HELIX WATER DISTRICT

July 1, 2006
OPERATIONS CENTER COORDINATOR
JOB SUMMARY

Operations Center Coordinator is a non-exempt advanced journey-level administrative and technical class.  Under general direction, performs varied, complex, sensitive and confidential administrative, technical and analytical functions within the Operations Center; performs other related duties as assigned.

DUTIES AND RESPONSIBILITIES

Duties include but are not limited to the following:

1. Develops, creates, implements and maintains database files. Generates, modifies and/or updates reports, designs screens and menus and resolves Operations Center database problems.
2. Trains Operations Center employees to use databases, relevant Microsoft applications and provides ongoing user support.
3. Creates, composes, types and proof reads letters and reports to customers, vendors, city, water and fire agencies, Board and interoffice memos and Annual Report using word processing, spreadsheets, data charts, and graphs reports from HP, internet research, GIS data and Access databases; prepares PowerPoint presentations.
4. Performs statistical calculations and analysis of data for feasibility studies, cost and fee comparisons and special projects.
5. Conducts surveys and performs research and analysis, compiles results and develops statistical data for report generation for evaluation and use by Operations Center managers and supervisors.

6. Analyzes, tracks and reviews budget expenditures and assists managers in budget preparation.

7. Monitors, researches and assembles information from a variety of sources for the preparation of records and reports; makes arithmetic or statistical calculations; creates and maintains data files in spreadsheet and database formats; generates periodic and regular reports and documents.
8. Assists in maintaining and updating a variety of administrative and technical manuals; distributes manual materials for review and updating; prepares revisions for final review; compiles, copies and distributes updated manuals and sections.

9. Provides assistance, troubleshoots and resolves PC/printer support for Operations Center personnel; acts as the support liaison between the Information Services Department and the Operations Center.

10. Answers telephones and receives and responds to requests for information and complaints; refers matters to appropriate staff and/or takes or recommends action to resolve the request or complaint; handles issues that may require sensitivity, discretion and judgment and coordinates meetings as needed.
11. Receives, verifies, obtains approval and processes invoices for payment; prepares invoices to other agencies and vendors; prepares and processes expense and claims forms.

12. Organizes and maintains a variety of records and files including confidential employee files, recommendation memos and vendor contract information.

13. Handles a variety of office and technical administrative details to ensure smooth operation of the assigned department in serving its internal and external customers.

14. May act as back-up for the Customer Service Representative at the Operations Center.

DESIRED MINIMUM QUALIFICATIONS

Knowledge of:
1. Office administrative practices and procedures including compiling and maintaining complex and extensive records and files.

2. Relational database administration principles, design, theories, relationship normalizations and data structures and database solutions.

3. Principles and practices of sound business communication; correct English usage, including spelling, grammar and punctuation.

4. Principles of data collection, evaluation and presentation.

5. Moderate to complex mathematical and statistical formulas and calculations.

6. Standard software applications, including word processing, spreadsheet, database, desktop publishing, flow charting, graphs and PowerPoint.

7. District organization, rules, policies and procedures applicable to areas of responsibility.

8. Basic budgeting, accounting and purchasing terminology, practices and procedures.

9. Methods, practices, tools and utilities used in monitoring computer software operations and processing.

Ability to:
1. Operate a computer and use standard to complex word processing, presentation, spreadsheet, graphics and database software.
2. Understand, analyze and define user requirements and recommend effective database solutions.

3. Type accurately at a speed necessary to meet the requirements of the position and use a 10-key calculator.
4. Organize own work and carry out assignments reliably, independently and with appropriate attention to detail, while managing multiple and changing priorities.

5. Interpret, apply, explain and reach sound decisions in accordance with laws, regulations, rules, policies and procedures.

6. Organize, research and maintain standard and specialized confidential and management office and administrative files.

7. Work collaboratively and effectively with project teams in researching, analyzing and evaluating alternatives.

8. Troubleshoot and diagnose hardware and software problems and take and/or ensure appropriate action to promptly resolve issues and problems.
9. Prepare clear, accurate and concise correspondence, documents, records, reports and analytical studies.

10. Maintain highly sensitive and confidential information and exercise tact, discretion and diplomacy in dealing with confidential personnel issues and in dealing with upset internal or external customers.
11. Maintain effective working relationships with those encountered in the course of work.

Training and Experience:

Training and experience substantially equivalent to graduation from high school or G.E.D equivalent, completion of specialized coursework in computer operations and software applications, PC support and/or information systems or business management and five years of progressively responsible administrative experience. 
Licenses; Certificates; Special Requirements:

A valid Class C California driver’s license and the 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-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, both in person and by telephone; and use hands repetitively to operate, finger, handle or feel office equipment; and reach with hands and arms. The employee is frequently required to lift up to ten pounds.

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

Mental Demands

While performing the duties of this class, an employee is regularly required to use written and oral communication skills; read and interpret data and information; observe and interpret people and situations; analyze and solve problems; learn and apply new information and skills; perform highly detailed work on multiple, concurrent tasks; meet intensive and rapidly changing deadlines and priorities; and interact with those encountered in the course of work.

Work Environment:

The employee works under typical office conditions, and the noise level is usually quiet. In certain assignments, an employee may be exposed to wet and humid conditions, fumes and airborne particles, toxic or caustic chemicals and risk of electric shock and work occasionally near moving mechanical parts and on slippery and uneven surfaces.

GM Approval:  ____________________

Operations Center Coordinator

Page 1 of 3

