01- 28-83
COMWERC AL EXECUTI VE, 9156
Summary of Duties : Directs the activities of the Commrercial D vision,

or one or nore of the major sections of the Dvision in the Departnent
of Water and Power; and does rel ated worKk.

D stingui shing Features : A Commercial Executive nay be assigned to
direct one or nore of the najor sections in the Commercial D vision,

or have overall responsibility for the activities of the Dvision. An
enpl oyee of this class participates in the formulation of D vision
policies and the admnistration of the Division's activities to ensure
that work progresses snoothly and efficiently and that serious |osses
to the Departnent or annoyance and inconveni ence to custoners are

avoi ded. Assignments are received in terns of the desired objectives,
and work is reviewed by the results obtained.

Exanpl es of Duties : Plans, organi zes, coordinates, and directs the
activities of a large group of enpl oyees engaged i n processi ng water
and electric service paynents and orders, neter reading, billing,
bookkeeping, field service, investigation, and collection; resolves
serious or sensitive custoner service probl ens;

Devel ops and recommends i nprovenents in nethods, procedures, and
policies; conducts and participates in admnistrative conferences to
coordi nate functions and devel op nore effective operations; prepares
or directs the preparation of various reports; devel ops and i npl enents
new and i nproved uses of data processing applications; recomends

pur chase and acceptance of bids for equi pnent and of fi ce nmachi nes;
institutes custoner service prograns; receives and resol ves custoner
conplaints and inquiries; analyzes and plans to neet antici pated
growt h in custoner accounts and services; anticipates needs for

addi tional personnel, equipnent, and facilities; directs the
establ i shrent, mai ntenance and operation of district and branch
commercial offices; neets with representatives of other organizations
and agenci es for an exchange of ideas and net hodol ogi es;

D rects the devel oprment, inplenentati on and nai nt enance of the
Dvision's affirmative action plan; nmay act as a nmenber of the
nmanagenent representative's staff; anal yzes and determ nes i npact of
an enpl oyee's representatives' proposal on D vision operation;
devel ops training prograns to inprove efficiency and productivity;
directs the devel opnent and nai ntenance of statistical records of
expendi tures, personnel and other data which serve as a basis for
controlling various operations; directs and participates in the
preparation of the Dvision' s annual budget; and may occasional |y
beassi gned to other duties for training purposes or to neet

t echnol ogi cal changes or energenci es.

Qualifications : A good know edge of the organization, functions,




policies, practices and procedures of the Commercial D vision;, a good
know edge of the Gty Charter provisions and other |aws, ordinances,
rules and regul ations pertaining to the activities of the Dvision; a
good know edge of the principles and practices of busi ness nanagenent
of a large organi zation, including budget preparation and control,

pur chasi ng and personnel nanagenent; a good know edge of the functions
and organi zation of the Departnent of Water and Power; a good

know edge of Data Processing as applied to Dvision's activities; a
good know edge of safety principles and practices; a working know edge
of the laws and regul ations related to equal enploynent opportunities
and affirmative action; a general know edge of Gty personnel rules,
policies and procedures; a general know edge of nenoranda of
understanding as they apply to subordinate personnel; the ability to
pl an, coordinate, direct and review the activities of several groups
of enployees; the ability to interpret admnistrative and operating
data in determning effectiveness; the ability to deal tactfully and
effectively with enpl oyees, public officials and the public; and the
ability to prepare and present witten and oral reports.

Two years of experience as a Commerical Manager; or four years of
experience as a Commercial Field Supervisor; or four years experience
as a Commercial Service Supervisor, or in a class at |east at that

| evel in supervising comrercial office activities for a large public
or private utility is required for Commerci al Executive.

Appointrment to a position in this class is subject to a one-year
probationary period as provided by Section 109 of the Gty Charter.

Physi cal Requirenents : Strength to performlifting up to 5 pounds and
occasionally over 15 pounds; good speaking and hearing ability; and
good eyesi ght.

Persons wi th handi caps may be capable of performng the duties of sone
of the positions in this class. Such determnation nust be nade by the
medi cal exam ner on an individual basis.

As provided in GQvil Service Coomssion Rule 2.5 and Section 4.55
of the Admnistrative Code, this specification is descriptive,
expl anatory and not restrictive. It is not intended to declare
what the duties and responsibilities of any position shall be.



