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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



Water and Sewer Lead
	Job Title:
	Water and Sewer Lead
	FLSA Status:
	

	Department:
	Water and Sewer
	Reports To:
	Water and Sewer Director

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary

The Water and Sewer Lead performs maintenance duties for the City of ______________ water treatment, water distribution and sanitary sewer collection systems in addition to providing leadership and guidance to maintenance crew personnel; assumes the duties of the foreman in his absence or when additional planning and direction is needed.
Essential Duties and Responsibilities

1. Assists in coordination and scheduling of maintenance crews in daily operations of the water treatment facility and distribution systems, performing water quality testing and required sampling, backwashing and filter maintenance.
2. Determines specific water chemicals and their feed rates to be added into the water system; Works with Foreman to analyze collected data to determine proper chemical feed rates.

3. Responds to water and sewer emergencies, locating problem source and restoring systems to full operation.

4. Assists overseeing crews maintaining raw sewage collection system; operates rodder, jet and vac machines; maintains and repairs lift stations and manholes.

5. Performs routine meter and node swaps utilizing automated metering infrastructure software and hardware as well as meter trouble shooting, meter repair and replacement, installation, calibration;  diagnoses customer related issues, such as leak alerts etc.

6. Responds to resident, commercial and industrial customer inquiries and complaints.

7. Maintains equipment and tools used in performance of duties.

8. Assists other departments as needed, including snow removal; holds place in on-call schedule and as municipal employee maintains availability for emergency situations.

9. Performs all other related duties as requested or assigned.
Knowledge and Skill
· High School Diploma or G.E.D. and five+ years of experience in a Maintenance III position or equivalent experience in municipal work environment.

· Class B Water Operators and Sewage Collection licenses (Matches System Classification).

· Ability to obtain a Class A Water Operators and Sewer Collections License.

· Ability and experience with heavy and light equipment:
· Skid loader, jetting machine, vac machine, rodder machine.
· Gas monitor, meters and calibrators, recovery tripod, ventilator, televising camera.


· Saws, chainsaws, shovels, sledge hammers, acetylene torches, welders, drills, pumps.
· Snow removal equipment including shovels, plows, blowers, dump trucks.
· Class A commercial driver’s license (CDL) with air brake and tanker endorsement Demonstrated leadership skills.

· Experience working with labor contracts.

· Ability to plow snow.

· Ability to safely operate an excavator.

· Significant attention to safety standards, procedures, and practices.
· Swift response to emergency situations (i.e. water and/or sewer line breaks).
· Professional and appropriate responsiveness when interacting with the public.
· Leading and coaching of work crews.
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.  Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, and ability to adjust focus.

This position requires varying and some prolonged periods of standing, walking, bending, stooping, reaching, pushing, pulling, grasping, observing, climbing, balancing, and lifting, carrying and moving objects 80 + lbs, and ease in working in confined spaces.
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 requires driving to and from work sites, exposure to chemicals and raw sewage gasses and odors, working outside in all seasons with varying levels of exposure to wind, rain, snow, ice, sun and flooding, working in busy traffic areas and intersections, and working within confines of both underground and overhead system structures and construction sites.
	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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