HELIX WATER DISTRICT

July 1, 2006
FIELD SERVICES COORDINATOR

JOB SUMMARY

Field Services Coordinator is an advanced journey-level nonexempt class. Under direction, performs a variety of tasks involved in the coordination of District construction, maintenance and repair projects with other utilities, local government agencies and contractors; coordinates and inspects work performed by landscape maintenance, concrete and asphalt paving contractors; coordinates third-party liability claims and performs related duties as assigned.

DUTIES AND RESPONSIBILITIES

Duties include but are not limited to the following:

1. Schedules and coordinates District maintenance and repair projects with other utilities and local govern​​ment agencies.

2. Obtains necessary permits from cities or the County for District construction, maintenance and repair projects including reading and interpreting plans, utilizing GIS system for maps, and serving as the District’s representative for city and county requests or inquiries.

3. Coordinates and inspects the work of landscape maintenance contractors to ensure compliance with contract terms and District standards; interprets and enforces contract provisions, approves payment to contractors for services rendered and maintains project documentation through daily computerized reports.

4. Coordinates, schedules and inspects work performed by concrete and asphalt paving contractors; inspects concrete and asphalt paving repairs performed by contractors for compliance to contract provisions and District standards; maintains project documentation through daily computerized status reports; reviews contractor invoices and approves payment for services rendered.

5. Reviews plans, coordinates and inspects the work of contractor’s installation of landscaping at new District facilities to ensure compliance and continuity with District standards.

6. Administers District third-party liability programs and processes; investigates, evaluates and recommends approval or rejection of claims; prepares and presents reports to the Board for action.

7. Serves as liaison and negotiator between contractors, the District and other local government agencies in the determination of District responsibility for concrete and asphalt repairs to streets, curbs, gutters, sidewalks and other public works facilities.

8. Coordinates, prepares and oversees the bidding process for the District’s concrete, asphalt paving and landscape maintenance needs; schedules joint meetings with contractors and reviews bids; develops scope-of-work documents; oversees contractors traffic control; reviews bids, ensures accuracy and completeness of paperwork, and awards contracts.

9. Reviews and compares invoices and prepares purchase orders as needed.

10. Coordinates, oversees and responds to emergency time and material work for concrete, asphalt or landscape needs including after hours and weekends.  This may involve contacting and coordinating with city and county inspectors or contractors for any additional needs to complete tasks.

11. Investigates complaints and/or inquiries regarding work performed by landscape, concrete and asphalt paving contractors by personally meeting with contractors, customers, city and county inspectors for problem resolution.

12. Maintains a variety of records, reports and files regarding landscaping, concrete and asphalt paving contracts, including contractor certificates of insurance, purchase orders, invoices and work performed.

13. Responds to emergency situations, as necessary, including after hours and weekends.   This may involve contacting and coordinating with city and county inspectors or contractors for any additional needs to complete tasks.

DESIRED MINIMUM QUALIFICATIONS

Knowledge of:

1. Methods, practices, techniques, tools and equipment used in asphalt, concrete and landscape construction and maintenance.

2. Inspection techniques used in asphalt and concrete paving and landscaping.

3. Relevant local, state and federal laws, regulations and guidelines.

4. Safety methods and regulations pertaining to the work.

5. Computer applications related to the work.

6. Field calculations and mathematics.

7. Location and characteristics of the District’s water transmission and distribution system.

8. Relevant District policies, procedures, standards and specifications.

9. Negotiation techniques and practices.

Ability to:

1. Analyze and interpret complex water facility construction plans and specifications.

2. Negotiate with cities, county and customers with firmness, diplomacy, tact and impartiality.

3. Inspect routine or emergency asphalt and concrete work to meet city and county specifications.

4. Develop and implement work standards.

5. Prepare clear and concise records, reports and other written materials.

6. Develop and maintain computerized spreadsheets and word documents.

7. Conduct third-party accident investigations and analyze damage and injury data and reports.

8. Negotiate effectively on behalf of the District.

9. Exercise independent judgment and initiative within established guidelines and work with minimal supervision in the field.

10. Handle multiple tasks simultaneously and change priorities as necessary.

11. Communicate effectively, orally and in writing.

12. Establish and maintain effective working relationships with staff, customers, public officials and others encoun​tered in the course of the work.

13. Respond to after-hour emergencies regarding property damage issues.

Training and Experience:

Training and experience substantially equivalent to graduation from high school or G.E.D. equivalent; and five years of progressively responsible construction and maintenance experience which must include one-year journey-level with experience in landscape or asphalt/concrete. 

Licenses; Certificates; Special Requirements:

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

PHYSICAL AND MENTAL DEMANDS AND WORK ENVIRONMENT

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

Physical Demands:

While performing the duties of this class, the employee is regularly required to use hands to finger, handle, feel or operate objects, tools, or controls and reach with hands and arms. The employee frequent​ly is required to stand and talk or hear; walk; sit; climb or balance; stoop, kneel, crouch or crawl. The employee must regularly lift and/or move up to 100 pounds. 

Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception and the ability to focus 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 data, information and documents; analyze and solve problems; use shop math; observe and interpret situations; learn and apply new information or new skills; work under deadlines with constant interruptions; and interact with staff, other organizations and the public. The employee occasionally is required to deal with dissatisfied or quarrelsome individuals.

Work Environment:

While performing the duties of the job, the employee regularly works in outside weather conditions, near moving mechanical parts, is exposed to wet and/or humid conditions, vibration and street/road traffic. The employee is occasionally exposed to fumes or airborne particles, toxic or caustic chemicals and the risk of electrical shock. The noise level in the work place is frequently loud.
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