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UTILITY MANAGER
Job Description
Supervised By:
Village Manager

Supervises:
Utility Superintendent   

FLSA Status:

Exempt (Salary)
Position Summary:
Under the general direction of the Village Manager, manages and directs the operation and maintenance of the Wastewater and Water Departments to meet all State and Federal regulatory criteria. Supervises, plans, and coordinates the operation, maintenance and repair of the municipal wastewater treatment plant and related pumps, meters and facilities. Plans and coordinates work schedules, prioritizes projects, and coordinates activities with other utilities and the Streets Department. 

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. Ensures compliance with local, State, and Federal requirements governing water plant and wastewater treatment facility operations. 
2. Inspects and repairs plant buildings, facilities, grounds, and equipment.  Establishes and maintains consistent preventive maintenance programs.  Schedules and coordinates repairs and routine maintenance tasks to ensure effective operations.  Inspects work in progress, keeps records of installation or repair, meter installation and repair, and other projects as required.
3. Makes recommendations for new equipment or modifications to existing equipment.  Develops related capital requests.  Prepares and presents annual budget requests, administers departmental budget, and ensures that the authorized budgetary and purchasing procedures are properly used. 
4. Plans and coordinates work required to efficiently operate, maintain and repair water and wastewater treatment equipment including lift stations, pumps, valves, meters and other equipment.  Receives and prioritizes work orders, assigns staff, and coordinates work with other City departments. 
5. Oversees the operations of the Water Department including water testing, installation, maintenance and repair of system components, customer service and emergency response.  Prepares and introduces chemicals to the system.
6. Monitors and modifies testing procedures to assure compliance with applicable Federal and State requirements.  Maintains extensive and orderly documentation pertaining to water and wastewater testing.  Collects and submits required water and wastewater samples for chemical and bacteriological analysis.  Compiles daily consumption records and prepares monthly and annual reports as required by statute and/or regulations. 
7. Monitors and supervises the installation and repair of wastewater treatment equipment. Provides technical advice and assistance to employees on complex or unusual work assignments.
8. Assists with planning wastewater treatment plant improvement projects.  Performs cost and procedure analyses to determine the most efficient operation of the Department and the plant.
9. Instructs, trains, supervises and evaluates personnel.  Ensures employees are properly trained in operations and safety procedures. Inspects work projects to assure compliance with specifications, codes and practices.  

10. Prepares staff schedules and work assignments.  Prioritizes duties, allocates resources and supervises work progress and quality.  Approves scheduled and unscheduled time off, reviews and approves timesheets.  Maintains records and documentation pertaining to employee work assignments and performance.  Assures accurate submission of payroll and other employee data.
11. Performs research and prepares reports as requested.  Attends all Staff meetings and Village Council meetings.  Proposes policies and procedures pertaining to water and wastewater operations.  
12. Operates heavy equipment, including, but not limited to, loader/backhoe, trucks and other specialized construction and maintenance equipment.
13. Responds to customer inquiries and resolves complaints according to established procedures.
14. Ensures an adequate inventory of machinery, equipment, spare parts and supplies to provide efficient operations.  Develops bids, submits requests, and manages purchases and contracts with outside vendors as required.
15. Coordinates and consults with other Village departments, such as Streets Department on collection and distribution line issues, seeks input from specialists and experts as needed and ensures coordination, compliance and communication with other local units, State and Federal agencies in matters related to water and wastewater treatment activities.
16. Keeps abreast of water and wastewater treatment issues, new administrative techniques and current issues through continued education and professional growth.  Reviews and evaluates pending legislation and statutes.  Attends conferences, workshops, and seminars as appropriate.
17. Tracks projects and activities, collects data, prepares correspondence, progress and other general reports and completes related administrative activities for the Department, including DEQ reports and related statutory requirements.  
18. Develops and enforces safety rules and procedures in accordance with OSHA/MIOSHA regulations.  Coordinates safety training and related programming to ensure proper staff preparation.
19. Implements and monitors mandated State (MDEQ) and Federal (EPA) programs such as Safe Drinking Water Act, Lead and Copper Rule, and Radon Rule.  Oversees industrial pre-treatment programs and other specialized program as necessary.
20. Serves in a mandatory on-call status 24 hours a day, 7 days a week, on a rotational basis in conjunction with other department personnel, for emergency activities.   During that time responds to emergencies utilizing and maintaining well-defined procedures
21. Performs other duties as assigned.

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.

· A High School Diploma or the equivalent.

· Five or more years of progressively more responsible experience in wastewater and/or water treatment plant operation or a related field with two or more years of supervisory and administrative experience.

· State of Michigan Wastewater Lagoon Operator License at the level appropriate for the Village’s system (currently L2) is required.

· MDEQ water distribution certification (currently S3) at the level appropriate for the Village’s population and treatment process.

· MDEQ water treatment certification (currently D3) at the level appropriate for the Village’s population and treatment process.

· Knowledge of the chemical and biological processes and best management practices associated with wastewater lagoon treatment operations.

· Knowledge of the computer, electrical, mechanical and hydraulic equipment, components and safety procedures associated with wastewater treatment plant systems.

· Knowledge of the principles and practices of progressive operations and staff management.

· Knowledge of State and Federal regulations and procedures governing municipal water and wastewater treatment systems.

· Skill in compiling and evaluating complex data and formulating policy and service recommendations.

· Skill in implementing and providing diverse programs and services, and directing the utilization of personnel, equipment and other resources.

· Skill in the use of office equipment and technology, including computers and related software, and the ability to master new technologies.
· Ability to communicate effectively, present ideas and concepts orally and in writing.

· Ability to establish and maintain effective working relationships and use good judgment, initiative and resourcefulness when dealing with employees, professional contacts, elected officials and the public in a variety of cooperative and contentious situations.

· Ability to critically assess situations, effectively create and implement plans, and work and lead employees effectively under stress, with deadlines and changing work priorities.

· Ability to maintain accurate records, compile and analyze data and prepare reports.

· Ability to attend meetings scheduled at times other than normal business hours, travel to other locations and respond to emergencies on a 24-hour basis.

· Valid Driver’s License.

· Knowledge of safety procedures and precautions involved in equipment and vehicle operation and public works maintenance work.

· Skill in mechanical maintenance and repair.

· Skill in the use of public works vehicles, light and heavy equipment, tools and related implements used in public works operations.

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’s environment can range from vehicle operation to work intensive construction projects.  Physical demands, therefore, range from sitting in a vehicle to the potentially enormous physical exertion associated with completing public works projects.

Therefore, the following physical demands and environmental characteristics will be encountered by employees at varying frequencies while performing the duties of this job: sitting, standing, walking, climbing, balancing, stooping, crouching, crawling; communicating in person, by phone or radios; using manual dexterity to use tools or equipment; using sight and mobility to complete work tasks; tasting or smelling for chemicals or natural gas at excavation sites; and, the strength, mobility and dexterity to operate equipment, lift or move items of heavy weight or access work sites.

The employee may be exposed to machinery and vibration, chemicals and fumes, high and precarious places or confined spaces, outside weather conditions and risk of electrical shock.  The employee may also occasionally be required to work in confined spaces. The noise level in the work environment ranges from quiet to loud, requiring personal protective gear.

While performing the duties of this job, the employee is regularly required to communicate with others in person and on the telephone. The employee frequently is required to view written documents and inspect the work of subordinate employees. The employee is frequently required to travel to other locations.  The employee is occasionally required to operate a computer and manual or electrical powered equipment and tools. 
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