HELIX WATER DISTRICT

October 1, 2001

DIRECTOR OF FIELD OPERATIONS/DISTRIBUTION

JOB SUMMARY

Director of Field Operations/Distribution is an exempt management class. Plans and administers the District’s Maintenance Department including construction, service installation and maintenance, valve maintenance, equipment maintenance, skilled craft and material storage. Coordinates activities with other departments, governmental agencies and other outside organizations; and provides technical and administrative staff assistance.   

DUTIES AND RESPONSIBILITIES

Duties include but are not limited to the following:

1. Develops and implements department goals, objectives, operating polices and procedures.

2. Provides general direction to department supervisors and coordinates all issues needing Board approval or policy direction for the department.

3. Plans and assigns work activities, projects and programs; directs maintenance of pipelines, pump stations, water tanks and other District facilities; reviews and evaluates work products, methods and procedures.

4. Develops and administers Maintenance Department budgets; coordinates and directs the preparation of forecasts for staffing, equipment, material and supply needs with management; monitors and approves expenditures.

5. Negotiates and administers contracts with outside contractors; resolves problems and complaints.

6. Directs and participates in the preparation, development and evaluation of technical studies, reports and analyses related to Maintenance Department activities; analyzes and evaluates study results.

7. Trains, supervises, and evaluates staff; selects personnel and develops and maintains work performance standards.

8. Assumes responsibility for safety training of all staff; enforces safety regulations and accident reporting requirements and implements hazardous materials control procedures.

DESIRED MINIMUM QUALIFICATIONS

Knowledge of:

1. Principles and practices of public administration as they pertain to a water utility.

2. Administrative principles and methods including goal setting, program development and implemen​tation, employee supervision.

3. Principles and practices of budget development and administration.

4. Principles, techniques and equipment used in the maintenance and repair of water mains, services, District facilities and related appurtenances.

5. Safety regulations, safe work practices and safety equipment related to the work.

6. Codes, regulations and guidelines pertaining to the work.

7. Computer applications related to the work.


Ability to:

1. Plan, assign, direct and coordinate a variety of functional specialties with overlapping work areas.

2. Manage and direct a water distribution maintenance program.

3. Select, motivate and evaluate staff and provide for their training and development.

4. Prepare, administer and monitor a department budget; analyze complex operational and administrative problems, evaluate alternatives and recommend or implement effective courses of action.

5. Develop and implement goals, objectives, policies, procedures, work standards and management controls.

6. Prepare clear and concise records, reports, correspondence and other written materials.

7. Exercise independent judgment and initiative within general policy guidelines.

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

Training and Experience:

Training and experience substantially equivalent to graduation from a four-year college or university with a degree in civil engineering, public administration, business administration or closely related field; and four years of supervisory or administrative experience in the maintenance of a water distribution system.

Licenses; Certificates; Special Requirements:

A valid California driver’s license and ability to maintain insurability under the District’s Vehicle Insurance Policy.

A State of California Water Distribution Operator’s Certificate, Grade V.

PHYSICAL AND MENTAL DEMANDS AND WORK ENVIRONMENT

The physical and mental demands and the work environment characteristics described here are repre-sentative of those required for the performance of job duties.

Physical Demands:

While performing the duties of this class, the employee is regularly required to sit, stand and walk; talk or hear, in person, in meetings and by telephone; use hands repetitively to finger, handle, feel or operate computers and other standard office equipment; and reach with hands and arms.

Specific vision abilities required by this job include close vision and the ability to adjust focus, depth

perception and color vision.

Mental Demands:

While performing the duties of this class, the employee is regularly required to use written and oral communication skills; read and interpret complex data, information and documents; analyze and solve problems; observe and interpret people and situations; use math and mathematical reasoning; learn and apply new information or skills; perform highly detailed work on multiple, concurrent tasks with constant interruptions; work under intensive and constantly changing deadlines and interact with those encountered in the course of work, some of whom may be demanding, dissatisfied, upset and/or abusive.
Work Environment:

The employee works under typical office conditions, and the noise level is usually quiet.

PROMOTION TO THIS POSITION SHALL BE MADE THROUGH APPOINTMENT BY THE GENERAL MANAGER.

GM Approval:  ____________________

Director of Field Operations/Distribution
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