HELIX WATER DISTRICT

June 13, 2001

OPERATIONS SUPPORT SUPERVISOR

JOB SUMMARY

Operations Support Supervisor is an exempt supervisory class. Under general supervision, plans, supervises and participates in providing a variety of professional and technical administrative support services for staff of the Operations Center; and performs related duties as assigned.

DUTIES AND RESPONSIBILITIES

Duties include but are not limited to the following:

1. Plans, supervises and evaluates the work of the administrative support unit of the Operations Center; implements and monitors long-term plans, goals and objectives to achieve District and department priorities; participates in developing and monitors performance against the department’s annual budget; supervises, participates in developing, recommends and implements plans, policies, systems and procedures applicable to unit responsibilities.

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. Participates in developing and administering contracts for equipment, materials and services; develops specifications and statements of scope of work; solicits bidders, reviews proposals and recommends successful bidders; monitors vendor performance against contract requirements.

4. Oversees and makes recommendations regarding maintenance and repair of the Operations Center; schedules maintenance services; evaluates and recommends upgrading or replacing Operations Center equipment.

5. Oversees the asphalt/concrete and landscape contracts; ensures permit process completed accurately and in a timely fashion while maintaining positive relations with local government agencies.

6. Coordinates the GIS function at the Operations Center including overseeing the maintenance and troubleshooting of Operations Center GIS equipment and systems and analyzing and evaluating GIS computer-related equipment, system applications and resource requirements.  Maintains liaison with Information Systems staff to effectively use GIS tools.

7. Oversees the fleet maintenance program; evaluates vehicle usage and maintenance history; takes actions and recommends program changes; evaluates equipment and vehicle purchases.

8. Provides administrative support to Operations Center long-range and capital planning processes; conducts research and performs analyses applicable to Center programs, activities and operations.

9. Provides hardware and software support for Operations Center computer systems; performs systems maintenance and administration functions; works with the Information Systems department to troubleshoot and resolve hardware and software problems.

10. Supervises and participates in providing a variety of administrative and coordination services to Operations Center supervisors and staff to ensure effective Operations Center operations. Also oversees coordination of Operations Center Training Room for internal and external training functions.

11. Provides back-up to the Equipment Maintenance Specialist, the GIS Technician I/II, the Field Services Coordinator and Field Operations and Distribution Manager.

DESIRED MINIMUM QUALIFICATIONS

Knowledge of:
1. Principles, practices, methods and techniques of public agency purchasing, including solicitation, evaluation and award of bid.

2. Principles and practices of public administration, including budgeting and the maintenance of public records.

3. Principles and practices of business communications.

4. Program and statistical research methods, practices and techniques.

5. Operations of a water utility operations and maintenance function and associated administrative issues and challenges.

6. Basic uses and operations of technical and business computer systems applicable to a utility operations and maintenance program.

7. Operation of standard business software, including word processing, spreadsheet, graphics and database packages.

8. GIS applications and geographic information system concepts, principles, practices and techniques, including computer mapping and attribute data conversion, manipulation and analysis.

9. GIS software, tools, commands and utilities.

Ability to:
1. Collect relevant data, evaluate alternatives, develop conclusions and formulate effective recommend-ations.

2. Organize, set priorities and carry out responsibilities independently and with initiative within established guidelines.

3. Troubleshoot and perform technical assistance and basic systems maintenance and administrative functions on computer systems equivalent to those used by the Operations Center.

4. Present the District effectively in meetings and negotiations with bidders and vendors.

5. Understand, interpret, explain and apply laws, regulations, policies and procedures applicable to areas of assigned responsibility.

6. Organize and maintain a wide range of technical and administrative files and record keeping systems.

7. Prepare clear, concise and comprehensive correspondence, reports, studies and other written materials. 

8. Maintain confidential and sensitive information.

9. Establish and maintain effective working relationships with others encountered in the course of work.

10. Utilize a variety of GIS software, computer-aided drafting, graphics and other applications.

11. Interpret maps, graphs, satellite and aerial images and geologic conditions; recognize and resolve discrepancies in attribute data; perform spatial analyses.

Training and Experience:

Training and experience substantially equivalent to graduation from a college or university with a major in business or public administration, operations management or a closely related field; and three years of progressively responsible professional administrative experience, preferably in a public utility, which provides familiarity with the requirements of a utility operations and maintenance program. Completion of a fleet maintenance program and background in GIS is highly desirable.

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.

State of California Distribution Operator Grade II Certificate.

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 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.

Work Environment:

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

GM Approval:  ____________________
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