








HELIX WATER DISTRICT

January 18, 2006
ASSOCIATE ENGINEER 

JOB SUMMARY

Associate Engineer is an exempt professional-level class. Under direction, performs profes​sional engin​eering work in the research, planning, design and construction of waterworks capital improve​ment and/or maintenance projects; may serve as a supervisor for one section of the Engineering Department; oversees the work of technical staff, consulting engin​eers and contractors; and performs related duties as assigned.

DUTIES AND RESPONSIBILITIES

Duties include but are not limited to the following:

1. May serve as the supervisor for one section of the Engineering Department, which may include the planning, design, or right-of-way sections.  Coordinates day-to-day activities of an assigned section including scheduling, monitoring and reviewing work activities, training, and providing technical staff assistance.  Participates in the development of section goals, objectives, and operating policies and procedures.

2. Plans and evaluates the performance of assigned staff; establishes performance requirements and personal development targets; regularly monitors performance and provides coaching for performance improvement and development; recommends merit increases and other rewards to recognize performance; recommends disciplinary action, up to and including termination, to address performance deficiencies, in accordance with the District’s personnel policies and MOU provisions.

3. Prepares, or causes to be prepared by consulting engineers, plans and specifications for the construc​tion of a variety of water structures, including pipelines, pumping stations, treat​ment plants, water tanks, and other facilities; researches and identifies project design requirements; analyzes and determines hydraulic requirements and facilities using District-adopted guidelines for existing and proposed projects; performs  engineering calculations encompassing hydraulics, surveying, electrical, mechanical and structural dimensions; utilizes  a computerized hydraulic model of the District.

4. Serves as project engineer for major facilities expansion and/or refurbishment projects designed in-house and by engineering consultants; drafts specifications for construction of District facilities; estimates project costs including design, construction and construction management costs; prepares project budget request and justification; administers District use of design consultant engineers including writing RFPs, coordinating the selection process, overseeing schedules and reviewing quality of work; participates in the bid process for construction projects including writing bid docu​ment, advertising, distributing plans and specs, coordinating right-of-way and environmental requirements, answering contractor questions and opening bids; establishes progress schedules and serves as a liaison between the District, contractors, consultants and other utilities or agencies; resolves conflicts; monitors design project progress. 

5. Represents the District at pre-construction conferences and monitors construction work in progress to ensure compliance with approved plans, specifications and standards; compiles and maintains records of approved projects; reviews and makes recommendations on change-order requests; reviews and makes recommendations on progress payments to consultants and contractors; prepares punch lists for construction closure of completed projects.

6. Reviews completed projects and recommends the filing of completion notices.

7. Participates in the development of District standards; interprets and applies District standards and policies and regulatory requirements for construction, developer, and/or maintenance projects.
8. Represents the District with consulting engineers, contractors, other agencies and the public.

9. Prepares a variety of special engineering studies, cost estimates, correspondence, Board reports, records, files and reports.

10. Supervises and provides direction to technical staff when appropriate.
11. Performs plan checks, water main estimates, document reviews, fire department and agency coordination, annexation, deannexation, and emergency interconnection designs and coordination.

12. Under direction, prepares annual and mid-year budgets for the Capital Improvement Program, coordinates budget and appropriation amounts, and prepares presentation materials.

DESIRED MINIMUM QUALIFICATIONS

Knowledge of:

1. Theory, principles and practices of civil engineering design and construction.

2. Principles of physics and mathematics applicable to civil engineering.

3. Principles and techniques of project management and supervision, including goals and objectives development and work planning and organization.

4. Principles, modern techniques and equipment used in design, construction and maintenance of various public works projects.

5. Strength, properties and uses of construction materials.

6. Legal guidelines for public works engineering.

7. Principles of supervision, training, and evaluation.

Ability to:

1. Review, prepare or direct the preparation of engineering plans, specifications and legal contracts.

2. Prepare, evaluate, budget and manage assigned engineering projects.

3. Perform technical research and analyze engineering and mathematical problems, evaluating alternatives and recommending or adopting effective courses of action.

4. Perform accurate engineering calculations and cost estimates.

5. Utilize a computer for hydraulic modeling, spreadsheet analysis and other applications.

6. Communicate effectively, orally and in writing.

7. Prepare clear, concise and accurate reports, agreements, drawings, maps, notes, correspondence and other written materials.

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

9. Supervise, train and evaluate technical staff.
Training and Experience:

Training and experience substantially equivalent to graduation from a four-year college or university with a degree in civil engineering or another engineering discipline acceptable to the District; and three  years of responsible civil engineering experience, preferably in a water utility, including one year of project manage​ment responsibility.

Licenses; Certificates; Special Requirements:

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

A certificate of registration as a Professional Engineer issued by the State of California.

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 stand and sit; talk and hear, both in person and by telephone; use hands to finger, handle, feel objects or controls; and reach with hands and arms. The employee is frequently required to climb or balance; stoop, kneel, crouch or crawl; and smell.

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

Mental Demands:

While performing the duties of this class, the employee is regularly required to use written and oral communication skills; read and interpret data, information and documents; analyze and solve complex problems; use math/mathematical skills; observe and interpret situations; learn and apply new information or skills; perform highly detailed work; work under intensive deadlines with constant interruptions; perform multiple, concurrent tasks; interact with staff and other organizations; and interact with dissatisfied or quarrel​some individuals.

Work Environment:

While performing the duties of the job, the employee usually works under typical office conditions where the noise level in the work environment is moderately quiet. Employees are periodically required to work outside, exposed to climatic conditions, where the noise level may be loud.

GM Approval: 








Associate Engineer

Page 1 of 4

