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November 6, 2019 

AGENDA FOR A MEETING  
OF THE PERSONNEL COMMITTEE  

OF THE PALMDALE WATER DISTRICT 
Committee Members: Gloria Dizmang-Chair, Kathy Mac Laren 

to be held at the District’s office at 2029 East Avenue Q, Palmdale 

THURSDAY, NOVEMBER 14, 2019 

 4:30 p.m. 

NOTE: To comply with the Americans with Disabilities Act, to participate in any 
Board meeting please contact Dawn Deans at 661-947-4111 x1003 at least 48 
hours prior to a Board meeting to inform us of your needs and to determine if 
accommodation is feasible. 

Agenda item materials, as well as materials related to agenda items submitted 
after distribution of the agenda packets, are available for public review at the 
District’s office located at 2029 East Avenue Q, Palmdale (Government Code 
Section 54957.5). Please call Dawn Deans at 661-947-4111 x1003 for public 
review of materials. 

PUBLIC COMMENT GUIDELINES:  The prescribed time limit per speaker 
is three-minutes.  Please refrain from public displays or outbursts such as 
unsolicited applause, comments, or cheering.  Any disruptive activities that 
substantially interfere with the ability of the District to carry out its meeting 
will not be permitted, and offenders will be requested to leave the meeting. 
(PWD Rules and Regulations, Appendix DD, Sec. IV.A.) 

Each item on the agenda shall be deemed to include any appropriate motion, 
resolution, or ordinance to take action on any item. 

1) Roll call.

2) Adoption of agenda.

3) Public comments for non-agenda items.

4) Action Items: (The public shall have an opportunity to comment on any
action item as each item is considered by the Committee prior to action being taken.) 
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4.1) Consideration and possible action on approval of minutes of meeting held 
September 19, 2019. 

4.2) Consideration and possible action on revision to the Organizational Structure 
Chart to add one Operations Technician I/II position. (Budgeted – 2020 – 
Facilities Manager Bligh) 

 4.3) Consideration and possible action on revisions to the Organizational Structure 
Chart regarding the Engineering Department. (No Budget Impact – 
Engineering/Grant Manager Rogers) 

 4.4) Consideration and possible action on updates and revisions to the Employee 
Handbook. (No Budget Impact – Human Resources Director Emery) 

4.5) Consideration and possible action on updating Community Workforce 
Agreement. (Organizational Excellence Committee Goal) 

5) Information items.

5.1) Other.

6) Board members’ requests for future agenda items.

7) Date of next Committee meeting.

8) Adjournment.

DENNIS D. LaMOREAUX,  
General Manager 

DDL/dd 



P A L M D A L E   W A T E R   D I S T R I C T

B O A R D   M E M O R A N D U M    

DATE: November 5, 2019 November 14, 2019 

TO: PERSONNEL COMMITTEE     Committee Meeting 

FROM: Chris Bligh, Facilities Manager 

VIA: Mr. Adam Ly, Assistant General Manager 
Mr. Dennis D. LaMoreaux, General Manager 

RE: AGENDA ITEM NO. 4.2 – CONSIDERATION AND POSSIBLE ACTION 
ON REVISION TO THE ORGANIZATIONAL STRUCTURE CHART TO 
ADD ONE OPERATIONS TECHNICIAN I/II POSITION. (BUDGETED 
(2020) – FACILITIES MANAGER BLIGH) 

Recommendation: 
Staff recommends that the Committee approve the revision to the Organizational 
Structure Chart to add one Operations Technician I/II position. 

Alternative Options: 
The alternative is to not approve the position. 

Impact of Taking No Action: 
No additional position would be added. 

Background: 
The Facilities Department has been responsible for operations and maintenance of wells, 
boosters and reservoirs. The Department has been the source of recent promotions to fill 
retirement in the District. In addition, the District is planning an aggressive Capital 
Improvement Program that includes numerous well and booster rehabs, building repairs 
and facility upgrades. Staff conducted a needs assessment of the group, and their 
responsibilities warrant an extra staff member. Attached is the explanation of tasks and 
responsibility of the group.  

Strategic Plan Initiative/Mission Statement: 
This work is part of Strategic Plan Initiative No. 2 – Organizational Excellence. 
This item directly relates to the District’s Mission Statement. 

Budget: 
The addition of this position will be included in the 2020 Budget. Through the succession 
planning process, this position will have net-zero impact to the budget. 

Supporting Documents: 
 Revised Organizational Structure Chart
 Job description for Operations Technician I/II position
 Operations Technician Annual Hours spreadsheet

AGENDA ITEM NO. 4.2



M.W. 5/13/19
PALMDALE WATER DISTRICT ORGANIZATIONAL STRUCTURE

ROBERT E. ALVARADO
DIVISION 1

BOARD OF DIRECTORS

DON WILSON
DIVISION 2

GLORIA DIZMANG
DIVISION 3

KATHY MAC LAREN
DIVISION 4

VINCENT DINO
DIVISION 5

ENGINEERING 
TECHNICIAN I/II (2)

G.I.S. 
COORDINATOR

CROSS CONNECTION 
CONTROL SPECIALIST

WATER QUALITY/
REGULATORY AFFAIRS 

SUPERVISOR

LAB ANALYST I/II

LAB ANALYST I/II

LAB ANALYST I/II

ENGINEERING / GRANT MANAGER

HUMAN RESOURCES
DIRECTOR

RESOURCE & 
ANALYTICS DIRECTOR

FACILITIES MANAGEROPERATIONS MANAGER

PROJECT MANAGER

CUST. CARE REP. I/II

CUST. CARE REP. I/II

CUST. CARE REP. I/II

CUST. CARE REP. I/II

CUST. CARE REP. I/II

CUST. CARE REP. I/II

CUSTOMERACCOUNT
TECHNICIAN

PUBLIC AFFAIRS 
SPECIALIST

ACCOUNTING 
SUPERVISOR

EXECUTIVE 
ASSISTANT

CUSTOMER FINANCE
SUPERVISOR

SENIOR 
CUSTOMER
CARE REP.

MANAGEMENT 
ANALYST

ASSISTANT GENERAL 
MANAGER / COO

FINANCE MANAGER / CFO

MANAGEMENT 
ANALYSTINFORMATION TECHNOLOGY MANAGER

ENGINEERING 
ANALYST

PURCHASING 
TECHNICIAN

PURCHASING 
TECHNICIAN

FINANCIAL ADVISOR

SERVICE WORKER
III - LEAD

SERVICE WORKER
III - LEAD

PLANT OPERATOR I/II

PLANT OPERATOR I/II

PLANT OPERATOR I/II

PLANT OPERATOR I/II

PLANT OPERATOR I/II

ACCOUNTS PAYABLE
SPECIALIST

PUBLIC AFFAIRS DIRECTOR

ELECTRONIC 
TECHNICIAN I/II

ELECTRONIC 
TECHNICIAN I/II

ELECTRICIAN I/II

FIELD CUSTOMER
CARE REP. I/II

FIELD CUSTOMER
CARE REP. I/II

FIELD CUSTOMER
CARE REP. I/II

FIELD CUSTOMER
CARE REP. I/II

OPERATIONS 
TECH. I/II

OPERATIONS 
TECH. I/II

OPERATIONS 
TECH. I/II

OPERATIONS 
TECH. I/II

SERVICE WORKER I/II

SERVICE WORKER I/II

SERVICE WORKER I/II

SERVICE WORKER I/II

SERVICE WORKER I/II

SERVICE WORKER I/II

SERVICE WORKER I/II

SERVICE WORKER I/II

SERVICE WORKER I/II

IT - NETWORKADMINISTRATOR

MANAGEMENT 
ANALYST

CONSTRUCTION 
INSPECTOR I/II

CONSTRUCTION 
INSPECTOR I/II

CONSTRUCTION 
INSPECTOR I/II

ENGINEERING DESIGN
TECHNICIAN I/II

PLANT OPERATOR III -
LEAD

AUDITORATTORNEY

GENERAL MANAGER / CEO

VOTERS

RESOURCE & ANALYTICS 
SUPERVISOR

ASSOCIATE/ 
ASSISTANT/ JUNIOR 

ENGINEER

SENIOR FIELD 
CUSTOMER
CARE REP.

CUSTOMER CARE
SUPERVISOR

CONSTRUCTION 
SUPERVISOR

OPERATIONS 
TECH. I/II

OP. TECH. III
FLEET LEAD

ELECTRICAL/ 
INSTRUMENTATION 

TECH. III LEAD

MAINTENANCE 
WORKER I

WATER USE EFFICIENCY 
SPECIALIST I/II

IT SPECIALIST

SAFETY AND TRAINING 
TECHNICIAN

PROPOSED NOV. 14, 2019

FULL-TIME FUNDED POSITIONS : 86

LEGEND
ASSUMES THE ROLE OF 
GENERAL MANAGER IN
HIS/HER ABSENCE*

INTERN FUNDED POSITIONS: 0

TOTAL POSITIONS: 88

CONCEPTUAL FUTURE POSITIONS: 1

CUSTOMERACCOUNT
TECHNICIAN

OPERATIONS 
TECH. I/II

PAYROLL SPECIALIST WATER USE EFFICIENCY 
SPECIALIST I/II

MAINTENANCE 
SUPERVISOR

*

OPERATIONS 
TECH. I/II

PROPOSED POSITON 1



  1/1/16 

PALMDALE WATER DISTRICT 
 
 

OPERATIONS TECHNICIAN 1 
OPERATIONS TECHNICIAN 2 

OPERATIONS TECHNICIAN 3 (LEAD MECHANICAL AND FLEET) 
 
FLSA Status: Non-Exempt 
 
DEFINITION 
Individuals within the Operations Technician series can expect to perform semi-skilled 
and skilled duties related to the construction, repair, maintenance and operations of 
District water facilities, equipment and fleet.  
 
The performance of this team is essential to providing quick and efficient response to 
ensure reliability in water delivery and therefore must be available for call back. District 
employees are expected to work overtime, weekends, evenings and holidays as 
required to accommodate the District needs, in addition to responding as a Disaster 
Services Emergency Worker. 
 
Mechanical Team: 
 
The Mechanical Team has primary responsibility for the installation, maintenance, and 
repair of wells, boosters, tanks, generators/engines, buildings and grounds, control 
valves, HVAC, PRV’s, and Hypo-generation. Level III staff will be responsible for on call 
pump runs on weekends and holidays. Primary responsibility for maintenance, repair, 
operation, construction and inspection tasks in connection with operating and 
maintaining facilities and equipment associated with the District’s Treatment Plant, Little 
Rock Dam, and Lake Palmdale. 
 
 
Fleet Team: 
 
The Fleet Team has primary responsibility for the maintenance and repair of the fleet, 
heavy equipment, small equipment, mobile generators, and fabrication. 
 
 
DISTINGUISHING CHARACTERISTICS 
 
Operations Technician 1 - This is the entry level class in the Operations Technician series.  
Positions in this class typically have little or no directly related work experience and work 
under immediate supervision while learning job tasks.  The Operations Technician 1 class 
is distinguished from the 2 level by the performance of less than the full range of duties 
assigned to the 2 level.  Incumbents work under immediate supervision while learning job 
tasks, progressing to general supervision as procedures and processes of assigned area 
of responsibility are learned. 
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Operations Technician 2 - This is the journey level class in the Operation Technician 
series and is distinguished from the 1 level by the assignment of the full range of duties. 
Employees at this level receive only occasional instruction or assistance as new, unusual 
or unique situations arise and are fully aware of the operating procedures and policies 
within the work unit.  Positions in this class are flexibly staffed and are normally filled by 
advancement from the 1 level. 

Operations Technician 3 – This is the advanced journey level class in the Operation 
Technician series and is distinguished from the 2 level by the assignment of task 
coordination responsibilities in addition to the duties of levels 1 and 2. Employees at this 
level receive only occasional instruction or assistance as new, unusual or unique situations 
arise and are responsible for timelines, efficient workflow and the implementation of 
operating procedures and policies within the work unit. Must assess and prioritize all work 
within their respective units.  

SUPERVISION RECEIVED AND EXERCISED 

Operations Technician 1 

Mechanical Team: 

Receives immediate task supervision from the Operations Technician 3; may receive 
technical and functional supervision from an Operations Technician 2, as appropriate. 
Receives general supervision from the Maintenance Supervisor 

Equipment Mechanics Team: 

Receives immediate task supervision from the Operations Technician 3; may receive 
technical and functional supervision from an Operations Technician 2, as appropriate. 
Receives general supervision from the Maintenance Supervisor. 

Operations Technician 2 

Mechanical Team: 

Receives immediate task supervision from the Operation Technician 3. Receives general 
supervision from the Maintenance Supervisor. 

Fleet Team: 

Receives immediate task supervision from the Operations Technician 3. Receives general 
supervision from the Maintenance Supervisor. 
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Operations Technician 3 
 

Mechanical Team: 
 
Receives immediate supervision from the Systems Supervisor.  
 
Fleet Team: 
 
Receives immediate supervision from the Systems Supervisor. 
 
 
EXAMPLES OF ESSENTIAL DUTIES - Duties may include, but are not limited to, the 
following: 
 
The Operations Technicians are responsible for ensuring Title 17, 22, and AWWA 
standards are upheld. 
 
Perform preventive maintenance and priority repair on a variety of treatment/distribution 
mechanical equipment. 
 
Inspect and monitor well sites, reservoirs, and tanks; check pumps/pump structures and 
motor operations, and make adjustments/repairs as needed; check well levels and 
measure tank and reservoir levels, including collection of water production and related 
data. 
 
Inspect, service, and maintain oil and air filters, magnetic starters, fuses, circuit breakers, 
probes, circuits, time delays, coils, switches, bearings, mechanical packing’s, seals, oil 
lines, drippers, and gages. 
 
Perform a variety of preventive maintenance on pump engines, gas engines, generators 
and equipment; perform maintenance and repair related to a variety of water 
distribution/treatment facilities and systems, and pump buildings. 
 
Transport and install temporary generators as needed due to electrical power outages; 
shut down wells as necessary according to District procedures. 
 
Keep and maintain computerized and written work-related records. 
 
Inspect, repair, maintain, and test various pumps, motors, and engines used in water 
treatment processes and distribution systems; remove such equipment as needed from 
site; re-install and follow procedures for disinfection/safety to the District’s water supply. 
Assists in servicing, maintaining, troubleshooting, and repairing varied and complex plant 
equipment and structures. 
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Plan and/or perform rigging and crane operations for moving and/or placing heavy 
machinery or equipment. Operate a variety of construction equipment, compressors, hand 
and power tools in a safe and effective manner. 
 
Coordinate with distribution and treatment plant staff regarding maintenance/repair to 
wells, booster stations, or treatment plant operations to ensure limited 
interruption/continued service to customers. 
 
Perform repairs and maintenance to buildings and grounds such as well sites, fences, 
doors and roofs, as necessary; report breaches of security to supervisory and 
management staff. 
 
Perform welding and fabrication work. 
 
Perform building maintenance and grounds work as directed. 
 
Maintain accurate and regular records of work performed with detailed task reports, as-
builds and documentation. 
 
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. 
 
Intermittently, walk, stand, kneel climb, and bend in the field; sit while studying or 
preparing repots and driving in vehicle or operating equipment; preform simple and 
power grasping, pushing, pulling and fine manipulation; intermittently write or use a 
keyboard to communicate; and lift or carry weight up to 50 pounds. 
 
Work outdoors in a variety of weather conditions. 
. 
Mechanical Team Specialized Job Duties: 
 
Primary responsibility for the repair and maintenance of wells, boosters, tanks, 
generators/engines, buildings/grounds, HVAC and control valves. 
 
Maintain and repair pumps and related control systems related to liquid level controls, 
and a variety of automatic, check, globe, gate, and pressure relief valves; check and 
maintain seismic valves. 
 
Conduct periodic inspection and perform maintenance work at reservoirs, including 
checking inlet control valves; conduct inspection and perform repair and maintenance 
on pressure relief stations and altitude valves. 
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Adjust and maintain chlorine feed rates at reservoirs and wells, as needed; maintain 
sodium hypochlorite generators; collect samples for water quality analysis; flush and 
disinfect wells, pumps, and tanks. 
 
Performs preventative and corrective maintenance of plant equipment and facilities. 
 
Inspects, maintains, repairs, and operates aqueduct valves, dams, outlet structure, and 
other lake facilities. 
 
Installs, maintains, and repairs fences, gates, sprinkler systems, sprays, cuts, mulches, 
and burns brush and weeks; removes debris, maintains poisons and pest controls. 
 
Perform a variety of lake management tasks; including but not limited to; application of 
herbicides and algaecides. 
 
Equipment Mechanic Team Specialized Job Duties: 
 
Primary responsibility for the repair and maintenance of vehicles, heavy equipment, small 
equipment, mobile generators and fabrication. 
 
Perform preventive maintenance and priority repair on a variety of automotive and 
construction equipment. 
 
Inspect and diagnose problems with automobiles, light and heavy trucks, construction 
vehicles and other mechanical equipment; determine needed repairs, estimate time, 
materials, and equipment needed to perform the work. 
 
Repair, clean, adjust, and install fuel, ignition, electrical, electronic, steering, suspension, 
cooling, braking, hydraulic, air conditioning, signaling and other systems. 
 
Maintain, adjust, and repair transmission; road test vehicles/construction equipment for 
performance and safety; install, adjust, and balance tires; install, adjust and maintain smog 
devices, headlamps, and brakes to meet State-mandated inspection requirements. 
 
 
MINIMUM QUALIFICATIONS 
 

Operations Technician 1 
 Knowledge of: 
 

 Practices, methods, techniques, and tools/equipment used in the installation, 
service, maintenance, repair and adjustment of mechanical equipment, gas and 
diesel powered equipment, including automobiles, light/heavy trucks, mechanical 
pumps, motors, engines, and construction equipment. 
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Machine shop procedures and practices. 
 
Basic practices relating to buildings and grounds maintenance techniques and 
methods. 
 
Basic computer usage to enter and retrieve data and maintain records.  
 
Safe work practices. 

 
Ability to: 
 
Perform semi-skilled work in the installation, maintenance, and repair of pumps, 
engines, motors, automotive, heavy/light construction vehicles, equipment, and 
related water facilities. 
 
On a continuous basis, know and understand operations, and observe safety rules; 
intermittently analyze problem equipment; identify and locate equipment; interpret 
work orders; remember equipment location; and explain jobs to others. 

 
Intermittently, sit while studying or preparing reports or driving vehicles or 
equipment; bend, squat, climb, kneel and twist when performing installation, 
maintenance or repair activities; perform simple and power grasping, pushing, 
pulling, and fine manipulation; and lift or carry weight up to 50 pounds. 
 
Learn to diagnose and troubleshoot operating problems on pumps, electric motors, 
engines, valves, automatic controls systems, vehicles, and related equipment. 
 
Learn operational characteristics of hydraulic systems and treatment plant 
equipment; learn to use various chemicals and disinfecting agents in the field. 
 
Learn and understand the treatment plant process and characteristics to aid in 
maintenance and repairs. 
 
Learn to use welding equipment to perform repairs and fabricate parts. 
 
Learn to operate a variety of mechanized equipment such as forklifts, backhoes, 
loaders, cranes, and heavy equipment and trailers. 
 
Disassemble and reassemble pumps, motors, and valves. 
 
Use hand and power tools and equipment. 
 
Read and interpret pump charts, reservoir charts, gauges, shop drawings and 
plans; prepare rough sketches as needed. 
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Perform arithmetical calculations to determine chlorine dosages, reservoir volumes, 
well production, and related data. 

 
Keep and maintain records related to work activities, including well sounding, 
production, flows and volume; available capacity of storage tanks and reservoirs, 
and chemical usage. 
 
Learn to use computer applications such as word processing and spreadsheet 
programs to complete required reports related to work activities. 
 
Work outdoors in a variety of weather conditions. 
 
Perform building and grounds maintenance work. 
 
Work assigned shift schedules; be available for after-hours or call back 
emergencies. 
 
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: 
 

Experience: 
 
One year of responsible experience repairing and maintaining pumps, 
motors, and engines.  
 
One year of semi-skilled work in mechanical repair, installation, or 
maintenance of automotive equipment and various pumps, motors, and 
engines. 
 
Training: 
 
Equivalent to the completion of the twelfth grade. 

 
License and Certificate 
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Possession of, or ability to obtain within one year, a valid California Driver’s License 
Class A. 
 
Possession of, or ability to obtain within one year, a Distribution Operator Grade 1 
Certificate as issued by the State Water Resources Control Board.  
 
Possession of a Water Treatment Operator Grade 1 Certificate as issued by the 
State Water Resources Control Board is desired. 
 
 

Operations Technician 2 
 
In addition to the qualifications for the Operations Technician 1: 
 

Knowledge of: 
 
Motors, pumps, compressors, electrical panels, automatic controls, valves, and 
timers used in operating and controlling a water distribution system. 
 
Methods and techniques of troubleshooting and diagnosing mechanical equipment 
problems. 
 
Operational characteristics of hydraulic systems and treatment plant processes. 
 
Ability to: 
 
Independently perform semi-skilled work in the installation, maintenance, and 
repair of pumps, engines, motors, automotive, heavy/light construction vehicles, 
equipment, buildings, grounds, landscaping, and related water facilities. 
 
Operate a variety of mechanized equipment including, but not limited to, 
backhoes, forklifts, cranes, loaders, skid steers, sprayers, and heavy equipment 
and trailers. 
 
Weld and fit water tight pipelines and assemblies. 
 
Keep records and make reports; use a personal computer to enter and retrieve 
data; track work status and communicate electronically. 
 
Communicate clearly and concisely, both orally and in writing. 
 
Exercise resourcefulness in the field and work without immediate supervision. 
 
Fleet Team additional requirements: 
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Weld and fabricate various types of water related tools and framework for fleet 
equipment. 
 
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: 
 
Two years of responsible journey experience performing duties similar to an 
Operations Technician 1 with the Palmdale Water District. 
 
Training: 

 
Equivalent to the completion of the twelfth grade. 
 
Adequate training which ensures the ability to weld and fit water tight 
pipelines and assemblies. 
 
Completed and passed 40 hour beginning/intermediate Arc Welding Course 
 

License and Certificate 
 
Possession of, or ability to obtain, a valid California Driver’s License Class A.   
 
Possession of a Distribution Operator Grade 2 Certificate as issued by the State 
Water Resources Control Board is required. 
 
Possession of a Water Treatment Operator Grade 2 Certificate as issued by the 
State Water Resources Control Board is required. 
 
Possession of a Service Truck Crane 10,000 Lb. Capacity Certification is required. 
 
Fleet Team Additional Certification 
 
Possession of certification from the National Institute for Automotive Service 
Excellence (ASE) is desired. 
 

Operations Technician 3 
 
In addition to the qualifications for the Operations Technician 2: 
 
Knowledge of: 
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Principles and practices of technical and functional supervision and training, including 
safety practices and related record-keeping. 
 
Pertinent water utility industry standards and regulations. 
 
Pertinent consumer information rights related to the California Emergency Planning and 
Community Right-to-Know Act (EPCRA) 
 
Methods, techniques, tools and equipment and materials used in construction, installation, 
maintenance, and repair of components for a water service distribution system. 
 
Computer usage applications such as word processing and spreadsheet programs to 
complete required reports related to work activities. 
 

 
Ability to: 
 
Provide technical and functional supervision over assigned staff; effectively train 
staff. 
 
Perform the most complex duties related to the construction, installation, 
maintenance, and repair of a water service distribution system. 
 
On a continuous basis, know and understand operations and observe safety 
rules; intermittently analyze problem situations and/or equipment; identify and 
interpret technical and numerical information observe and problem solve 
operational and technical policies and procedures; identify and locate site 
locations, interpret work orders, remember equipment locations and explain job 
to others. 
 
Use pipe fitting and welding equipment, including fabrication of parts as 
necessary 
 
Read and understand distribution system maps and related blue prints, drawings, 
and sketches. 
 
Exercise resourcefulness in the field and work without immediate supervision. 
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: 
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Experience: 
 
Two years of responsible journey experience performing duties similar to an 
Operations Technician 2 with the Palmdale Water District. 
 
Training: 

 
Equivalent to the completion of the twelfth grade. 
 
Adequate training which ensures the ability to weld and fit water tight 
pipelines and assemblies. 
 
Completed and passed 40 hour beginning/intermediate Arc Welding Course 
 

License and Certificate 
 
Possession a valid California Driver’s License Class A.   
 
Possession of or ability to obtain within one year, a Distribution Operator Grade 3 
Certificate as issued by the State Water Resources Control Board is required. 
 
Possession of or ability to obtain within one year, a Water Treatment Operator 
Grade 2 Certificate as issued by the State Water Resources Control Board is 
required. 
 
Possession of a Service Truck Crane 10,000 Lb. Capacity Certification is required. 
 
Fleet Team Additional Certification 
 
Possession of certification from the National Institute for Automotive Service 
Excellence (ASE) is desired. 
 

 
 
 
 
 
 
Approved:  
 
I have reviewed this job description with my Supervisor and agree with its contents. 
 
___________________________________                ______________________ 
Employee Signature                                                       Date 
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___________________________________  ______________________ 
Supervisor Signature     Date 
 
 
The specific statements shown in each section of this job description are not intended to 
be all-inclusive.  They represent typical elements and criteria necessary to successfully 
perform the job. 
 



Frequency Tasks Days Hours  Total

2X Weekly Site Inspections1 104 16 1,664

Quarterly PRV's & Altitude Valve Maintenance2 32 24 768

Monthly Seismic Valve Maintenance 3 20 60

Monthly Engine Inspections3 52 3 156

Quarterly Engine Services4 4 80 320

Quarterly Emissions Testing5 6 40 240

Daily Engine Maintenance & Repairs6 208 10 2,080

Weekly Preventative Maintenance7 48 20 960

Weekly Hypo‐generators8 56 20 1,120

Monthly Well Sounding (Aquifer Levels) 208 8 1,664

Remote Site and Facility Re‐habs 16 10 320

WTP Maintenance and Facility Upgrades9 12 10 240

Booster Pump/Motor Assembly Re‐habs 24 10 480

Well Site Re‐habs 12 10 240

Natural Gas Engine Compliance Upgrades 5 10 100

Full Time Employee (currently 4) 832 10 8,320 ANNUAL WORK HRS AVAIL.

Vacation/Sick/FMLA/Holidays 35 40 1,400 1,730 / PER EMP
6,920 EMPLOYEES REQUIRED

1,730 6.4Total Hours available

1 Site inspecton includes weekly calibration of chlorine analyzers, security check, tank levels, leaks and overall site operations.
2Large and small pressure reducing valves and altitude vlaves.
3Engine inspections include running and testing of safety shutdowns.
4Engine service includes changing oil and filters, spark plugs, O2 sensors, checking all fluids, lubricating driveline, and cleaning of site.
5Emissions testing is required for AVAQMD.  Includes testing of natural gas engines.
6Engine maintenance and repairs requires one person full time.
7Preventative maintenance includes remove and replace of complete assemblies, repairs of split‐case horizontal pumps and motors, skid and grout repair. 
8
Hypo‐generator maintenance includes acid washing, troubleshooting cell failures, salt silos, injection quills, and dose pumps.

9WTP brine tank install includes anchors, ladder assembly, and hatch modifications.
10
Booster pump skid assembly re‐hab @ T‐8 & 45th Street.

Operations Technician Annual Hours

ANNUAL HOURS NEEDED

11,212
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P A L M D A L E   W A T E R   D I S T R I C T

B O A R D   M E M O R A N D U M    

DATE: November 5, 2019 November 14, 2019 

TO: PERSONNEL COMMITTEE Committee Meeting 

FROM: Scott Rogers, Engineering/Grant Manager 

VIA: Mr. Adam Ly, Assistant General Manager 
Mr. Dennis D. LaMoreaux, General Manager 

RE: AGENDA ITEM NO. 4.3 – CONSIDERATION AND POSSIBLE ACTION 
ON REVISIONS TO THE ORGANIZATIONAL STRUCTURE CHART 
REGARDING THE ENGINEERING DEPARTMENT. (NO BUDGET 
IMPACT – ENGINEERING/GRANT MANAGER ROGERS) 

Recommendation: 

Staff recommends that the Committee approve the changes to the Organizational Chart 
for the Engineering Department. 

Impact of Taking No Action: 

Palmdale Water District’s Organizational Chart will remain as is. 

Background: 

The Palmdale Water District has gone through a few iterations of structure in our 
Engineering Department. This revision would allow for the Department to have a strong 
succession plan along with a current structure that will accommodate our project heavy 
schedule for 2020-24. We would like to create a two track Engineering Department 
which will support both external communications with outside contractors and an internal 
design function for internal projects. 

Strategic Plan Initiative/Mission Statement: 

This work is part of Strategic Plan Initiative No. 2 – Organizational Excellence  
This item directly relates to the District’s Mission Statement. 

Budget: 

No additional cost to budget. 

Supporting Documents: 

 Projected Organizational Chart

AGENDA ITEM NO. 4.3
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P A L M D A L E   W A T E R   D I S T R I C T

B O A R D   M E M O R A N D U M    

DATE: November 6, 2019 November 14, 2019 

TO: PERSONNEL COMMITTEE Committee Meeting 

FROM: Jennifer Emery, Human Resources Director 

VIA: Mr. Dennis D. LaMoreaux, General Manager 

RE: AGENDA ITEM NO. 4.4 – CONSIDERATION AND POSSIBLE ACTION 
ON REVISIONS TO THE EMPLOYEE HANDBOOK. (NO BUDGET 
IMPACT – HUMAN RESOURCES DIRECTOR EMERY) 

Recommendation: 

Staff recommends that the Committee approve the changes to the Employee Handbook 
for 2020. 

Impact of Taking No Action: 

Palmdale Water District’s Employee Handbook would remain as is. 

Background: 

The Palmdale Water District updates its Employee Handbook every three years. The last 
update was in 2018, which went into effect January of 2019. This year’s revisions will be 
an addendum to the handbook.  The revisions were derived from an Employee Handbook 
Committee where each department was asked to send representatives. 

Strategic Plan Initiative/Mission Statement: 

This work is part of Strategic Plan Initiative No. 2 – Organizational Excellence  

This item directly relates to the District’s Mission Statement. 

Budget: 

No additional cost to budget. 

Supporting Documents: 

 Proposed changes to Handbook
 Proposed Social Media Policy

AGENDA ITEM NO. 4.4
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Changes to Employee Handbook 

Addition to Equal Employment Opportunity, page 8 Section B –
It  is  the continuing policy of Palmdale Water District  to provide equal employment  opportunities  to 
all employees and applicants for employment, and prohibits discrimination and harassment of any type 
without regard to   race, color, religion, age, sex, national origin, disability status, genetics, protected 
veteran status, sexual orientation, gender identity or expression, or any other characteristic protected 
by federal, state or local laws.   

This policy applies to all terms and conditions of employment,  including recruiting, hiring, placement, 
promotion, termination, layoff, recall, transfer, leaves of absence, compensation and training.   

The Palmdale Water District’s employment policy is to conduct an objective process to recruit the most 
qualified  candidate  for  each  position  based  on  assessing  the  skills,  work  experience,  education, 
certificates  and  licenses,  and  interview  performance.  The  focus  of  the  hiring  process  will 
be  assessing  the hard and soft skills necessary to be successful at the essential functions of the job as 
defined in the job description. 

All employee decisions will be based upon policies and practices that  further  the  principles  of  equal 
employment opportunity.  Please see  the District’s Prohibition of Discrimination in section (V) H of this 
handbook.   Every  member  of  management  is  responsible  for  assuring  non‐discrimination  in 
employment  opportunities.  In  addition,  all  staff  members,  regardless  of position,  share  in  the 
responsibility of maintaining a discrimination‐ and harassment‐free work environment. 

Addition to Education Reimbursement, page 41 Section I – If the Educational Reimbursement is for 

college tuition reimbursement in pursuit of a bachelor’s or higher degree, the maximum reimbursement 

is $5,250 per year subject to all other conditions. The employee agrees they will not resign from the 

District for two years following receipt of their degree. 

Change to Education Reimbursement, page 42 Section I – Delete sentence “However, upon a passing 

grade, an employee who obtains job related certifications will receive four (4) hours of straight pay to be 

included on the employees’ next payroll check as incentive pay for passing.” This will be replaced by the 

attached Certification Bonus Request schedule/form. 

Addition to Paid Leave Policy, page 42 item J – An employee must have paid time off available at the 

time of the paid time off request in order for the manager to approve the request. Any exceptions to 

this require the General Manager’s approval. 

Change to Paid Leave Policy, page 42 item 1 – Vacation time is cumulative from year to year with a 

maximum accumulation of 320 hours. Terminating employees will be paid all accumulated vacation 

according to District procedures, up to the maximum allowed accumulation of 320 hours. 

Change to Sick Leave, page 47 item 10 – The District provides employees 8 hours of paid Sick Leave per 

month. 

Addition to Unpaid Time Off, page 51 item I – All monies for voluntary benefits which were not properly 

paid during an unpaid leave, will be deducted on the first payroll after the employee’s return. 
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Addition to Outside Relations/Media Contact, page 81 item G – If a Freedom of Information Act request 

is related to an employee, that employee will be notified. 

Addition to Lodging, page 108 Item G – Hotels may be utilized if training is over one‐hour commute or 

60 miles from the Palmdale Water District. This applies to both District sponsored training and 

education reimbursement eligible training. For educational reimbursement eligible training, the cost of 

meals and lodging will be deducted from the employee’s educational reimbursement allowance. 

Change Social Media Appendix to attached social media policy. 

The Employee Handbook Committee is recommending that the Palmdale Water District pursue a dog 

policy which would allow solo employees working nights or weekends to bring a dog to work.  If the 

Committee/Board approves this direction, we the Employee Handbook Committee will write a policy 

which takes into consideration any requirements by the State Water Resource Control Board, JPIA and 

any other regulatory departments that may be necessary. This policy will be brought back to the 

Committee for approval. 

 

 

 

 



SOCIAL MEDIA. 

The Palmdale Water District has a business need to enhance 
traditional communication methods with the use of social media.  The 
District operates and maintains its social media sites as a public 
service to provide information about District programs services, 
projects, issues, events, highlights and activities.  

The District views social media, such as web-based discussion or 
conversation pages, and other forms of social networking, such as 
Facebook, LinkedIn, Nextdoor, Twitter, blogs etc., as significant forms 
of public communication.  As such, all District employees, interns and 
temporary staff who engage in social networking are held to the same 
standards that apply to any public communications.  Therefore, all 
employees have an obligation to the District to ensure that any public 
communication they make, including social networking 
communications, must not negatively impact the reputation of the 
District or bring disrepute in any way to the District, fellow employees, 
its partners, customers, suppliers, etc.  Further, only a select group of 
employees are authorized to publicly speak on behalf of the District 
such as the Public Affairs Department, General Manager and Assistant 
General Manager. Violations of this policy will result in discipline, 
which may include termination, depending on the severity of the 
situation and its impact on the District. 

Employment with the District is public record.  Employees should be 
mindful that whenever District business is discussed online, whether in 
a personal or professional capacity, one’s comments could be tied back 
to employment with the District.  This policy, however, is not meant to 
prevent an employee from exercising his or her right to freedom of 
expression.  

Employees, interns and temporary staff may not engage in social 
networking during work hours unless authorized in advance by the 
Public Affairs Department. Employees should not use District email 
address when using social media in personal capacities.  For example, 
do not create a personal Facebook or Twitter account using your .org 
email address.  Identified below are general guidelines and examples 
of prohibited communications.  

Please note that this list shows examples only and is not intended to 
be, nor is it, an exhaustive list of prohibited communications.  The 
absence of, or lack of explicit reference to a specific site does not limit 
the extent of the application of this policy. Where no policy or guideline 
exists, employees should use their professional judgment and take the 
most prudent action possible. Consult with the Public Affairs staff if you 



have any questions. 
 

a. GENERAL GUIDELINES AND EXAMPLES 
OF PROHIBITED COMMUNICATIONS 

 
 Should an employee identify themselves as a Palmdale Water 
District (PWD) employee when conducting personal social media 
activities, employee shall state in their personal profile that one’s 
comments are not representative of the District.  Make your writing clear 
that you are not speaking on behalf of the District. 

 
 Do not mention District employees or customers without their 
expressed consent. Information published on social networks or blogs 
should be approved by the District’s Public Affairs Department. 

 
 You may not use the District’s logo on your posts unless 
given written consent by the General Manager. Respect copyright 
laws, and reference or cite sources appropriately. 

 
 You are responsible for what you write or present on social 
media. You can be sued by other employees, competitors, members, 
and any individual that views your social media posts as defamatory, 
pornographic, proprietary, harassing, libelous or creating a hostile work 
environment. 

 
 Do not link to the District’s website or post District material on 
social media sites without written permission. 

 
 All policies that regulate off-duty conduct apply to social media 
activity including, but not limited to, policies related to illegal 
harassment, code of conduct, non-competition, protecting confidential 
and/or proprietary information. Violation of this policy may lead to 
discipline up to and including termination. 

 

Attached hereto as an Appendix and incorporated herein by this 
reference, are Operational Directives established by the District’s Public 
Affairs Department to govern the use of the District’s information 
technology.  
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