equivalent work experience that provides the required knowledge and
abilities may be substituted for the required education. .

2. Two years of increasingly responsible experience in resource planning and scheduling.

3. Demonstrated success in handling a significant workload for an organization located in
a high growth area, and which has an active Board of Directors.

LICENSE
1. Possession of, or ability to obtain, a valid California driver’s license and proof of

SUPPLEMENTAL INFORMATION:

Establish and maintain effective and professional working relationships with those
contacted in the course of work including District staff, Board of Directors,
government officials, community groups, outside organlzatrons and the general
public.

insurance. Must have a driving record acceptable to the District.

PHYSICAL REQUIREMENTS AND WORKING CONDITIONS

’http://agency.gevemmentjobs.com/palmdalewater/default,cfm?actionmspecbulletin&class..'. 312172012

1.
2.

wi e

CENE

Communicate clearly and concisely, both orally and in writmg

Hear normal conversation sufficient to accomplish duties, in person and/or on the
telephone.

Vision must be sufficient to accomplish the duties of the position which may inciude
operating a District vehicle.

Travel regularly by vehicle and airplane in conducting District business.

Use office equipment such as telephone, personal computers, copiers, and FAX.
machines,

Lift and carry 25 pounds.

Push and pull 25 pounds. ‘

Manual dexterity must be sufficient to accomplish the duties of the position.

Sit for prolonged periods of time, but occasional walks in uneven terrain, in an
outdoor environment, making inspections of District facilities and construction
projects,
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|
|

Class Code:

Engineering Manager EM0O1

PALMDALE WATER DISTRICT
Revision Date: Mar 16, 2011

DESCRIPTION:

To plan, organize, direct and review the activities and operations of the Engineering
Department including design and construction of water treatment, conveyance/distribution
systems and related facilities, technical engineering support, project coordination,
construction inspection, and engineering records; to coordinate assigned activities with
other departments and outside agencies; and to provide highly responsible and complex
administrative support to the General Manager/CEO and Assistant General Manager/COO. -

SUPERVISION RECEIVED AND EXERCISED

Receives administrative direction from the General Manager/CEQO and Assistant General
Manager/COO.

Exercises direct supervision over assigned supervisory and technical staff.

EXAMPLES OF DUTIES:

Duties may include, but are not limited to, the following:

1. Develop, plan and implement department goals and objectives; recommend and
administer policies and procedures.

2. Coordinate department activities with those of other departments and outside
agencies and organizations; provide staff assistance to the Board of Directors,
General Manager/CEQ, and Assistant General Manager/COO prepare and present
staff reports and other necessary correspondence.

3. Direct, oversee and participate in the development of the department’ s work plan;
assign work activities, projects and programs; monitor work flow; review and
evaluate work products, methods and procedures.

4. Supervise and participate in the development and administration of the Engineering
Department budget; direct the forecast of additional funds needed for staffing, -
equipment, materials, supplies, and services; monitor and approve expenditures;
implement mid-year adjustments.

5. Select, train, motivate and evaluate personnel; provude or coordinate staff training;
conduct performance evaluations; implement discipline procedures; maintain
discipline and high standards necessary for the efficient and professional operation of
the department.

6. Provide oversight and review of technical reports, deSIgns and

http://agency.governmentjobs.com/palmdalewater/default.cfm?acti0n=specbulletin&Class... 3/21/2012
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approval/acceptance;assess design plans and speciﬁcations relative to District
infrastructure.

7. Research and prepare highly complex engineering techmcal and administrative

.reports and studies.

8. Negotiate and oversee administration of contracts wuth engineering consultants and
construction contractors.

9. Represent the department to outside groups and organizations; participate in outside
community and professional groups and committees; provide technical assistance as
necessary.

10. Research and prepare technical and administrative reports and studies; prepare

‘ written correspondence as necessary,

11. Build and maintain positive working relationships with co-workers, other District
employees and the public using principles of good customer service.

12. Perform related duties as assigned,

TYPICAL QUALIFICATIONS:

KNOWLEGE OF:

1. Principles and practices of water utility operations and related facilities.

2. Principles and practices of civil engineering as applied to the planning, design,
construction, installation, and inspection of a variety of water utility facilities.

‘3. Principles and practices of leadership, motivation, team building and conflict
resolution. '

4. Pertinent local, State and Federal laws, rules and regulations.

5. Organizational and management practices as applied to the analysis and evaluation of

programs,

Principles and practices of organization, administration and personnel management.

Principles and practices of budget preparation and administration.

No

ABILITY TO:

1. Plan, direct and control the administration and operations of the Engineering
Department.

2. On a continuous basis, analyze budget and technical reports, interpret and evaluate
staff reports and related documents; know and interpret laws, regulations, codes and
procedures; observe performance and evaluate staff; problem solve department
related issues; and explain and interpret policy.

3. On a continuous basis, sit at desk and in meetings for long periods of time;

intermittently walk and stand while visiting field sites; twist to reach equipment

surrounding desk; perform simple grasping and fine manipulation; use telephone;
write or use a keyboard to communicate through written means; and lift or carry
weight of 20 pounds or less.

Prepare and administer department budgets.

Develop and implement department policies and procedures

Supervise, train and evaluate assigned personnel.

Gain cooperation through discussion and persuasion.

Analyze problems, identify alternative solutions, project consequences of proposed

actions and implement recommendations in support of goals,

Interpret and apply District and department policies, procedures, rules and
regulations. ,

W o WNOUIH
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10. May occasionally perform field site visits,

11. Communicate clearly and concisely, both orally and in writing.

12. Establish.and maintain effective working relationships with those contacted in the
course of work.

EXPERIENCE AND TRAINING:

Any combination of experience and training that would provide the required knowledge and
abilities is qualifying.

A typical way to obtain the required knowledge and abilities would be:
Experience:

Seven years of increasingly responsible experience in engineefring management related to
water utility operations including three vears of administrative and management
responsibility.

Training:

Equwalent to a Bachelor's degree from an accredited college or university with major course
work in civil engineering or a related field.

License and Certificate:

1. Possession of, or ability to obtain, a valid California Driver’s License.

2. Possession of a certificate of registration as a Professional Engineer in the State of
California.

3. Possession of a Water Distribution Operator Grade 3 Certificate and a Water
Treatment Operator Grade 2 Certificate as issued by the State of California
Department of Public Health is highly desired.

SUPPLEMENTAL INFORMATION:

1. Communicate clearly and concisely, both orally, and in writing.

2. Hears normal conversation in person and/or on the telephone,

3. Vision must be sufficient to accomplish the duties of the position which may mclude
operating a District vehicle.

4. Sit for prolonged periods of time.

5. Manual dexterity must be sufficient to accomplish the duties of the position.

6. Push and pull 25 pounds.

7. Lift and carry 25 pounds.

|
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PALMDALE WATER DISTRICT

COMMUNITY AND GOVERNMENT AFFAIRS COORDINATOR
FLSA Status: Exempt
DEFINITION
To plan, implement, and coordinate public relations activities for the Palmdale Water
District; and perform a variety of professional and highly technical tasks relative to the
community, communications, and public relations; and to provide highly responsible and

complex administrative support to the General Manager/CEO and Assistant General
Manager/COO.

SUPERVISION RECEIVED AND EXERCISED

Receives direction from the General Manager/CEO and Assistant General
Manager/COO.

Exercises direct supervision over Water Conservation staff.

EXAMPLES OF ESSENTIAL DUTIES - Duties may include, but are not limited to, the
following: :

Plan, implement and coordinate the District’s public relations program.

Develop, organize and implement a comprehensive District public relations and
communications strategy and plan.

Prepare written publicity materials such as brochures, pamphlets, news releases,
newsletters, flyers and other collateral material and coordinate production and
distribution. ' »

- Develop, design and coordinate the production of the District's Employee Newsletter.

Answer questions and provide information to the media and public through the
development of reports relative to community needs.

Develop relationships and distribute press kits for representatives of the media.

Develop and implement systems, policies and procedures for the crisis communication
program.

Represent the District to outside organizations and committees and provide staff
assistance to these respective groups.
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Community and Government Affairs Coordinator
-2- :

Act as the Public information Officer for the District's Emergency Response Plan.
Take photographs and develop positive opportunities for publicity.

Responsible for updating and maintaining the content of the District website.
Perform related duties as assigned.

MINIMUM QUALIFICATIONS

Knowledge of:

Principles and practices of commumty and public relations, advertising, and
design.

Media relations, promotional writing and collateral development.

Desktop publishing software and design.

Possess excellent interpersonal communication skills.

Ability to

Analyze i:’bmmunication issues and special projects related to public relations.
Identify and interpret technical and numerical information.

Organize, implement and direct community and public relations operations and
activities. ‘

Conduct training classes for District staff in the area of crisis communication.

Interpret and explain pertinent PWD and departmental policies and procedures.
Develop and monitor a public relations and media relations budget.

Develop and recommend policies and procedures related to publlc relations
activities.

Establish and maintain effective working relationships with those contacted in the
course of work including District staff and the general public.

Develop brand and image.

Use a computer, Microsoft Office Suite and desktop publishing software.

12/16/09




Community and Government Affairs Coordinator
-3

Communicate clearly and concisely, both orally and in writing.

Hear normal conversation sufficient to accomplish duties, in person and/or on the
telephone; vision must be sufficient to accomplish the duties of the position which
may include operating a District vehicle.

On a continuous basis, sit at desk and in meetings for long periods of time;
intermittently walk and stand while visiting field sites; twist to reach equipment
surrounding desk; perform simple grasping and fine manipulation; use telephone;
write or use a keyboard to communicate through written means; lift or carry weight
up to 20 pounds; set up displays and presentations.

Experience and Training

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

Experience:

A minimum of five years experience in public and media relations,
communications and crisis management.

Training:
A bachelor’'s degree or equivalent from an accredited college or university

with major course work in business administration, public relations, public
administration or a related field.

License and Certificate:

Possession of, or ability to obtain, a valid California Driver’s License.

Membership in the Public Relations Society of America.

Approved: 12/16/2009
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. Class Code:
Project Manager o PMOO1

PALMDALE WATER DISTRICT
Revision Date: Mar 16, 2011

H
i

T T
e— e e N AR i e S et S —

To perform difficult and complex technical engineering support work in the design and
construction of District structures and facilities; to provide project management; to provide
project coordination; to perform inspections on construction pchects and to do related
work as required.

S UPERVISION RECEIVED AND EXERCISED:

Receives direction from the Engineering Manager. Supervises Construction Inspectors, USA
Technician, Drafters, and Engineering Aides in the absence of the Engineering Supervisor.

EXAMPLES OF DUTIES:

1. Assists with the preparation of designs, plans, and specifications for the construction
and development of District structures and facilities; review revisions and evaluate
construction, evaluate alternatives, and proposals.

2. Acts as project manager for District on projects related to Capital Improvements,
Energy Projects and other related projects.

3. Provides project coordination and direction for engineering staff in the absence of the
Engineering Supervisor.

4. Attends and conducts project coordination and progress meetings.

5. Prepare and update project schedules; review and approve submittals, RFI's, RFQ’ s,
Change Orders, and progress payments as related to District projects.

6. Makes field reviews for problems and develops design solutions; makes
recommendations on special projects to the Engineering Supervisor,

7. Interpret and enforce District rules, regulations, and policies.

8. Attends Board meetings, meetings, and conferences as necessary.

9. Participates in the preparation and review of maps; property descriptions pertaining
to land grants, easements, rights-of-ways, etc.; answer questions and make
determinations on any constructlon which encroaches on District facilities and
appurtenances..

10. Evaluates employee’s job performances and makes recommendations for job
performance improvement; recommends employees for salary advancement.

11. Assists other District personnel in all related phases of activities and operations as
needed; including after-hours, on-call, and other unusual times.

12. Maintains District record drawings and H20-Net distribution system computer model.

13. Prepares and maintains regulatory permits required for District operations from

http://agency.govemmentjobs‘com/palmdalewater/default.cfm?action:specbulIetin&Class... 3/21/2012
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AVAQMD, DSOD, DHS, etc.

TYPICAL QUALIFICATIONS:

KNOWLEDGE OF:

1. Methods of preparing designs, plans, specifications, estimates, reports, and
recommendations with an emphasis in the area of water distribution.

2. Mathematics and physics as applied to engineering, topography, construction

surveying, design of simple structures, hydrology, drainage, irrigation, and

construction principles.

Methods and procedures for describing real property.

Principles of supervision, training, and performance evaluation.

Methods, materials, and techniques used in the construction of engineering projects.

Pertinent Federal, State, and local laws, codes, and regulations including CEQA.

Principles and practices of water supply development, chemical, and biological aspects

of water pollution, and local water problems, including their relationships to State and

regional plans. :

8. Safety practices and regulations.

Nousw

ABILITY TO:

1. Assist with planning, carrying out, and coordinating District engineering projects,
particularly as they affect water distribution system development, water conservation,
and water pollution.
Assist with the Coordinating assigned engineering pro;ects with District actlvrtles and
services,
Assist with coordinating the work of Construction Inspectors.
Insure proper completion and inspection of major construction projects.,
Assist with the preparation and review a variety of engineering studies and reports.
Perform construction inspection work.
Interpret and explain District policies and procedures.
Effectively represent the District’s engineering functions with the public, other
government agenues, contractors, developers, and professional engineering
consultants.

9. Establish and maintain effective working relationships with those contacted in the

course of work including District staff and the general public.
10. Read/interpret water system improvement plans, street plans, grading plans, etc.
11. Operate various office equipment.
12. Maintain a variety of records and files.
13. Perform procedures in an organized and accurate manner,
14. Learn and correctly interpret and apply the policies and procedures of the District.
15. Learn and correctly interpret and apply the District’s standard specifications for water
distribution system construction,

16. Use computer systems and software packages related to GIS mapping systems,

g

® Nk W

EDUCATION AND EXPERIENCE:

B.S. Degree in related field

OR
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E.I.T. certification issued by the State of California
OR

Eight (8) years of increasingly responsible technical experience in engineering/construction
support work in the design and construction of water facilities.

LICENSE;

1. Possession of, or ability to obtain, a valid California driver’s license. Must have a -
driving record acceptable to the DIStI’ICt

2. Possession of, or ability to obtain within 18 months of employment, a State of
California Health Department Grade 2 - Water Distribution Operator license,

SUPPLEMENTAL INFORMATION:

PHYSICAL REQUIREMENTS AND WORKING CONDITIONS:

1. Communicate clearly and concisely, both orally, and in writing.

2. Hears normal conversation in person and/or on the telephone.

3. Vision must be sufficient to accomplish the duties of the position which may include
operating a District vehicle.

4, Sit for prolonged periods of time.

5. Manual dexterity must be sufficient to accomplish the duties of the position,

6, Push and pull 25 pounds,

7.

Lift and carry 25 pounds.

|

372172012
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Class Code:

Senior Equipment Mechanic SEM001

PALMDALE WATER DISTRICT
Revision Date; Mar 16, 2011
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DESCRIPTION:

Under direction; to direct the activities of the equipment and vehicle repair shop; to be
responsible for the maintenance and repair of District vehicles, motorized pumps, and
construction equipment. '

SUPERVISION RECEIVED AND EXERCISED:

Receives direction from the Maintenance Supervisor. Oversees the Mechanic and
Maintenance Worker positions.

EXAMPLES OF DUTIES:

1. Plan and lay out the work of the Mechanics and Maintenance Worker to ensure the
orderly repair and preventative maintenance work on District vehicles and mechanical
equipment.
Provide training for the Mechanic and Maintenance Worker positions.
Inspect work in progress; make recommendations on proper work methods and repair
requirements,
4. Evaluate the operating condition of District equipment, developing recommendations
regarding replacement, major repairs, and parts replacement. :
Perform a variety of repair work.
Oversee the ordering of fuels, gas, oils, and lubricants. ‘
Monitor sites for malfunctions; oil pressure, water temperature, vacuum, galions per
minute, noises, vibration, roughness, oil or water leaks, etc.

8. Monitor and provide maintenance on electric generators and emergency engines.

9. Remove pumps and motors for repair or replacement and reconnecting of the same.
10. Assure the organization and cleanliness of the shop area.
11. Participate in all-phases of District-wide activities and operations as assigned,

including after-hours, on-call, and other unusual times.

WwN

NOowu

TYPICAL QUALIFICATIONS:

KNOWLEDGE OF:

1. Principals, methods, and practices pertaining to the operation of an equipment

312172012
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maintenance and repair shop.

2. Tools, equipment, lubricants, and procedures in the servicing, overhaul, repair, and
"adjustment of automotive and heavy equipment.

3. Principals used in the establishment and maintenance of preventive maintenance
programs.

4. Principals of training and shop organization.
5. Safety practices and regulations.
ABILITY TO:

1. Plan, organize, and participate in maintaining and repairing District vehicles and
equipment.

Train the Mechanic and Maintenance Worker positions.

Assist the Maintenance Supervisor in evaluating the work of the Mechamcs and
Maintenance Worker.

Estimate labor and material costs and work time for major repair projects,
Inspect and diagnose operating problems on District vehicles and equupment
Perform skilled repair work on District vehicles and equipment.

Order supplies and parts, maintaining adequate inventory.

Maintain a variety of records and prepare reports.

Coordinate equipment shop operations with other District functions.

Perform assigned work in accordance with appropriate safety practices and
regulations.

Establish and maintain effective workmg relationships with those contacted in the
course of work including District staff and the general public.

w N
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EDUCATION AND EXPERIENCE

1. High school diploma (or GED equivalent),

2. Have at least four (4) years of responsible experience in the skilled maintenance and
repair of vehicles and heavy equipment,

3. Completed and passed college courses in Weld I oxy- acetylene and Weld II arc
welding. :

1. Possession of a valid Class “A” California driver’s license. Must have a driving record
acceptable to the District.

2. State of California Department of Public Health - Grade T2 Water Treatment Operator
License, or ability to obtain within three (3) consecutive testing dates.

3. State of California Department of Public Health - Grade D2 Water Distribution
Operator License, or ability to obtain within three (3) consecutive testing dates.

4, Possession of certification to operate mobile and overhead cranes. '

m—rerrr—
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http://agem‘:y.govcrnmentjobs.com/palmdalewater/default.cfm?action#specbulletin&Class... 3/21/2012



http://agency.governmentjobs.comlpalmdalewater/default.cfm?action=specbulletin&Class

Palmdale Water District - Class Specification Bulletin Page 1 of 3

L ; Class Code:
Facilities Manager | FM0O01

PALMDALE WATER DISTRICT
Revision Date: Mar 16, 2011

|
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|

DESCRIPTION:

Under administrative direction; to plan, organize and supervise the repair and maintenance
of the District’s water distribution system; and production wells and well sites including
limited new construction, storage reservoirs, District vehicle and equipment maintenance,
and the District’s meters; and to perform related work as required.

SUPERVISION RECEIVED AND EXERCISED

Receives direction from the General Manager. Supervises Construction Supervisor and
Maintenance Supervisor.

EXAMPLES OF DUTIES: -

1. Plans, organizes, and supervises the maintenance and construction functions of the
District; monitors the construction of others as it impacts the Distribution and storage
system,

2. Makes spot inspections of work in progress to insure proper utilization of staff and
equipment.

3. Determines assignments in order of priority and dispatches the necessary equipment
and personnel for each project; reports daily work time and materials and insures
charges to appropriate work order,

4. Ensures that proper testing, maintenance, and repairs are completed on the District’s
customer metering equipment.

5. Attends Board meetings, meetings, and conferences as necessary

- 6. Participates in the development and administration of the operational budgets;
forecasts additional funds needed for staffing, equipment, materials, and supplies;
directs the monitoring of and approves expenditures; recommends adjustments as
necessary.

7. Participates in review of system design changes and improvements; coordinating with

"~ the Production Manager to ensure safe drinking water delivery to customers.

8. Represents District maintenance and construction functions with the public,
contractors, and representatives of other government agencies; investigating field
problems as needed.

9. Evaluates employee’s job performances and makes recommendations for job
performance improvement; takes disciplinary action as needed; recommends
employees for salary advancement.
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http://agency.govemmentjobs.comlpalmdalewater

Palmdale Water District - Class Specification Bulletin Page 2 of 3

10. Approves time cards, vacation, tralning requests, and requisitions; periodically
reviews position descriptions for accuracy and completeness and makes
recommendations regarding staffing levels.

11. Monitors employee certification, training, and safety programs.

12. Assists other District personnel in all related phases of activities and operations as
needed; including after-hours, on-call, and other unusual times. .

TYPICAL QUALIFICATIONS:

KNOWLEDGE OF:

1. Principles, methods, and practices used in water maintenance, operations, and
construction work,

2. Principles, methods, and practices of automotive and construction equipment

operation, use, maintenance, and repair.

Methods of preparing designs, plans, specifications, estlmates, reports, and

recommendations with an emphasis in the area of water distribution. , |

Principles of budget preparation and control.

Principles, methods, and practices used in building and grounds maintenance,

District policles, rules, regulation, and procedures.

Rules, regulations, and codes applicable to District mamtenance, operations, and

construction functions,

Principles of supervision, training, and management.

Safety practices and regulations.

w
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1. Plan, carry out, and coordinate District maintenance and construction functions,
particularly as they affect water distribution system development water conservation,
and water pollution.

2. Coordinate assigned maintenance and construction projects with District activities and
services.

3. Oversee the estabhshment and maintenance of certi ﬁcatton trammg, and work safety
programes.

4. Insure proper completion and inspection of major construction projects.

5. Perform comprehensive administration review of work activities, costs, staffing
requirements, equipment uses, and time requirements. .

6. Interpret and explain District policies and procedures.

7. Effectively represent the District’s maintenance and construction functlons with the
public, other government agencies, contractors, and developers.

8. Establish and maintain effective working relationships.

1. High Schooli Diploma or equivalent.

2. Ten (10) years of increasingly responsible work experience in performing
maintenance and construction work of water distribution facilities. At least five (5)
years of the experience should have been in a management or supervisory capacity,

LICENSE
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1. Possession of, or ability to obtain, a valid California driver’s license. Must have a
driving record acceptable to the District.

2. Possession of, State of California Department of Health Services - Grade 11 (or higher)
Water Treatment Operator license,

3. Possession of, State of California Department of Health Services - Grade V
Distribution license.

SUPPLEMENTAL INFORMATION:

PHYSICAL REQUIREMENTS AND WORKING CONDITIONS

1. Communicate clearly and concisely, both orally and in writing.

2. Hears normal conversation sufficient to accomplish duties,

3. Must be able to see sufficiently to accomplish the duties of the position and to operate
a District vehicle; travels regularly by vehicle and airplane in conducting District
business. '

4, Walk sufficiently to accomplish the duties of the position.

5. Lift, carry, push, and pull 50 pounds. ;

6. Sit for prolonged periods of time, but occasional walks in uneven terrain, in an
outdoor environment, making inspections of District facilities and constructlon
projects. :
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. . Class Code:
Construction Supervisor CS001

PALMDALE WATER DISTRICT
Revision Date: Mar 16, 2011
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DESCRIPTION:

| To plan, organize, direct and supervise construction, installation, maintenance, and repair
of water service distribution system operations within the Facilities Department; and to
perform a variety of technical tasks relative to assigned area of responsibility.

SUPERVISION RECEIVED AND EXERCISED

Receives general direction from the Facilities Manager. \
Exercises direct supervision over assigned construction field staff.

EXAMPLES OF DUTIES:

Duties may include, but are not limited to, the following:

1. Recommend and assist in the implementation of goals and objectives; establish
schedules and methods for construction, instailation, maintenance, and repair of a
water distribution system; implement policies and procedures. ‘

2. Plan, prioritize, assign, supervise and review the work of staff involved in
construction, installation, maintenance, and repair of a water distribution system.

3. Evaluate operations and activities of assigned responsibilities; recommend
“improvements and modifications; prepare various reports on operations and
activities, v ‘

4, Participate in budget preparation and administration; prepare cost estimates for
budget recommendations; submit justifications for materials, equipment and supplies;
monitor and control expenditure, ,

5. Participate in the selection of staff; provide or coordinate staff training; work with
employees to correct deficiencies; implement discipline procedures.

6. Coordinate with District inspectors regarding scheduled construction work; coordinate
with other utilities and agencies about scheduled work and/or field site problems and
issues,

7. Prepare written estimates for property owners regarding cost of new services, fire
hydrants, and service up-grades.

8. Ensure proper and safe repair of water leaks, new service installation, and
maintenance of adequate water pressure throughout the system.

9. Respond to routine and emergency line breaks or leaks, including re-assigning field
crews and ensuring availability of adequate supplies, materials, and equipment;

- provide temporary repairs and schedule full repair work,
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10. Answer questions and provide information to the pubiic; investigate complaints and
recommend corrective action as necessary to resoive complaints.

11. Build and maintain positive working relationships with co-workers, other District
employees and the public using principles of good customer service.

12, Perform related duties as assigned.

TYPICAL QUALIFICATIONS:

KNOWLEDGE OF:

1. Principles and practices of field construction and maintenance work related to a water
service distribution system.

Equipment, tools and materials used in construction, installation, repair, and
maintenance of a water service distribution system,

Principles and practices of supervision, training and performance evaluations.
Principles and practices of budget monitoring.

Principles and practices of safety management,

Pertinent local, State and Federal laws, ordinances and rules.

N
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ABILITY TO:

1. Organize, implement and direct construction, installation, maintenance, and repair of
water service distribution system operations/activities.

2. On a continuous basis, know and understand all aspects of the job; intermittently
analyze work papers, reports and special projects; identify and interpret technical and
numerical information; observe and problem solve operational and technical policy
and procedures,

3. On a continuous basis, sit at desk for long periods of time; intermittently walk or

stand in the field and sit while driving in vehicle or operating equipment; twist to

reach equipment surrounding desk; perform simple grasping and fine manipulation;
use telephone, write or use a keyboard toc communicate through written means; and
lift or carry weight up to 50 pounds.

Interpret and explain pertinent water system construction, installation, repair, and

maintenance practices and department policies and procedures.

Assist in the development and monitoring of an assigned program budget,

Develop and recommend policies and procedures related to assigned operations.

Supervise, train and evaluate assigned staff,

Work outdoors in a variety of weather conditions; be available for call back.

Communicate clearly and concisely, both orally and in writing.

Establish and maintain effective working relationships with those contacted in the

course of work, ‘

&
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EXPERIENCE AND TRAINING:

Any combination of experience and training that would provide the required knowledge and
abilities is qualifying.

A typical way to obtain the required knowledge and abilities would be:

Experience:
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Three years of increasingly responsible experience in construction, installation,
maintenance, and repair of a water system distribution system; including one year
providing technical and functional supervision over assigned personnel.

Training:

Equivalent to the completion of the twelfth grade supplemented by college course work in
building and construction techniques, methods, and procedures or a related field.

LICENSE AND CERTIFICATE:

1. Possession of a valid California Class A Driver's License..

2. Possession of a Distribution Operator Grade 3 Certificate as issued by the State of
California Department of Public Health.

3. Possession of a Distribution Operator Grade 4 Certificate as issued by the State of
California Department of Public Health is desired.

4, Possession of a Water Treatment Operator Grade 2 Certificate as issued by the State
of California Department of Public Health is desired.

m— s v—— —
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Treatment Plant Supervisor R

PALMDALE WATER DISTRICT
Revision Date: Mar 16, 2011

DESCRIPTION:

Under general direction; to plan, organize, coordinate, and supervise the work of District |
personnel assigned to the water treatment plant; and to do related work as required.

SUPERVISION RECEIVED AND EXERCISED

Receives direction from the Operations Manager. Supervises the Plant Operators, and other
District personnel assigned toc work at the Plant, or Lake Palmdale.

http://agency.governmentjobs.com/palmdalewater/default.cfm?action=specbulletin&Class...
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EXAMPLES OF DUTIES:

Plans, organizes, coordinates, and supervises the work of staff assigned to water
treatment plant maintenance and operations work; directs the maintenance and
repair of treatment plant and related equipment as necessary.

Coordinates operating schedules; establishes work schedules for 24 hour operations
and resolves problems as required.

Keeps accurate records of plant operations; including receiving and evaluating
findings on activities of plant operations, reviews data for unusual trends or
developments; conducts special studies as necessary on plant operations. Inventories
and requisitions needed chemicals, supplies, materials, and equipment.

Establishes, revises, and ensures compliance with standard operating procedures;
supervises operating adjustments to meet performance standards changing
conditions and emergencies.

Monitors operations and performs the most difficult or complex tasks; analyzes
conditions and equipment and resolves technical problems; responds to calls during
equipment failure and/or extraordinary conditions,

Assists Water Quality Specialist in Planning, coordinating and supervising the

‘maintenance of Lake Palmdale including dosing algaecide, weed control, coordinating

with contractors to perform various other maintenance tasks.

Prepares monthly reports and performs analyses of plant operations and the
distribution system to insure regulatory compliance for State Health Department.
Attends Board meetings, meetings, and conferences as necessary.

Participates in the development and administration of operational budgets; forecasts
additional funds needed for staffing, equipment, materials, and supplies; directs the
monitoring of and approves expenditures; recommends adjustments as necessary.
Coordinates various laboratory operations with lab personnel and sample testing
performed within the plant, modifies testing procedures as necessary; gathers

31212012
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samples in the distribution system, wells, and tanks.

11. Represents District water treatment and distribution functions with the public,
contractors, and representatives of other government agencies; investigating and
resolving field problems as needed.

12. Conducts tours through plant operations informing civic and other groups on the
operation of the plant and the Littlerock Dam; as necessary.

13. Evaluates employee’s job performances and makes recommendations for job
performance improvement; takes disciplinary action as needed; recommends
employees for salary advancement. -

14. Approves time cards, overtime, vacation, training request, and requisitions;
periodically reviews position descriptions for accuracy and completeness.

15. Monitors employee certification, training, and safety programs.

16. Assists other District personnel in all related phases of activities and operations as
needed,

TYPICAL QUALIFICATIONS:

KNOWLEDGE OF:

1. Operating principles, methods, materials, and equipment used in water treatment
plants, distribution equipment and facilities, including; pumps, electric motors and
controllers, piping and SCADA control systems,

Repair, maintenance, and adjustment of water treatment plant equipment including
mechanical, electrical, and hydraulic,

Chemical and quality assurance through sampling and analysis of water.

Principles of budget preparation and expenditure control.

District policies, rules, regulations, and procedures.,

Rules, regulations, and codes applicable to District water treatment plant operation,
Principles of employee training and supervision.

Safety practlces and regulations.

N
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ABILITY TO:

1. Plan, organize, direct, coordinate and supervise the operation, maintenance, and
repair of the water treatment plant and participation in planning and management for
treatment of Lake Palmdale,

2. Oversee the proper conduct and interpretation of standard water quality tests.
Preparing clear and complete records, reports, and correspondence.

3. Read pilant measurement and recording equipment, mterpretmg results to make
adjustments to plant operations.

4. Insure the proper use of safety precautions in working with plant chemicals.

5. Confer with Federal/State agencies on the established requirements which must be
met, request interpretation of regulations as required, and understand, interpret, and
conform with and adhere to applicable Federal and State laws and regulations.

6. Interpret and explain District policies and procedures,

7. Effectively represent the District's water treatment and distribution functions with the
public, other government agencies, contractors, and developers.

8. Establish and maintain effective working relationships.

EDUCATION AND EXPERIENCE:
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1. High school diploma or equivalent,

2. Five (5) years of increasingly responsible work experience in water treatment
functions and plant operations, as well as operations, maintenance, and repair of
distribution systems. At least one (1) year of the experience should have been in a
lead or supervisory capacity.

LICENSE:

1. Minimum certificates from the State of California Department of Health to operate and
oversee the operation of a plant capacity of treating ten or more MGD - Grade IV
required or V preferred.

2. State of California Department of Health Services Distribution Grade 1V license
desired.

3. Possession of, or ability to obtain, a valid California driver’s license, Must have a
driving record acceptable to the District.

SUPPLEMENTAL INFORMATION:

PHYSICAL REQUIREMENTS AND WORKING CONDITIONS:

1. Communicate clearly and concisely, both orally, and in writing.

2. Hears normal conversation sufficient to accomplish duties.

3. Must be able to see sufficiently to accomplish the duties of the position and to operate |
a District vehicle; travels regularly by vehicle and aurplane in conductmg District ‘ |
business, '

4. Walk sufficiently to accomplish the duties of the posmon

5. Lift, carry, push, and pull up to 50 pounds.

6. Sit for prolonged periods of time, but occasional walks in uneven terrain, in an
outdoor environment, making inspections of District water treatment plant facilities
and operations.
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- i : Class Code:
Systems Supervisor $S001

PALMDALE WATER DISTRICT
Revision Date: Mar 16, 2011

———————

DESCRIPTION:

To plan, organize, direct and supervise water distribution system operations, motor
equipment repair and maintenance, and installation and maintenance of electronic and
electrical systems within the Operations Department; and to perform a variety of technical
tasks relative to assigned area of responsibility.

SUPERVISION RECEIVED AND EXERCISED

Receives general direction from the Operations Manager.
Exercises direct supervision over assigned technical and maintenance staff.

EXAMPLES OF DUTIES:

Duties may include, but are not limited to, the following:

1. Recommend and assist in the implementation of goals and objectives; establish
schedules and methods for maintenance work including motor equipment
repair/maintenance, and electronic and electrical systems; implement policies and
procedures.

2. Plan, prioritize, assign, superv:se and review the work of staff involved in motor
equipment repair/maintenance, and electronic and electrical systems.

3. Evaluate operations and activities of assigned responsibilities; recommend
improvements and modifications; prepare various reports on operations and
activities.

4. Participate in budget preparation and administration; prepare cost estimates for
budget recommendations; submit justifications for staff, supplies, equipment, and
services; monitor and control expenditure.

5. Participate in the selection of staff; provide or coordinate staff training; work with
employees to correct deficiencies; implement discipline procedures.

6. Oversee daily operation of water pumping and storage operations, including
functioning of pumps, motors, and proper field disinfection of the distribution system
Review daily production reports; make decisions regarding availability of water to
meet immediate production demands; shift water sources as needed to meet
demand,

7. Oversee and/or prepare various assigned preventive maintenance schedules; -
maintain related records,

8. Build and maintain positive working relationships with co-workers, other District

312172012
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employees and the public using principles of good customer service.
9. Perform related duties as assigned.

TYPICAL QUALIFICATIONS:

KNOWLEDGE OF:

1. Principles and practices of mechanized/automated water treatment and distribution
systems. ;
General knowledge of electrical systems, and electronic monitoring and automated
- control systems.
Current and emerging water issues and regulations.
.Principles of supervision, training and performance evaluatlons
Principles of budget monitoring.
Principles and practices of safety management.
Pertinent local, State and Federal laws, ordinances and rules.

N

Nouhw

ABILITY TO:

1. Orgamze implement and direct repair/maintenance of a var:ety of mechanical,
electrical, electronic equipment.

2. 0On a continuous basis, know and understand all aspects of the job; mtermuttently
analyze work papers, reports and special projects; identify and interpret technical and
numerical information; observe and problem solve operational and technical policy
and procedures; explain regulations, policies, and procedures,

3. On a continuous basis, sit at desk for long periods of time; intermittently twist to

reach equipment surrounding desk; perform simple grasping and fine manipulation;

use telephone, write or use a keyboard to communicate through written means; and
lift or carry weight up to 25 pounds. ;

Interpret and explain pertinent District and department policies and procedures.

Assist in the development and monitoring of an assigned program budget.

Develop and recommend policies and procedures related to assigned operations.

Supervise, train and evaluate assigned staff.

Communicate clearly and concisely, both orally and in wrmng

Establish and maintain effective working relationships with those contacted in the

course of work.

LrOeNOU B

EXPERIENCE AND TRAINING:

Any combination of experience and training that would provzde the required knowledge and
abilities is gualifying. v

A typical way to obtain the required knowledge and abilities would be:
Experience: ‘
Three years of increasingly responsible experience in water treatment operations and

maintenance, including one year providing technical and functional supervision over
assigned personnel.

Training:
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Equivalent to the completion of the twelfth grade supplemented by college course work in
construction management, chemistry, or a related field.

LICENSE AND CERTIFICATE:

1. Possession of, or ability to obtain, a valid California Driver’s License.

2. Possession of a Distribution Operator Grade 3 Certificate as issued by the State of
California Department of Public Health,

3. Possession of a Distribution Operator Grade 4 Certificate as issued by the State of
California Department of Public Health is desired.

4. Possession of a Water Treatment Operator Grade 2 Certificate as issued by the State
of California Department of Public Health is desired. ‘
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. L lass Code:
| Water Quality Supervisor: Caf,\,sQ;oSl

PALMDALE WATER DISTRICT
Revision Date: Mar 16, 2011

DESCRIPTION:

To plan, organize, direct and supervise water quality Iaboratory operations and related
regulatory compliance activities within the Operations Department; and to perform a variety
of technical tasks relative to assigned area of responsibility.

SUPERVISION RECEIVED AND EXERCISED

Receives general direction from the Operations Manager.
Exercises direct supervision over assigned professional and technical staff.

EXAMPLES OF DUTIES:

Duties may include, but are not limited to, the following:

1. Recommend and assist in the implementation of goals and objectives; establish
schedules and methods for water quality laboratory operations; implement policies
and procedures.

2. Plan, prioritize, assign, supervise and review the work of staff involved in water
quality laboratory operations and regulatory compliance activities.

3. Evaluate operations and activities of assigned responsibilities; recommend
improvements and modifications; prepare various reports on operations and
activities. ;

4. Participate in budget preparation and administration; prepare cost estimates for
budget recommendations; submit justifications for staff, supplies, equipment, and
services; monitor and control expenditure.

5. Participate in the selection of staff; provide or coordinate staff training; work with
employees to correct deficiencies; implement discipline procedures.

6. Develop, implement, and maintain laboratory quality assurance and quality control
programs; maintain required laboratory certification.

7. Prepare and/or oversee preparation of required internal and external reports
regarding water quality; ensure reports are accurate and submitted in a timely
fashion.

8. Plan and ;mplement sampling, data gathering, and special testing programs to
evaluate and solve water quality problems; assign andz‘or participate in special water
quality monitoring investigations,

9. Evaluate and interpret water quality data related to water treatment and distribution
systems and watershed water quality studies.
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10, Participate in development of improved water treatment processes and review
monitoring programs related to water supply, distribution and storage; recommend
changes in monitoring programs, treatment methods or process control.

11. Work with commercial laboratories and requisition specialized testing as appropriate.

12. Answer questions and provide information to the public; investigate complaints and
recommend corrective action as necessary to resolve complaints.

13. Build and maintain positive working relationships with co-workers, other District
employees and the public using principles of good customer service.

14. Perform related duties as assigned.

TYPICAL QUALIFICATIONS:

KNOWLEDGE OF:

1. Principles and practlces of chemical and microbiological Iaboratory analysns as applied
to water quality sampling.

2. Principles and practices of water treatment processes and distribution systems.

3. Equipment, tools, and materials used in chemical and microbiological laboratory
analysis.

4. Computer applications used in laboratory testing and analysns and water treatment

processing problems.

Modern office procedures, methods and computer eqmpment including word

processing, database and spreadsheet applications.

Principles and practices of supervision, training and performance evaluations.

Principles and practices of budget monitoring,

Principles and practices of safety management.

Pertinent local, State and Federal laws, ordinances and rules.

v

oo~

ABILITY TO:

1. Organize, implement and direct water quality laboratory: operations and related
regulatory compliance activities.

2. On a continuous basis, know and understand all aspects of the job; intermittently
analyze work papers, reports and special projects; identify and interpret technical and
numerical information; observe and problem solve operational and technical policy
and procedures; explain District regulations and policies and requirements of
regulatory agencies related to water quality.

3. On a continuous basis, sit at desk for long periods of time intermittently walk, bend,

or twist while performing field sampling work; intermittently twist to reach equipment

surrounding desk; perform simple grasping and fine manipulation; use telephone,
write or use a keyboard to communicate through written means; and lift or carry
weight up to 20 pounds.

Interpret and explain pertinent District and department policies and procedures.

Assist in the development and monitoring of an assigned program budget.

Develop and recommend policies and procedures related to assigned operations.

Supervise, train and evaluate assigned staff.

Communicate clearly and concisely, both orally and in writing,

Establish-and maintain effective working relationships with those contacted in the

course of work,

WONOGO S

EXPERIENCE AND TRAINING:
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Any combination of experience and training that would prowde the required knowledge and
abilities is qualifying.

A typical way to obtain the required knowledge and abilities would be:

Experience:

Three years of increasingly responsible professional work in water quality chemical or
microbiological testing and analysis; including one year providing technical and functional
supervision over assigned personnel.

Training:

Equivalent to a Bachelor s degree from an accredited college or university with major course
work in chemistry, bacteriology, biology or a related fieid.

LICENSE AND CERTIFICATE:

1, Possession of, or ability to obtain, a valid California Driver’'s License.

2. Possession of, or ability to obtain within six months, a Water Treatment Operator 2
Certificate as issued by the State of California Department of Public Health.

3. Possession of a Water Quality Lab Analyst 1 Certificate as issued by the American
Water Works Association.

4. Possession of a Water Quality Lab Analyst 2 Certificate as issued by the Amerncan
Water Works Association is desired.

aner——r—
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Class Code:

Operations Manager OM001

PALMDALE WATER DISTRICT
Revision Date: Mar 16, 2011

DESCRIPTION: P

Department (Systems, Treatment Plant and Water Quality divisions) including facility
operations, water quality laboratory testing/analysis and treatment plant processing
operations; to coordinate assigned activities with other departments and outside agencies;
and to provide highly responsible and complex administrative support to the General .
Manager/CEQ and Assistant General Manager/C0OQ.

SUPERVISION RECEIVED AND EXERCISED

Receives admxmstratlve direction from the General Manager/CEO and Ass:stant General
Manager/COO,
Exercises direct supervision over assigned supervisory and techmcal staff.

EXAMPLES OF DUTIES:

Duties may include, but are not limited to, the following:

- 1. Develop, plan and implement department goals and objectives; recommend and
administer policies and procedures.

2. Coordinate department activities with those of other departments and outside
agencies and organizations; provide staff assistance to the Board of Directors,
General Manager/CEQ, and Assistant General Manager/COO; prepare and present
staff reports and other necessary correspondence. '

3. Direct, oversee and participate in the development of the department's work plan;
assign work activities, projects and programs; monitor work flow; review and
evaluate work products, methods and procedures. |

4. Supervise and participate in the development and administration of the Operations:

5. Department budget; direct the forecast of additional funds needed for staffing,
equipment, materials, supplies, and services; monitor and approve expendttures,
implement mid-year adjustments.

6. Select, train, motivate and evaluate personnel; provide or coordinate staff training;
conduct performance evaluations; implement discipline procedures; maintain
discipline and high standards necessary for the efficient and professional operation of
the department,

7. Ensure regulatory compliance with State and Federal agencies regarding water quahty
testing, analysis, and production.

8. Oversee operation of the water distribution system relatlve to water quality issues
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and monitor water production from a variety of sources, mcludmg groundwater,
surface water, and the State water project.

9. Represent the department to outside groups and orgamzattons participate in outside
community and professmnal groups and committees; provide technical assistance as
necessary,

10, Research and prepare technical and administrative reports and studies; prepare
written correspondence as necessary,

11. Build and maintain positive working relationships with co-workers, other District
employees and the public using principles of good customer service.

12, Perform related duties as assigned.

TYPICAL QUALIFICATIONS:

KNOWLEDGE OF:

1. Principles and practices of water utility operations and related facilities, including
water treatment and distribution systems. ‘

Principles and practices of water quality assurance and control testing and analysis.
Principles and practices of leadership, motivation, team bu:ldlng and conflict
resolution,

4. Pertinent local, State and Federal laws, rules and regulations.

5. Organizational and management practices as applied to the analysis and evaluation of
programs,

Principles and practices of organization, administration and personnel management,
Principles and practices of budget preparation and administration.

wmn

N

ABILITY TO:

1. Plan, direct and control the administration and operations of all facilities.

2. On a continuous basis, analyze budget and technical reports; interpret and evaluate
staff reports and related documents; know and interpret laws, regulations, codes and
procedures; observe performance and evaluate staff; problem solve department
related issues; and explain and interpret policy.

3. On a continuous basis, sit at desk and in meetings for long periods of time;

intermittently walk and stand while visiting field sites; twist to reach equipment

surrounding desk; perform simple grasping and fine manipulation; use telephone;
write or use a keyboard to communicate through written means; and lift or carry
weight up to 20 pounds.

Prepare and administer department budgets.

Develop and implement department policies and procedures,

Supervise, train and evaluate assigned personnel,

Gain cooperation through discussion and persuasion.

Analyze problems, identify alternative solutions, project consequences of proposed

actions and implement recommendations in support of goals.

Interpret and apply District and department policies, procedures, rules and

regulations,

10. May occasionally perform field site visits.

11. Communicate clearly and concisely, both orally and in writing. :

12. Establish and maintain effective working relationships with those contacted in the

course of work.

NN R

©
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EXPERIENCE AND TRAINING:

Any combination of experience and training that would provide the required knowledge and
abilities is qualifying.

A typical way to obtain the required knowledge and abilities would be:

Experience: ~ ,

Seven years of increasingly responsible experience in water utility laboratory testing and/or
treatment plant processing operations including three years of administrative and
management responsibility,

Training:
Equivalent to a Bachelor's degree from an accredited college or university with major course
work in civil engineering, chemistry, biology or a related field,

| LICENSE AND CERTIFICATE:

1. Possession of, or ability to obtain, a valid California Driver’s License.
2. Possession of a Water Treatment Operator Grade 5 Certificate as issued by the State
of California Department of Public Health, ;
3. Possession of a Water Distribution Operator Grade 5 Certificate as issued by the State
- of California Department of Public Health is highly desired.
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. Class Code:
Senior Accountant SA001

PALMDALE WATER DISTRICT
Revision Date: Mar 16, 2011 -

DESCRIPTION:

To perform senior level accounting tasks, including the preparation, maintenance and
analysis of a variety of fiscal and accounting records, statements and reports; to assist in
the formulation of policy options governing the District’s financial accounting systems and
procedures; and to effectively supervise and participate in the implementation of the
District’s finance and accounting programs. :

SUPERVISION RECEIVED AND EXERCISED:

Direction is received from the Finance and Services Manager. Will supervise and does
provide guidance to the Finance and Services staff of the department in the absence of the
Finance and Services Manager. ;

EXAMPLES OF DUTIES:

1. Assist in the formulation of policy governing the operations of the District’s financial
systems and implement department goals and objectives.

2. Monitor the District’s financial condition, analyze financial statements and prepare
reports with recommendations identifying trends or irregularities,

3. Prepare custom reports and queries using report writer software to enable analysis of
District’s finances and to provide custom information to users.

4. Analyze, evaluate and organize data and information for the preparation of complex
studies including financial forecasts and cost benefit analysis.

5. Assist in the preparation of the District’s budget and forecasting future revenue levels
and expenditure patterns.

6. Review the general ledger in preparation for year-end financial statement audit and
prepare schedules for the auditors. ,

7. Maintain detail sub-ledgers such as CIP, accounts payable, accounts receivable, and
customer deposits.

8, Examine, analyze and verufy a variety of financial documents for accuracy and
compliance with established procedures.

9. Perform reconciliation of general ledger accounts and various bank accounts and
other financial transactions.

10. Oversee/Review the work product of subordinates, including journal entries, the

payroll register, fixed asset management, and the warrant register.

11. Perform such additional tasks and duties as directed by the Finance and Services
Manager.

312112012
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TYPICAL QUALIFICATIONS:

KNOWLEDGE OF:

1. Principles and practices of municipal accounting, budgeting, auditing, financial
reporting and administration.

2. Posting, ledger and journal activity, reconciliations, double -entry bookkeeping, math
and financial records.

3. Federal, State and local laws, codes, regulations and professional standards applicable
to governmental accounting.

ABILITY TO:

1. Assist in the formulation of policies and policy alternatives and based on such policies
identify and define programs to implement such policies.

2. Analyze and reconcile complex financial data and transactions and develop and
implement efficient accounting procedures as part of a comprehensive accounting
program,

3. Audit and analyze accounting systems and procedures to determine compliance with
applicable laws, regulations and policies.

4. Maintain effective relationships with co-workers other District staff, professionals in
other jurisdictions, and clients of the District.

5. Prepare logical, objective, and concise written reports and correspondence.

6. Communicate clearly and effectively.

Education/Experience:

1. High School Diploma.

2. B.A. Degree or equivalent from an accredited college or university with major course
work in financial management, business, or public administration required.
Possession of an MBA or CPA license is encouraged.

3. 3 - 5years increasingly responsible professnonal exper»ence in governmental finances,
including budgeting, and supervision.

LICENSE:

1. A valid California driver's license is required,

SUPPLEMENTAL INFORMATION:
PHYSICAL REQUIREMENTS AND WORKING CON DITIONS

1. Communlcate clearly and concisely, both orally, and in writing.

2. Hears normal conversation in person and/or on the telephone.

3. Communicates orally with District management, co- workers, and the public in face-to-
face, one-to-one, and group settings.

4. Vision must be sufficient to accomplish the duties of the: position, which may include
operating a District vehicle,
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Sit for prolonged periods of time,
Manual dexterity must be sufficient to accomplish the duties of the position.
Push, pull, lift, and carry 25 pounds.

®No Y

http://agency. governmentjobs.com/palmdalewater/default.cfm?action=specbulletin&Class... 3/21/2012



http://agency.governmentjobs.comlpalmdalewater/default.cfm

PALMDALE WATER DISTRICT

FINANCE MANAGER/CFO
FLSA Status: Exempt
DEFINITION

To plan, organize, direct and review the aciivities and operations of the Administrative
Services Department (Finance and Customer Services divisions) including accounting,

payroll, customer service, field service operations, and purchasing; to coordinate assigned

activities with other departments and outside agencies; and to provide highly responsible

and complex administrative support to the General Manager/CEO and Assistant General

Manager/COO.

SUPERVISION RECEIVED AND EXERCISED

Receives administrative direction from the General ManagerlCEO and Assistant General
Manager/COO.

Exercises direct supervision over assigned supervisory, professional, and administrative
support staff. ‘

EXAMPLES OF ESSENTIAL DUTIES - Duties may include, but are not hmrted to, the
following:

Develop, plan and implement department goals and objectlves recommend and
administer policies and procedures.

Coordinate department activities with those of other departments and outside agencies
and organizations; provide staff assistance to the Board of Directors, General
Manager/CEOQ, and Assistant General Manager/COQ; prepare and present staff reports
and other necessary correspondence.

Direct, oversee and participate in the development of the department's work plan; assign
work activities, projects and programs; monitor work flow; review and evaluate work
products, methods and procedures.

Coordinate and oversee preparation of the District-wide annual budget; supervise and
participate in the development and administration of the Administrative Services
Department budget; direct the forecast of additional funds needed for staffing, equipment,
materials, supplies, and services; momtor and approve expenditures; Implement mid-year
adjustments.

12/16/09
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Select, train, motivate and evaluate personnel; provide or coordinate staff training; conduct
performance evaluations; implement discipline procedures; maintain discipline and high
standards necessary for the efficient and professional operation of the department.

Prepare and approve adjusting journal entries; close year end accounts and oversee
preparation for audits; ensure outside auditors are prowded with test documents, sub-
ledgers and reconciliations. '

Work with outside consultants in investigating alternatives and recommending investment
strategies for District funds.

Prepare and/or oversee required periodic fi nancial statements and budget reports; review
general ledger postings from accounts payable and accounts receivable; establish and
maintain internal controls.

Oversee a centralized District-wide requisition and purchasing program.

Oversee planning, development, implementation, and maintenance of the District's
information technology systems. ,

-Review and manage various contracts and agreements prepare requests for
information/proposals; prepare various cost analyses; assist in rate studies; and prepare
special revenue/expense reports.

Represent the department to outside groups and organizations; participate in outside
community and professional groups and committees; provide technical assistance as
necessary.

Research and prepare technical and administrative reports and studies; prepare written
correspondence as necessary.

Build and maintain positive working relationships with co-workers, other District employees
and the public using principles of good customer service.

Perform related duties as assigned.

MINIMUM QUALIFICATIONS

‘Knowledge of:

Principles and practices of financial management and governmental accounting
standards.
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Principles and practices of information technology as related to fi nancnal reporting
and recordkeeping.

Principles and practices of leadership, motivation, team building and conflict
resolution.

Pertinent local, State and Federal laws, rules and regulations.

Organizational and management practices as applied to the analysis and
evaluation of programs.

Principles and practices of organization, administration and personnel
management.

Principles and practices of budget preparation and administration.

 Abilty to:

" Plan, direct and control the administration and operations of the Administrative

Services Department.

On a continuous basis, analyze budget and technical reports; interpret and evaluate
staff reports and related documents; know and interpret laws, regulations, codes
and procedures; observe performance and evaluate staff; problem solve
department related issues; and explain and interpret policy.

On a continuous basis, sit at desk and in meetings for long periods of time;
intermittently twist to reach equipment surrounding desk; perform simple grasping
and fine manipulation; use telephone; write or use a keyboard to communicate
through written means; and lift or carry weight up to 20 pounds.

Coordinate and oversee preparation of the District’s annual budget; prepare and
administer the Administrative Services Department budget.

Develop and implement department policies and procedures.
Supervise, train and evaluate assigned personnel.
Gain cooperation through discussion and persuasion.

Analyze problems, identify alternative solutions, project consequences of proposed
actions and implement recommendations in support of goals.

Interpret and apply District and department policies, procedures, rules and
regulattons
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Communicate clearly and concisely, both orally and in Writing.

Establish and maintain effective working relationships with those contacted in the
course of work.

Experience and Training
Any combination of experience and training that would provide the required

knowledge and abilities is qualifying. A typical way to obtain the required
knowledge and abilities would be:

rience
Seven years of increasingly responsible experience in financial

management, including three years of administrative and management
responsibility; public sector experience is highly desirable.

Training:

Equivélent to a Bachelor's degree from an accredited college or university
with major course work in finance, accounting, business admmistratlon
public administration or a related field.

License and Certificate
Possession of, or ability to obtain, a valid California Driver’s License.
Possession of, or ability to obtain, certification as a Certified Public Accountant

(CPA) as awarded by the American Institute of Certified Public Accountants is
highly desired.

Approved: 12/16/2009
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Assistant Customer Service Class Code:
Supervisor ACSS001

PALMDALE WATER DISTRICT -
Revigion Date; Mar 16, 2011

DESCRIPTION:

Provides superior customer service and customer satisfaction by interacting with customers
and performing a variety of duties.

Under administrative direction; responsible for assisting the Customer Service Supervisor in
the supervision of office personnel and to perform accounting and clerical duties and other
duties as required. Assignments are routine in nature and are carried out in accordance

with general work instructions and established office practices, procedures, and precedents.

SUPERVISION RECEIVED AND EXERCISED

Receives direction from Customer Service Supervisor,

EXAMPLES OF DUTIES:

ESSENTIAL FUNCTIONS:

1. Assume the duties of the Customer Service Supervisor in his/her absence.

2. Assist as needed in the planning, organizing, directing, coordinating and assigning
duties to clerical accounting staff for the efficient operation of the District office.

3. Evaluate employee’s job performances and makes recommendations for job
performance improvement; takes disciplinary action as needed; recommends
employees for salary advancement.

4. Assist with the preparation of daily bank deposits; maintain change fund; make bank
transfers as necessary.

5. Inspect time cards for proper allocation of time and approve them.

6. Assist in posting journal entries on a timely basis into financial accounting system
(bank reconciliation) to record daily accounts receivable receipts. Record other journal
entries as needed.

7. Handle and answer customer complaints at the counter on the telephone, or by
correspondence.

8. Assist in assuring that all staff are current in their duties, i.e. setting up customer
accounts, daily processing of customer payments, billing on schedule, collections
(daily and monthly), door tags, etc. '

9. Assist with gathering of financial data for the preparation of the District budget.

10. Prepare liens, release of liens, and demand letters.
11. Prepare the setup of new construction meter accounts and new development
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accounts,

12, Serve as back up to all Business Office positions; answer telephones customer
service when necessary.

13. Attend Board meetings, meetings, and .conferences as directed.

14, Participate in all phases of District-wide activities and operations as assigned,

TYPICAL QUALIFICATIONS:

KNOWLEDGE OF:

District policies, rules, regulations, and procedures; the correct application of such.
Modern office procedures, methods, and computer equipment.

Record keeping practices and procedures.

Mathematics principles.

Bookkeeping and financial record keeping principles and practices.

Safe work practices and regulations, .

Aol o

ABILITY TO:

1. Perform a variety of difficult and complex financial recordkeeping and fiscal support |
work,

Provide training and guidance for other accounting and office personnel.

Use and operate a typewriter, calculator, computer, computerized customer
information system (CIS), and other office equipment.

Maintain a variety of clerical records and files.

Perform procedures in an organized and accurate manner.

Accurately count, record, and balance assigned transactions.

Correctly interpret and apply the policies and procedures of the District.

Establish and maintain effective working relationships with those contacted in the
course of work including District staff and the general publlc

wn

PN A

EDUCATION AND EXPERIENCE

1. High school diploma or equivalent. ‘
2. Five (5) years of increasingly responsible accounting experience; additional training in
the areas of accounting, computer science, and business management encouraged.

SUPPLEMENTAL INFORMATION:

PHYSICAL REQUIREMENTS AND WORKING CONDITIONS

1. Communicate clearly and concisely, both orally, and in writing.

2. Hears normal conversation in person and/or on the telephone.

3. Communicates orally with District management, co-workers, and the public in face-to-
face, one-to-one, and group settings.

4. Vision must be sufficient to accomplish the duties of the position which may include
operating a District vehicle.

5. Sit for prolonged periods of time.
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6. Manual dexterity must be sufficient to accomplish the duties of the position.
7. Push and pull 25 pounds.
8. Lift and carry 25 pounds.

|
|

ﬂ
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. . Class Code:
Customer Service Supervisor  CSS001

PALMDALE WATER DISTRICT
Revislon Date: Mar 16, 2011

DESCRIPTION:

To plan, organize, direct and supervise customer service operations within the Customer
Services division of the Administrative Services Department, and to perform a variety of
technical tasks relative to assigned area of responsibility.

SUPERVISION RECEIVED AND EXERCISED

Receives general direction from the Finance Manager/CFO.

Exercises direct supervision over assigned clerical/accounting support staff.

EXAMPLES OF DUTIES:

Duties may include, but are not limited to, the following:

1. Recommend and assist in the implementation of goals and objectives; establish
- schedules and methods for customer service operations; implement policies and
procedures. :

2. Plan, prioritize, assign, supervise and review the work of staff involved in customer
service operations including issuance of customer billings; receipt, posting and
deposit of payments; processing of water service applications, and response to
customer inquiries

3. Evaluate operations and activities of assigned responsibilities; recommend
improvements and modifications; prepare various reports on operations and
activities.

4. Participate in budget preparation and administration; prepare cost estimates for
budget recommendations; submit justifications for staff, supplies, equipment, and
services; monitor and control expenditures. '

5. Participate in the selection of staff; provide or coordinate staff training; conduct
employee performance evaluations; work with employees to correct deficiencies;
implement discipline procedures.

6. Ensure that customer accounts are properly established, maintained, and monitored;
oversee water service application process.

7. Oversee daily processing of customer payments and receipts; ensure daily
reconciliation of cash register and on-line credit card and other payment methods,
ensure proper documentation for deposit transactions. |

8. Ensure accurate billings are provided to customers on a regular and periodic basis;
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oversee collection activities for non-payment or late payments.
9. Oversee issuance of water service turn-on, shut-offs, and other service orders;

ensure assigned staff comply with related District policies and procedures.

10. Answer questions and provide information to the public; investigate complaints and
recommend corrective action as necessary to resolve complaints.

11. Build and maintain positive working relationships with co-workers, other District
employees and the public using principles of good customer service.

12, Perform related duties as assigned.

TYPICAL QUALIFICATIONS:

KNOWLEDGE OF:

1. Principles and pkractices of utility accounting, billing, and record-keeping, including use
of computerized systems.

2. Principles and practices of customer service and interaction with the pubhc
3. Principles and practices of supervision, training and performance evaluatlons
4. Principles and practices of budget monitoring. : ,
5. Record keeping techniques, research, and statistical methods
6. Principles and practices of safety management.
7. Pertinent local, State and Federal laws, ordinances and rules.

ABILITY TO:
1. Organize, implement and direct customer service operations/activities,

2. On a continuous basis, know and understand all aspects of the job; intermittently
analyze work papers, reports and special projects; identify and interpret technical and
numerical information; observe and problem solve operational and technical policy
and procedures; explain regulations, policies, and procedures to the publuc,
developers, contractors, consultants, and District staff. ,

3. On a continuous basis, sit at desk for long periods of time; intermittently twist to

reach equipment surrounding desk; perform simple grasping and fine manipulation;

use telephone, write or use a keyboard to communicate through wrltten means; and
lift or carry weight up to 20 pounds,

Interpret and explain pertinent District and department policies and procedures.

Assist in the development and monitoring of an assigned program budget.

Develop and recommend policies and procedures related to assigned operations.

Supervise, train and evaluate assigned staff.

Communicate clearly and concisely, both orally and in writing.

Establish and maintain effective working relationships with those contacted in the

course of work,

VR NP

EXPERIENCE AND TRAINING:

Any combination of experience and training that would providé the required knowledge and
abilities is qualifying.

A typical way to obtain the required knowledge and abilities would be:

Experience:
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Three years of increasingly responsible experience in customer service, credit operations, or

utility billing; including one year providing technical and functional supervision over
assigned personnel.

Training: :
Equivalent to the completion of the twelfth grade supplemented by college course work in
accounting, computer science or a related field.

LICENSE AND CERTIFICATE:

1. Possession of, or ability to obtain, a valid California Driver’s License.
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PALMDALE WATER DISTRICT

' FIELD SERVICE SUPERVISOR
FLSA Status: Exempt
DEFINITION
To plan, organize, direct and supervise water meter reading and related field service
operations within the Customer Service division of the Administrative Services
Department; and to perform a variety of technical tasks relative to assigned area of
responsibility. :

SUPERVISION RECEIVED AND EXERCISED

Receives general direction from the Customer Service Supervisor.
Exercises direct supervision over assigned field service staff.

EXAMPLES OF ESSENTIAL DUTIES - Duties may include, but are not limited to, the
following:

Recommend and assist in the implementation of goals and objectives; establish schedules
and methods for water meter reading and field service activities; implement policies and
procedures.

Plan, prioritize, assign, supervise and review the work of staff involved in meter reading
and field service activities.

Evaluate operations and activities of assigned responsibilities; recommend improvements
and modifications; prepare various reports on operations and activities.

Participate in budget preparation and administration; prepare cost estimates for budget
recommendations; submit justifications for materials, equipment, supplies, and services;
monitor and control expenditure.

Participate in the selection of staff: provide or coordinate staff training; work with
employees to correct deficiencies; implement discipline procedures.

Coordinate with contractors regarding testing and repair of compound meters; ensure
timely action to avoid loss of water service.

Oversee change-out program of meter and radio read units; ensure proper maintenance of
equipment/system and conduct related field visits on a periodic basis.

Resolve water quality, water pressure, or other field complaintsf/issues by direct action
and/or through referral to appropriate District staff.
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Field Service Supervisor
2.

Answer questions and provide information to the public; investigate complaints and
recommend corrective action as necessary to resolve complaints.

Build and maintain positive working relationships with co-workers, other District employees
and the public using principles of good customer service.

Perform related duties as assigned.

MINIMUM QUALIFICATIONS

- Knowledge of:

Principles and practices of water utility reading and consumption recording.

Equipment, tools and materials used in water utility reading and consumption
recording. '

Principles and practices of supervision, training and performance evaluations.
Principles and practices of budget monitoring.
Principles and practices of safety management.

Pertinent local, State and Federal laws, ordinances and rules.

Ability to:

Organize, implement and direct water meter reading and related field customer
service operations/activities.

On a continuous basis, know and understand all aspects of the job; intermittently
analyze work papers, reports and special projects; identify and interpret technical
and numerical information; observe and problem solve operational and technical
policy and procedures.

On a continuous basis, sit at desk for long periods of time; intermittently walk or
stand in the field and sit while driving a vehicle; twist to reach equipment
surrounding desk; perform simple grasping and fine manipulation; use telephone,
write or use a keyboard to communicate through written means; and lift or carry
weight up to 50 pounds.

Interpret and explain pertinent water meter reading/recording and related District
and department policies and procedures.

Assist in the development and monitoring of an assigned program budget.

12/16/09




Field Service Supervisor

-3-

Develop and recommend policies and procedures related to assigned operations.
Supervise, train and evaluate assigned staff.

Work outdoors in a variety of weather conditions; be available for call back.
Communicate clearly and concisely, both orally and in writing.

Establish and maintain effective working relatlonshlps with those contacted in the
course of work.

Experience and Training

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

Experience:
Three years of increasingly. responsible expenence in water meter reading

and consumption reporting/minor repalr of meters; including one year
providing technical and functional supervision over assigned personnel.

Training:
Equivalent to the completion of the twelfth grade supplemented by college
course work in water utility systems, methods, and procedures or a related
field.

License and Cetrtificate

Possession of, or ability to obtain, a valid California Driver’s License.

Possession of a Distribution Operator Grade 2 Certificate as issued by the State of
California Department of Public Health.

Possession of a Distribution Operator Grade 3 Certificate as issued by the State of
California Department of Public Health is desired.

Approved: 12/16/2009
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. . Class Code:
Water Conservation Supervisor WCS001

PALMDALE WATER DISTRICT
Revislon Date: Mar 16,2011

DESCRIPTION:

Under administrative direction, provides overall management of and responsibility for the
District’s water conservation program, including first line supervision to the Water
Conservation Staff; coordinates, creates, and presents water conservation activities and
programs, including preparing cost/benefit and staffing analyses; develops public
information and outreach programs about water conservation and service issues;
coordinates with other government and water agencies on joint programs; and does special
projects and related work, as required.

SUPERVISION RECEIVED AND EXERCISED

Receives direction from the General Manager and Community and Goverenment Affairs
Coordinator. Supervises Water Conservation Aide I/II and other staff as assigned for the
completion of specific projects. Chairs the District’s Water Awareness Committee.

EXAMPLES OF DUTIES:

1. Plans, develops, coordinates, and implements demand management/water
conservation programs.

2. Supervises assigned staff and all phases of the water conservatxon program,

3. Gathers, analyzes and interprets data and information related to water use.
Evaluates water use by all customers.

4. Plan, develop and coordinate water conservation programs to match Cal/Fed’s
Certification Program. Including difficult to complex reports, manuals, grants,
correspondence and other documents or materials based on data collection and
analysis for presentation to management, outside agencies, customers or the general
public.

5. Pursues grants and financial assistance to augment water management and
conservation programs. May prepare, submit and administer grants designed to
promote water conservation.

6. Explains conservation services and programs to the customers, community groups
and other organizations.

7. Presents and advocates programs to District staff, schools, professional organizations
and community groups, and attends fairs, seminars and demonstrations to
disseminate information regarding water and energy conservation and District
activities,

8. Responds to a variety of inquiries relating to conservation matters, and handles the
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most difficult customer problems, complaints or inquiries related to conservation
related issues. _

9. Responds to questions from local media, staff, and other information requests about
District conservation functions, services, and activities.

10. Develops and implements customer outreach and promotional campaigns for
conservation programs, including press releases, direct mail, print advertisements,
radio/television, internet, etc.

11. Plans, writes, edits, and either designs or works with a graphic designer to create
informational pamphlets and brochures describing District functions and programs,
including water quality and conservation.

12. Participates in updating the District’'s Urban Water Management Plan in accordance
with State law and District policy; and plays a key role in reducing demand in the
event of a declared water supply emergency.

13. Develops recommendations and manages the conservation budget.

14, Evaluates new water conservation technology with respect to reducing District
demand and prepares recommendations for associated programs.

15, Prepares technical and administrative reports for assigned special projects. Provides
technical support, advice and recommendations to public and private groups as
requested by the General Manager.

16. Collaborates and coordinates with other government and water agencies on joint
projects.

17. Conducts research and prepares reports and correspondence as requested by the
General Manager.

18. Evaluates employee’s job performances and makes recommendations for job
performance improvement; takes disciplinary action as needed; recommends
employees for salary advancement.

19. Approves time cards, overtime, vacation, training requests, requisitions; periodically
reviews position descriptions for accuracy and completeness.

20. Monitors employee certification, training, and safety programs.

21. Participates in energy management projects and procedures.

22. Manages and/or participates in various special projects as assigned.

23. Assists other District personnel in all phases of activities and operations as needed,
including after-hours, on-call and other unusual times.

TYPICAL QUALIFICATIONS:

KNOWLEDGE OF:

1. Pertinent Federal, State and local laws, codes and regulations.

2. Safety practices and regulations.

3. Conservation programs, implementation and documentation practlces for review by
the CalFed certification program.

4. Methods of preparing preventive maintenance programs and logs.

5. Landscape and irrigation design, layout, and installation.

6. Irrigation and water conservation auditing.

7. Budget development and management.

8. Supervisory principles and practices including planning, assigning and reviewing work,
performance appraisals and employee counseling and training.

ABILITY TO:
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1. Read and interpret documents such as instructional materlal course outlmes and

procedural manuals,

Write routine reports and correspondence.

Speak effectively before groups of customers, children, employees or organizations.

Use the personal computer to create documents and spreadsheets and review

multimedia information and applications related to water conservation and

environmental education,

5. Carry out detailed instructions furnished in written, oral or diagram form.

6. Deal with complex challenges involving personal interactions between groups from
diverse political, social, educational, and ethic backgrounds,

7. Work with a variety of age groups, including young children.

8. Communicate and effectively interact with a wide variety of individuals and groups

. from diverse political, social, educational, and ethnic backgrounds.

9. Establish and maintain effective working relationships with those contacted in the
course of work including District staff and the general public

PN

EDUCATION AND EXPERIENCE

1. BA degree or equivalent from an accredited college or unlversity in business
management or'similar area.

2. (4) Four years of increasingly responsible experience performing water education
programs, public relations, community events and outreach.

LICENSES

1. Possession of, or ability to obtain, a valid California driver’s license. Must have a
driving record acceptable to the District.

2. Water Conservation Certification II or ability to obtain w1thm (2) two years. Water
Conservation Certification III is desirable.

3. Irrigation Auditor certification.
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Class Code:
Human Resources Manager HRMOO1

PALMDALE WATER DISTRICT
Revision Date: Mar 16, 2011

DESCRIPTION:

Under administrative direction, responsible for planning, directing, developing,
implementing, and coordinating policies and programs covering the following: recruitment
and selection, classification and compensation, employee benefits administration, new
employee orientation, timesheet and payroll processing, and health benefits administration,

SUPERVISION RECEIVED AND EXERCISED

Receives direction from the Assistant General Manager. Works with the Finance and
Services Manager to accurately process payroll.

EXAMPLES OF DUTIES:

1. Develops and maintains District human resources policies and procedures.

2. Handles details of new employee induction into workforce; conducts orientation
including explanation of benefits. Explains additional benefits at the end of the
probationary period.

3. Sets up files on all new personnel, and assigns employee number. Records changes
on all employee status as necessary (e.g., change of address, departmental transfers,
rate increases, terminations, etc.).

4. Coordinates and participates with management in exit interviewing and termination
proceedings involving individuals.

5. Conducts research into personnel programs, policies and activities, and recommends
changes or innovations when desirable.

6. Assures that District employment, safety, labor relations, personnel, and equal
opportunity policies and practices comply with the applicable provisions of federal and
state labor laws, including the maintenance of necessary files, etc,

7. Oversees the administration of the performance appraisal/evaluation system of the
District and ensures understanding and compliance with that system.,

8. Participates in the development and implementation of goals, objectives, policies, and
priorities for human resource programs,

9. Directs recruitment and placement to include preparing employment opportunities,
placing advertisements, reviewing and screening applications, selecting candidates for
testing and interviewing, participating in and directing interviews according to
established guidelines, and conducting background checks.

10. Prepares and processes personnel action documents, including those related to hiring,
promotions, salary adjustments, and disciplinary matters; reviews and monitors all
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personnel actions to ensure compliance with rules and regulations,

11. Provides staff assistance in employee relations and employee disciplinary procedures;
counsels’ department managers and employees on effective employee relation
practices. ‘

12. Administers the benefit programs; research alternatives; explains programs to
employees and answers questions, and; acts as the liaison between insurance carriers
and the District.

13. Maintains the District job descriptions, conducts job audlts, prepares revisuons, and
updates job descriptions as needed.

14, Meets with management staff and committees regarding human resource problems.

15. Administers the District’s compensation program and ensures that increases and
adjustments are timely and that the District’s programs remain competitive with the
market.

16. Conducts COBRA administration as required.

17. Develops, recommends, and implements personnel policies and procedures; prepares
and maintains Employee Handbook on policies and procedures.

18. Answers a variety of questions concerning leave balances, payroll discrepancies, and
net payments for District staff.

19. Conducts special studies and investigations as required.

20. Promotes and maintains good employee and community relations.

ADDITIONAL RESPONSIBILITIES

1. Responsible for distribution, completion and submission of Form 700 Disclosure
statements for Directors and District staff.
2. Assists other District personnel in all phases of activities and operations as needed.

TYPICAL QUALIFICATIONS:

KNOWLEDGE OF:

1. Principals, practices and methods of personnel administration, including, methods and
techniques used in employee relations, recruitment and selection, classification,
training, compensation and benefits administration,

District policies, rules, regulations, and procedures.

Enforce applicable Federal and State laws, codes, and regulations.

Modern office procedures, methods and equipment.

Record keeping methods and procedures.

uhwnN

ABILITY TO:

. Interpret and apply applicable policies, procedures, laws, and regulations.

Plan, organize, manage, and develop the District personnel and benefit system,

Develop and implement personnel policies and systems and successfully apply them

to District context.

4. Prepare and monitor budgets.

5. Analyze problems, identify alternatives, prepare special reports, recommend courses
of action, and implement recommendations as directed. Provide guidance to
management on all matters relating to Human Resources.

6. Prepare and maintain accurate and complete confidential records and reports. Handle

Wi
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confidential matters with professional discretion.

7. Deal constructively with conflict. Use established methods of dealing with
interpersonal issues among staff and assist Sr. Management staff in the District with
such conflicts.

8. Use computer systems and software packages related to personnel and benefits
administration.

9. Establish and maintain effective working relationships with those contacted in the
course of work including District staff and the general public.

EDUCATION AND EXPERIENCE:

1. High School Diploma. ~

2. B.A. Degree or equivalent from an accredited college or umversxty with major course
work in personnel management, business, or public administration. A Masters Degree
in one of the disciplines is highly desirable,

3. 3 - 5 years increasingly responsible professional experience in Human Resources in
the areas of employee services, benefits, and labor relations. Successful expertence
with Public Agencnes in California is highly desirable.

LICENSE:

1. Possession of, or ability to obtain, a valid California driver’s license, Must have a
driving record acceptable to the District.

SUPPLEMENTAL INFORMATION: |
PHYSICAL REQUIREMENTS AND WORKING CONDITIONS:

1. Communicate clearly and concisely, both orally, and in writing.

2. Hear normal conversation in person and/or on the telephone.

3. Vision must be sufficient to accomplish the duties of the position which may lnclude
operating a District vehicle,

4, Walk sufficiently to accomplish duties of the position.

5. Sit for prolonged periods of time,

6. Manual dexterity must be sufficient to accomplish the dutxes of the position.

7. Lift and carry 25 pounds.

8. Push and pull 25 pounds.
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Class Code:

Information Technology Manager ITMOO1

PALMDALE WATER DISTRICT
Revision Date: Mar 16, 2011

DESCRIPTION:

To plan, organize, and direct the activities of personnel and contractors engaged in
professional and technical support of District-wide computer systems and data networks,
including hardware and software maintenance and development including the District’s
Geographic Information System (GIS). Serves as primary advisor to District management in
setting the strategic dnrectmn of technology for the District; and performs related duties as
assigned.

SUPERVISION RECEIVED AND EXERCISED

Receives administrative direction from the General ManagerfCEO and Assistant General
Manager/COO,
Exercises direct supervision over assigned supervisory and technical staff,

EXAMPLES OF DUTIES:

Duties méy include, but are not limited to, the following:

1. Assumes management responsibility for assigned services and activities of the
Information Technology Department.

2. Manages and participates in the development and implementation of goals,
objectives, and priorities for assigned programs; recommends and administers
policies and procedures,

3. Monitors and evaluates the efficiency and effectiveness of service delivery methods
and procedures; recommends, within departmental policy, appropriate service and
staffing levels.

4. Plans, directs, coordinates, and reviews the work plan for assigned staff; assigns work
activities, projects, and programs; reviews and evaluates work products, methods,
and procedures; meets with staff to identify and resolve problems.

5. Plans and manages the District’s centralized automated systems and related services,
including personnel and equipment; provides strategic development and use of
information technologies; oversees design and implementation of new systems;
coordinates District-wide acquisition of software and hardware including development
and implementation of a long-range funding plan for maintenance and replacement of
hardware; manages operations and customer support functions for software
applications, telecommunications systems, and network systems and services.

6. Oversees and participates in the development and administration of the Information
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Technology Department’s annual budget; participates in the forecast of funds needed
for staffing, equipment, materials, and supplies; momtors and approves expenditures;
and implements adjustments,

7. Oversees the operations of computer, network and telecommunication systems,
ensuring adequate security, performance, and reliability. Establishes District-wide
standards for hardware, software and local and wide area networks, Evaluates
software for computer, network and telecommunication systems and makes
recommendations to ensure compatibility and effectiveness.

8. Provides GIS application support. Manages selection, evaluatlon and implementation
of new GIS applications.

9. Reviews departments’ requests for hardware and software and makes
recommendations, as appropriate, on alternative system or service options,

10. Assists with integrating other technologies, including SCADA, with the District’s
network and computer systems; assumes responsibility for the integration of the
District network with remote sites.

11, Serves as the liaison for the Information Technology Department to other
departments and outside agencies; negotiates and resolves sensitive and
controversial issues.

12. Provides responsible staff assistance to the General Manager/CEO and Assistant
General Manager/CQOQ; conducts a variety of organizational studies, investigations,
and operational studies; recommends modifications to information technology
programs, policies and procedures as appropriate.

TYPICAL QUALIFICATIONS:

KNOWLEDGE OF:

1. Operational characteristics, services, and activities of an information technology
program,

2, Advanced principles and practices of information management including computer,
network, and telecommunication systems and services.

3. Advanced software such as ArcGis 9.2, AutoCad 2000, and Win2data.

4. Principles, methods and techniques of systems and procedures analysis, design, and
maintenance. .

5. Operational characteristics of multiple operating systems, platforms, and
environments, ‘

6. Functions, capabilities and limitations of hardware and software.

7. Through knowledge of Microsoft operating systems, UNIX operating systems,
networks including switches, routers, firewalls, network security, and network
monitoring.

8. Concepts, principles, practices, and operational characteristics of emerging
technologies in information technology.

9. Principles and practices of program development and admmlstratlon

10. Principles and practices of budget preparation and administration.

11. Principles of supervision, training, and performance evaluation.

12. Pertinent federal, state, and local laws, codes, and regulations

13. Principles and procedures of record keeping.

14. Principles of business letter writing and report preparation.

15. Office procedures, methods, and equipment including computers and applicable
software applications such as word processing, spreadsheets, and databases.

3/21/2012
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ABILITY TO:

1. Oversee and participate in the management of a comprehensive information
technology program.

2. Oversee, direct, and coordinate the work of lower level staff. Select, train, and
evaluate staff.

3. Oversee and participate in the development and administration of departmental goals,
objectives and procedures.

4, Research, analyze, and evaluate new service delivery methods and techniques,

5. Research and evaluate new technology in assigned area of responsibility.

6. Plan, organize, and manage systems, applications, and network projects and
programs.

7. Preserve a high level of confidentiality of information encountered as part of work.

8. Analyze problems, identify alternative solutions, project consequences of proposed
actions and implement recommendations in support of goals.

9. Evaluate new client business requirements to determine information technology
solutions.

10. Understand the organization and operation of the District and of outside agenaes as
necessary to assume assigned responsibilities.

11. Understand, interpret, and apply general and specific administrative and
departmental policies and procedures as well as applicable federal, state, and local
policies, laws, and regulations.

12. Communicate clearly and concisely, both orally and in writing.

13. Establish and maintain effective working relationships with those contacted in the
course of work.

EXPERIENCE AND TRAINING:

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

Experience:

1. Seven years of increasingly responsible information technology experience including
four years of administrative and supervisory responsibility.

2. The ability to understand the principles and practices of network systems, and
knowledge of commonly used business software.

Training:

1. Bachelor's degree from an accredited college or university with major course work in
computer science, information systems, information technology or a related field.

Computer Skills:

1. To perform this job successfully, an individual should have knowledge of Microsoft
Server tools such as Active Directory (dhcp, dns, Domain Controllers, etc.), Microsoft
Exchange and software such as Accounting software, Contact Management systems,
Customer Service Information systems, Human Resource, Payroll and Project
Management systems, as well as other tools such as Microsoft Office software
(WORD, Excel, Power Point, and Access).
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License Requirement:

Possession of, or ability to obtain, a valid California Driver’s License..
Possession of MCSE - Microsoft Certificate.

Possession of Microsoft SQL 2000 or higher Certificate.

Possession of certification as a Microsoft Certified Professional.

bl ol e

SUPPLEMENTAL INFORMATION:

PHYSICAL REQUIREMENTS AND WORKING CONDITIONS:

1. Communicate clearly and concisely, both orally, and in writing,

2. Hears normal conversation in person and/or on the telephone.

3. Vision must be sufficient to accomplish the duties of the position, which may include
operating a District vehicle. '
Sit for prolonged periods of time,

Manual dexterity must be sufficient to accomplish the dutles of the posntlon

Push, pull, lift, and carry 50 pounds.

auk
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AGENDA ITEM NO. 4.8

D. The Progressive Discipline Process

The progressive discipline process may take the form of an informal
discussion. If the problem persists, a written corrective may then be issued
confirming you have been made aware of any problem, that an interview has
taken place and that you understand what must take place for satisfactory
resolution. A second written corrective may also be issued, with termination
a possible final consequence.

As indicated in the Work Guidelines section of this handbook, certain
instances of gross misconduct could lead to immediate termination.

E. Employee Grievances or Concerns

The District encourages those of you who may be experiencing work
performance problems, employee-supervisory concerns, peer disturbances
or other concerns to bring them to the attention of your supervisor, manager
and/or to the Human Resources Manager.

The District defines a grievance as an expressed dissatisfaction by
employees pertaining to conditions of their employment. Complaints may
include such things as discipline, transfer, job posting, harassment, unfair
assignment, overtime, vacation or holiday time, a personal request that has
been denied, etc.

Step 1: Discuss your complaint with your immediate supervisor as soon as
possible. If you are not satisfied with the response in five days, take your
complaint to Step 2.

Step 2: Submit your complaint in writing to the department manager within
- five days after completion of Step 1. If the complaint is not mutually resolved,
go to Step 3. :

Step 3: Submit your written complaint to Human Resources. Human
Resources will schedule a meeting with the supervisor and department
manager. The facts of the complaint will be examined thoroughly and
confidentially. The employee will be informed of the decision within ten
working days after that meeting.

If the employee disagrees with the decision made at Step 3, an appeal to the
General Manager can be filed within five working days after the meeting
referenced in Step 3. When the employee makes a formal appear, the
Human Resources Manager will talk with the employee about the areas of
concern, documenting the discussion in an appeal statement that can be
viewed by the employee and signed. Human Resources and the General
Manager will have 15 days in which to review the matter, make a final
determination concerning the appeal, and communicate the decision to the
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employee. The decision rendered by the Human Resources Manager and
General Manager shall be considered final.

Nothing in this Section D shall in any way abrogate or alter a District
employee’s status as an “at will” employee of the District, who is subject to
dismissal from employment at any time for any reason, or for no reason.

F. Alcohol-Drug Free Workplace

Substance Abuse Policy.

1) General Policy; Purpose. It is the policy of the District to create a drug
free work place in keeping with the spirit and intent of the Drug Free Work
Place Act of 1988. The use of alcohol and/or controlled substances in the
work place is inconsistent with the behavior expected of District
employees and subjects all employees, residents and visitors to
unacceptable safety risks, undermining the District's ability to operate
effectively and efficiently. In this connection, the unlawful manufacture,
distribution, dispensation, possession, sale or use of prohibited
substances, as defined in subdivision 3, below, in the workplace or while
engaged in the District’s business away from the District’'s premises is
strictly prohibited. Such conduct is also prohibited during non-working time
to the extent that, in the District’s opinion, it impairs an employee’s ability
to perform his or her on-the-job duties or threatens the District’s reputation
or integrity. '

The District has established this Substance Abuse Policy to provide the
greatest degree of protection possible to the public and to District
employees. The purpose of this policy is to ensure worker fitness for duty
and protect our employees and the public from risks posed by the use of
alcohol and controlled substances, to ensure the safe and efficient
performance of employee duties, to reduce absenteeism and tardiness, to
promote productivity, and to cooperate with the rehabilitation of those
employees who seek such help. The District recognizes that drug, alcohol
and other controlled substance abuse of employees in the work place is a
serious and growing problem of nation-wide proportions. The District is
taking this opportunity to reaffirm its commitment to a drug and alcohol
free work place. Employees convicted of controlled substance-related
violations in the workplace, including pleas of nolo contendere (i.e., no
contest) must inform the District within five (5) days of such conviction or
plea. Employees who violate any aspect of this policy may be subject to -
disciplinary action, up to and including dismissal. At its discretion, the
District may require employees who violate this policy to successfully
complete a drug abuse assistance or rehabilitation program as a condition
of continued employment.

2) Applicability. As a condition of employment, all employees are required to
comply with all applicable personnel policies and rules.
T S T oo
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