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WATER AND SEWER ADMINISTRATOR
KIND OF WORK:  This is supervisory and administrative work in directing the activities of warehousing, technical and clerical personnel, security, property management and maintenance within the Mobile Area Water and Sewer System.

DISTINGUISHING FEATURES OF THE WORK:  An employee in this class is responsible for planning, organizing, coordinating and supervising the activities of maintenance, warehousing, security, property management and records preservation personnel.  Work is performed in accordance with established guidelines and procedures under the general supervision of the Distribution System and Records Manager.  Supervision is exercised over a large staff in diverse operations. 

EXAMPLES OF WORK:  (Any one position may not include all of the duties listed nor do the listed examples include all tasks which may be found in positions of this class.)  Supervises and coordinates the work of operational, technical and clerical personnel involved with plan review, estimates, records preservation, street cut repair, warehousing, backflow prevention, meter repair and testing, surveys and materials evaluations; coordinates real estate acquisition; manages physical plants and all other properties, identifies easements and maintains easement records; manages, develops and coordinates building renovation projects; makes recommendations to improve service and solve utility problems; directs the preservation of watershed buffer areas; supervises dispatching and fleet maintenance; participates in budget preparation; maintains inventory controls; requisitions materials and supplies; makes oral and written reports; computes values of a large inventory; works with business owners, equipment representatives, contractors, customers, officials and utility representatives on a variety of complex matters; coordinates company wide disaster preparation and response plans; administers the non-duty hours emergency call system and underground storage tank fuel accountability program; oversees disposal of surplus and junk materials; interviews, trains, evaluates and counsels personnel; performs related work as required.

ESSENTIAL REQUIREMENTS OF THE WORK:  Thorough knowledge of materials, methods, supplies, practices and equipment used in the activities of a water and sewer utility; thorough knowledge of warehousing and inventory operations and procedures; good knowledge of computer applications to inventory control and warehousing; some knowledge of property management techniques; ability to maintain effective working relationships with public officials, customers, employees and vendors; ability to supervise subordinate employees; ability to manage complex projects; ability to research, plan, prepare and present orally and in writing complex technical reports; ability to establish and maintain effective working relationships with business owners, equipment representatives, contractors, customers, agency officials, utility representatives and other employees.

MINIMUM QUALIFICATION REQUIREMENTS:  Attainment of a minimum of a bachelor's degree from a recognized college or university in civil or sanitary engineering, industrial management, business administration, public administration or closely related field, and a minimum of three years responsible supervisory and administrative experience in a public utility environment; or a combination of education and experience equivalent to these requirements.

SPECIAL REQUIREMENT:  Possession of a valid driver’s license from state of residence.
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