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WATER SERVI CE REPRESENTATI VE, 1693
SUPERVI SI NG WATER SERVI CE REPRESENTATI VE, 1697

Summary of Duties : Makes field investigations to determne water
service requirenents; advises and consults with custonmers or their
representatives in the office, on the tel ephone or in the field
regardi ng water service requirenents, agreenents, problens,
irregularities, and conplaints; determ nes applicabl e charges and
rates; and arranges for tenporary services; or supervises enpl oyees
engaged in such work or related office work; personally handl es or
supervi ses the nore invol ved cases; plans, directs, and coordi nates
t he maki ng of busi ness arrangenents to furni sh water services;
supervises the interpretati on and application of rules and rates in
the rendition of water service; and does rel ated work.

D stingui shing Features : A Water Service Representative contacts
custoners fromthe office or in the field to furnish infornation

advi ce, and assistance relative to water service including naking

busi ness arangenents and determni ng applicable water rates. The work
entails investigation and solution of water service problens. It

requi res i ndependent judgnment in evaluating observed field conditions
in terns of existing policies, ordinances, rules, and regul ations
governing the supply of water and water services by the Departnent of
Water and Power. An enployee of this class is responsible for
establ i shing and mai ntai ning good public relations wth custoners.

A Supervising Water Service Representative supervi ses enpl oyees
engaged i n resol ving custoner problens and conpl ai nts, naki ng busi ness
arrangenents for water service, and determ ning and applying rates and
charges. Enpl oyees assigned to these positions are responsi ble for
determning the details of work nmethods and for coordinating the work
of subordinates; and may personsally resolve the nore difficult

probl ens invol ving wat er servi ces.

(ne Supervising Water Service Representative position is responsible
for directing the field and office activities necessary in nmaking

busi ness arrangenents to furnish water services. A person inthis
position receives instructions in terns of objectives and determ nes
general working methods and the organi zati on and presentation of
conpl et ed work; exercise considerable judgnent in giving advice on the
proper interpretation and application of ordinances, regul ations,
policies, and procedures relating to water services; and nmakes
recommendations. Fulfills supervisory Affirmative Action
responsibilies as set forth inthe Gty's Affirmative Action Program

Exanpl e of Duties : \Water Service Representative : Conducts
Investigations to determne water service requirenments fromthe office
and in the field; advises and consults with custonmers relating to

busi ness arrangenents including financing, service |ocation, and
construction schedule for the installation, extension, renoval, and
nodi fication of water services; determnes applicable rates and




charges for existing and antici pated servi ces;
furnishing of water service wth other governnental

coordinates the
or gani zat i ons;

resol ves such water service problens and conplaints as | ow pressure,

i nadequat e supply, area devel opnent and system char ges;

special rates; investigates and reports irregularities and viol ations

r ecommends

of regul ations and agreenents regardi ng the use of particul ar water

services; installs, operates, and renoves control
servi ces; keeps records;

reports.

Supervi sing WAter Servi ce Representative:

assi gns and

regarding difficult problens or work nethods,
and procedures; coordi nates subordi nat es

regul ati ons,

( val ves for tenporary
and prepares consi derabl e correspondence and

Supervi ses field enpl oyees
engaged i n the above work or office enployees engaged in rel ated work;
revi ews subordi nates' work, confers with and advi ses them

policies, rules,

activities; and

resolves the nore difficult problens involving custoner rel ations,

unusual faci

lity requirenentss, and speci al
expl ai ns and gi ves advice on departnent regul ations,
ordi nances and construction requirenents;
billing adj ustnents;
conduct s studi es,
servi ce contracts;

rates and char ges;
perti nent
aut hori zes refunds and
i ssues billing nmenoranda for specia
devel ops and conducts trai ning;
prepar es correspondence, estinates,
and updates charges for water facilities on an annual

rat es;
revi ews wat er
and reports,
basi s.

Drects field and office activities necessary in nmaki ng busi ness

arrangenents to furni sh water service;
arrangenents for the installation of conplex or unusual
tracts, subdivisions,
recommrends changes in rul es,

and i ndustrial and commerci al

regul ati ons,

negoti ates and nakes busi ness
services in

devel opnents; and
and procedures.

Enpl oyees in these cl assses nay be assigned to other duties for

trai ning purposes or to neet technol ogi cal

Qualifications :

Knowl edges

O di nances
pol i ci es,

, rules, regulations,
and procedures concerni ng

water rates, water system extensions,
servi ce connections, and supply facil -

ities of t
Power ;

Knowl edges

he Department of Water and

(Cont)

Wt er Service
Representati ve

changes or energenci es.

Super vi si ng
Wt er Service
Representati ve

Cener al

Wt er Service
Representati ve

CGood

Super vi si ng
Wt er Service
Representati ve




Princi pl es and techni ques of effec-
tive witten and oral business com
muni cat i ons;

Fi nanci al arrangenments required in
connection with water system exten-
sions and service connections to
serve subdi vi sions and ot her vacant
properties;

QO gani zation and functions of the

Department of WAter and Power per-
taining to the furnishings of water
servi ces;

Wt er service requirenments of
residential, comrercial, in-
dustrial, and construction pro-
jects, including fire service
regul ati ons;

Principles of office adninistra-
tion and supervi sion;

G fice procedures, including
filing nethods;

Usual causes and correction of
| ow pressure, noise, and other
troubl e i n consuners' pl unbing
syst ens;

Gvil Service Comm ssion Rul es
Abilities

Read and interpret maps, |egal
descriptions, and records of the
wat er distribution system

Performarithnetical cal cul ations
usi ng standardi zed forml as and
t abl es;

Mai ntai n records, and prepare
well witten correspondence and
reports;

Cener al

Cener al

Cener al

Cener al

Cener al

Cener al

CGood

Wr ki ng

Wr ki ng

Wr ki ng

Wr ki ng

Wr ki ng

Cener al

Cener al
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Super vi si ng
Wt er Service
Wt er Service
Abilities (Cont)
Representative
Representative

Deal tactfully and effectively
with enpl oyees and the public in
xpl ai ni ng and appl yi ng ordi nances,
rul es, and regul ati ons governing the
furni shing of water service;

X X

Pl an and supervi se the work of sub-
ordi nates and to devel op worki ng
pr ocedur es.

X

Three years of full-tinme paid experience in a position at the |evel of
Senior Aerk performng work in one or nore of the follow ng: a)
providing services at a public counter; b) public contact field work;
c) providing water services; d) calsulating utility fees and charges
and col | ecting noney fromthe public, or e) providing data and
information pertaining to water facility installations, water services
and nmeters, and charges collected is required for Water Service
Represent ati ves.

Three years of experience at the level of Senior derk in: providing
services at a public counter; public contact field work; providing
wat er services; or calculating fees and charges and col | ecti ng noney
fromthe public is required for Water Service Representative.

Two years of full-time paid experience as a Water Sergvice
Representative or in a class at that |evel performng work in one or
nore of the follow ng: a) naking business arrangenents for water
service; b) conpiling and anal yzing cost data or preparing reports
relative to water facilities installations, nethods, or procedures; or
C) interpreting, revising or applying Water Systemrules, rates and
policies in the rendition of water service is required for supervising
Wt er Service Representati ves.

Two years of experience as a Water Service Representative or in a
class at least at that |evel and which provides experience in nmaking
busi ness or technical arrangenents for water service is required for
Supervi sing Water Service Representati ve.

License: Both Qasses: Awvalid California driver's |license and a
good driving record is required.

Physi cal Requirenents : Both asses: Strength to perform average
[Tfting of Tess than 5 pounds and occasionally over 15 pounds; the
agility and nuscul ar coordi nation as required when installing control
val ves on tenporary services and nmaking field i nspections to determ ne
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wat er service requirenments; good speaking and hearing ability; and
good eyesi ght.

Persons with nedical limtations may, wth reasonabl e accommodati on,
be capabl e of performng the duties of ssonme of the positions in these
classes. Such determ nati on nust be nmade on an indivi dua

basis in | ight of the person's limtations, the requirements of the position, an

the appointing authority's ability to effect reasonable accomodations to th
person's limtations.

As provided in Gvil Service Commssion Rule 2.5
and Section 4.55 of the Adninistrative Code, this
specification is descriptive, explanatory and not
restrictive. It is not intended to declare what
the duties and responsibilities of any position
shal | be.



