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	Sample Job Description


This is a sample job description document.  It contains some of the duties, responsibilities and qualifications typically associated with this position, but is not intended to serve as a model or advice for specific job description content and format.  Your company should add, modify or delete as needed for your purposes.
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	Sample Job Description Continued



Assistant Electric Director
	Job Title:
	Assistant Electric Director
	FLSA Status:
	

	Department:
	
	Reports To:
	

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary

The Assistant Electric Director works under the direction of the Electric Director in the planning, coordination and daily operations management of the Electric utility for Company XYZ.
Essential Duties and Responsibilities

1. Assists in the setting of goals and objectives for the department, including activity and project scheduling and monitoring for the achievement of set goals and objectives.
2. Develops special studies and projects as directed by the Electric Director in the areas of rates, planning, system improvements and system reliability.

3. Assists Electric Director in coordinating projects and facility locations with other utilities, governmental units, private contractors and vendors.
4. Assists with development and implementation of department budgets, monitoring and creating reports as required or requested.

5. Responds to residential and commercial electric issues and questions, enlisting further assistance from Electric Director or other City departments as required.

6. Maintains and updates Company XYZ’s website pages and social media pages for Electric Services.
7. Provides regular maintenance of infrastructure metering system and coordinates with other departments to resolve issues.

8. In absence of Electric Director, assumes roles and responsibilities as person in charge.

9. Maintains availability for on-call during emergency situations.

10. When needed, provide support for incoming phone calls, dispatching.

11. Works with customers on rebate programs.  Also coordinates work with rebate contractor.

12. Performs other duties and responsibilities as requested or required.

Job Skill Requirements

· Database administration, including design and programming

· Some prior knowledge of municipal electric, and water and sewer systems desired 

· Rapid or timely and knowledgeable response to requests for area maps and other research materials

· Presentation of research efforts to municipal departments, Council and other interested parties

Education & Experience Requirements
· Bachelor’s degree in Electrical Engineering or related field with three years of experience in similar role 

· Certification in Computer Science, Cartography, Geography or Geographical Information Systems (GIS)
· 1-3 years of prior IT experience, specifically including working knowledge of geographical processing tools

Protective Clothing Required 

The position may require Personal Protective Equipment (PPE) use such as safety glasses, safety helmet, safety glasses, rubber insulating gloves, ear plugs, electrical hazard footwear, and a harness as required on visits to a job site.
Equipment Used

· Windows PC, Trimble Handheld, iPad, GPS

· Printer, Fax and Scanner machines

· Power Recorder

· L+G Software & Hardware

Physical Demands
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
While performing the duties of this job, the employee is frequently required to sit; talk or hear; and use hands to handle, or touch objects or controls.  The employee is regularly required to stand and walk.  On occasion the incumbent may be required to stoop, bend or reach above the shoulders.  The employee must occasionally lift up to 25 pounds.  Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, and ability to adjust focus.  Position may also require work in confined spaces and exposure to different types of outdoor weather conditions.  Risk of electrical shock and/or general hazards found in an electrical environment are present when visiting an electrical work site.

Work Environment

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

This position is in a general office environment which may include occasional trips to an electrical site.
	Employee Acknowledgment
	
	Date:
	

	The above statements reflect the general details necessary to describe the principle functions of the occupation described and shall not be construed as a detailed description of all the work requirements that may be inherent in the occupation.


This sample document is only an example and is based on the laws in effect at the time it was written. MRA-The Management Association, Inc. does not make any representations or warranties regarding the appropriateness or prudence of using this information for any particular individual or situation. Your company should add, delete, or modify the content of this document as needed to suit your purposes. This material is for your information only and should not be construed as legal advice. In some circumstances it may be advisable to have legal counsel review final documents prior to implementation. 
For further assistance call or visit www.mranet.org, © MRA – The Management Association, Inc. 
Wisconsin: 800.488.4845  Minnesota 888.242.1359  Northern Illinois: 800.679.7001  Iowa & Western Illinois: 888.516.6357
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