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CITY OF ALLEGAN

JOB DESCRIPTION

Water Distribution / Sewer Collection Manager
Supervised By:
Water Utilities Director
Supervises:

All water distribution/sewer collection maintenance employees

Position Summary:
Manages and directs the operation and maintenance of the water distribution system and sanitary sewer collection system and supervises staff to meet all State and Federal regulatory criteria.  Supervises, plans, coordinates and participates in the installation, maintenance and repair of water distribution systems and meters, as well as sewage conveyance systems. Plans and coordinates work schedules of the water distribution/sewer collection maintenance employees and prioritizes projects.

Essential Duties and Job Functions:
An employee in this position may be called upon to do any or all of the following essential functions.  These examples do not include all of the duties which the employee may be expected to perform.  To perform this job successfully, an individual must be able to perform each essential function satisfactorily.   

1. Assists the Water Utilities Director with the development of the Annual Budget, the Capital Improvement Plan and the prioritization of projects.  

2. Assists in planning, supervising and coordinating the work required to efficiently construct, maintain and repair the water distribution system and sanitary sewer collection system related equipment, pumps, valves, mains, and meters.  Receives and prioritizes work orders, assigns staff, and coordinates work.  Inspects construction projects to ensure conformance with plans and specifications.

3. Functions as a working supervisor. Oversees the work of departmental employees, while also functioning as a member of the work crew.  

4. In coordination with the Water Utilities Director is responsible for hiring, evaluating, recommending disciplinary actions and firing water distribution/sewer collection maintenance employees. 
5. Assesses water distribution and sanitary sewer collection operations, facilities and equipment.  Makes recommendations for improvements and expansion, and implements changes.  Monitors operational costs and makes recommendations for increasing efficiency.

6. Checks and approves timesheets and maintains appropriate records for work performed.
7. Develops and directs preventive maintenance programs. Implements maintenance systems for equipment and lines, and monitors work in progress. 

8. Monitors, supervises and assists in the installation, repair and reading of water meters. Oversees a cross connection program. Provides technical advice and assistance to employees on complex or unusual work assignments.
9. Ensures an adequate supply of repair and replacement parts.  Recommends the acquisition and replacement of equipment and supplies.

10. Maintains records and prepares correspondence and reports related to work output.  Ensures compliance with applicable regulatory requirements within the scope of the Department.

11. Instructs, trains, supervises and evaluates assigned personnel.  Ensures employees are properly trained in operations and safety procedures. Inspects work projects to assure compliance with specifications, codes and practices.

12. Responds to public inquiries and complaints, and assists the public as needed.  Provides information to the public related to assigned areas of Public Works.

13. Keeps abreast of changes in water production and distribution technology and regulations through attendance at conferences and meetings, contacts with other professionals, reading literature and participating in professional organizations.  
14. Reviews all department related invoices and receipts prior to submission for payment.  

15. Is reasonably available on a 24 hour basis to respond to public works emergencies.
16. Develops and shares a weekly report of work accomplishments to the Water Utilities Director.  
17. Performs related work as required.

Required Knowledge, Skills, Abilities and Minimum Qualifications:
The requirements listed below are representative of the knowledge, skills, abilities and minimum qualifications necessary to perform the essential functions of the position.  Reasonable accommodations may be made to enable individuals with disabilities to perform the job.

Requirements include the following:

· A high school diploma supplemented by additional formal education in construction techniques and the skilled trades.

· Five or more years in water distribution system maintenance and sanitary sewer collection system maintenance with some supervisory experience.

· State of Michigan S-2 Water Certification or willingness to acquire certification within a reasonable timeframe.

· A Michigan class “B” Commercial Driver’s License (CDL) with the endorsements appropriate for the City’s fleet, or the ability to obtain one upon hire.

· Knowledge of the principles, practices and regulations governing the distribution of potable water.

· Knowledge of the safety practices, issues, tools, equipment, methods, and materials utilized in water distribution and sanitary sewer collection, and skill in applying them to regular and emergency projects.

· Knowledge of water and sewer main construction, repair and maintenance.

· Skill in evaluating the conditions of underground pipes and the ability to determine the pressure requirements of a water distribution system.

· Skill in training, supervising and evaluating the work of others.

· Skill in maintaining accurate and thorough reports and records.

· Skill in prioritizing and leading a wide range of utility repairs.

· Skill in building and maintaining effective working relationships with public officials, contractors, business and property owners, various professionals, community groups and the general public.

· Ability to read and maintain records and maps of utility mains, valves and service lines.

· Ability to communicate effectively and present ideas orally and in writing.

Physical Demands and Work Environment:
The physical demands and work environment characteristics described here are representative of those an employee encounters while performing the essential functions of the 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 regularly required to communicate with others in person and on the telephone. The employee is frequently required to view and produce written and electronic documents. The employee is frequently required to inspect machinery and pipes that range from below ground to above head level and to inspect ground and elevated storage tanks.  The employee must occasionally lift and/or move objects of moderate to heavy weight. The employee is required to utilize a full range of power equipment and tools. 

While performing the duties of this job, the employee frequently works in an outdoor setting.  The employee is exposed to moving mechanical parts, adverse weather conditions, risk of electrical shock, vibration, fumes or airborne particles, and toxic or caustic chemicals. The noise level in the work environment is usually moderate, and can occasionally be very loud.

ACKNOWLEDGMENT

This job description has been presented to ___________________________________.  The Employee and the Employer have had the opportunity to discuss the job description and ask any questions.

I, _________________________, acknowledge that the aforementioned job description has been presented to me.  I will use this description as an outline and guide of the expectations and requirements of my position. 

_____________________________________
Signature of Employee 

       Date
______

Initials
______

Initials

