Appendix F4
Sample Job Description: Certified Water Operator
(from pages 119-121 in The Big Guide for Small Systems: A Resource for Board Members)
INSTRUCTIONS:
The document beginning on the next page is designed to serve as a tool to assist you in creating your own job descriptions for employees at your utility. This document is being provided electronically in Microsoft Word so you can more easily edit it, add to it, and adapt it to your system’s particular situation. As such, it is not ready-to-use and should not be distributed as-is. It must be tailored to fit your water association/utility. If you choose to adopt this document, be sure to review it carefully and ensure that all the information is pertinent to your specific water association. And as you begin to edit this document to fit your setting, also be sure to delete this page from the final version (the document officially begins on the next page). 
The information contained herein is for informational purposes only as a service to the public and is not legal advice or a substitute for legal counsel. As legal advice must be tailored to the specific circumstances of each case, nothing provided herein should be used as a substitute for advice of competent counsel. RCAP, Inc. expressly disclaims all liability in respect to actions taken or not taken based on any or all of the contents of this document.
Job Description

Certified Water Operator
Position summary

Under the supervision of the board of directors of _____ Water Utility, the certified operator performs a wide variety of tasks necessary for the efficient production and distribution of water of sufficient quantity and quality to meet customer demand. This position will be on 24-hour call every day, including weekends and holidays. The position is hired by the full board of directors. There is a six-month probationary period. Evaluations are conducted at the end of the probationary period and annually thereafter during the month of the utility’s annual membership meeting.

Education and experience

Requires, at a minimum, a high school diploma or equivalent and at least [number] years’ experience working at a public water supply system. This position also requires a valid Class ___ (or higher) Water Operator Certificate. The board may waive the education and experience requirements if there are no applicants meeting the requirements for this position. However, if such a waiver is granted, the probationary period is automatically extended to one year, in which time the person filling this position may be dismissed by a majority vote of the board if there is reasonable evidence that the lack of education and experience is hindering the execution of the required duties stated below.

Operational duties

· Adheres to minimum operator guidelines.
· Ensures compliance with federal (EPA) and state water-quality standards.

· Provides regular oral and written operations and maintenance reports to the board summarizing system status/needs.

· Maintains and supervises control over the inventory of materials, supplies, chemicals, and equipment.

· Performs routine preventative maintenance inspections of equipment; performs repairs, adjustments, and maintenance of pumps, electric motors, valves, meters, chemical feeders, and fire hydrants; lubricates and oils machinery; maintains gas engines and compressors; and maintains proper records of preventative maintenance work.

· Calculates water-loss figures and supervises leak-detection surveys when water loss exceeds 25 percent of water produced.

· Responds to emergency conditions according to _____ Water Utility’s Emergency Operating Procedures.

Performance of these responsibilities is a necessary and vitally important part of providing safe and cost-effective water and wastewater services to our customers.

Duties related to the management and administration of the system

· Advises and assists the board regarding repair and/or replacement of needed equipment.

· Develops estimates for recommended purchases of goods and services.

· Documents all maintenance activities on approved Operations & Maintenance Recordkeeping System and presents copies of all work orders along with a statement to the board each month for review and approval.

· Works closely with engineers, contractors and state regulatory officials.

· Participates with the board and consulting engineers in planning system improvements or expansions.

· Handles customer inquiries and complaints related to water service or billing questions.

Required knowledge and skills

Extensive knowledge of the methods, practices, tools and materials used in the operation, maintenance, and repair of water storage, treatment, and distribution equipment and machinery, including but not limited to:

· Extensive knowledge of chlorination disinfection and corrosion-control equipment and required discharge rates.

· Working knowledge of the mechanics of pumps and other electrical equipment and machinery.

· Ability to learn plant electrical systems, power-circuit changes and circuit-breaker resets.

· Ability to perform basic chemical tests.

· Ability to detect and diagnose faulty operation of equipment and make corrections.

· Thorough knowledge of the equipment, tools and procedures used in installing and repairing water mains, services, fire hydrants and meters.

· Knowledge of applicable laws and safety regulations for crew and public safety and the proper use of chlorine and other hazardous chemicals.

· Ability to plan, organize, and supervise the operation, maintenance and repair of the utility’s storage, treatment and distribution systems, including the organizational skills necessary for scheduling daily activities.

I have read, understand and agree to perform all of the tasks and responsibilities as outlined above.
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Signed







Date

