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JOB DESCRIPTION

CITY OF HOWARD

DEPARTMENT:  WATER / WASTE WATER FOREMAN
Revised 3/5/2014

PRIMARY RESPONSIBILITIES

1. Ensures proper testing and chemical treatment of water, responsible for repair and maintenance of pumping stations and water lines, all water hookups and disconnects. 

2. Ensures proper maintenance of water meters and installation of new water meters.   

3. Maintains records of amount of water pumped, curb – stop locations, water main valve locations, chemicals used and any other pertinent information necessary for operation of the utility department. 

4. Performs all required testing of water for proper chlorine and fluoride levels. Submits water samples for bacteriologic and fluoride analysis, also analysis for organics, inorganic, and the presence of gross alpha activity. Forwards results to the Environmental Protection Agency to comply with federal Safe Drinking Water Act.

5. Performs preventive maintenance of all system equipment as necessary and as indicated by manuals and instructions. 

6. Flushes all city hydrants a minimum of twice a year.

7. Maintains and repairs the sanitary sewer system and insures proper operation and maintenance of the City lagoon system and all related equipment, including ensuring proper testing and reporting procedures and working with regulatory environmental control agencies as appropriate.

8. Maintains records of all sewer cleaning operation and other pertinent facts concerning the wastewater collections and treatment functions.

9. Performs maintenance of pool to include, caulking and painting of the pool.  

10. Operates and maintains all pool mechanical operations, including but not limited to, the filtering system, recirculating pump, chlorination, flow meter, chemical metering pumps, and valves. Ensures proper amount of chemicals are used in pool operations. Documents testing and files appropriate reports, as necessary and/or required.

SPECIAL REQUIREMENTS 

1. Certificates required by the state of South Dakota to operate water and wastewater facilities include: water distribution, wastewater collection and stabilization ponds collection. 

2. The City of Howard requires a Class 1 Certified Operator of all three categories following the required waiting period.

COMMON CORE RESPONSIBILITIES:

1. Operate snowplows and trucks for snow removal. Haul gravel, chips, and repair streets when needed. 

2. Work on all phases of electrical work, as needed when available.

3. Work closely with other Departments to perform tasks as needed.

4. Create a schedule of maintenance checks of water meters, for accuracy, of all homes and businesses, the City of Howard serves.  Prepare time line for completion on a rotating basis with annual reports.   

5. Spray parks, streets, and gutters for weeds along with all other Departments.  

6. Maintain softball diamonds and concession stand with all other Departments

7. Maintain City dog kennel with all other Departments.

8. Spraying of pesticide for mosquitoes, throughout the City and work with Miner County for spraying of mosquitoes, as directed.
9. Weekly tour the City checking for problems with potential water leaks.

10. While driving the City streets, clean up debris, trash and or litter. 
11. Read monthly water and sewer meters accurately and record actual date of reading on the same date each month, if practicable, or as soon thereafter if good cause exists for the delay.

12. In coordination with other Departments, survey the City and document possible Code violations and follow up with reports to the City Council at monthly meetings for direction so as to promote and insure a positive quality of life throughout the City of Howard.
13. Police and maintain physical areas of municipal buildings for all departments to insure a clean and safe working environment.

14. Cross-train to be able to professionally fulfill the duties of any City Department in the event of vacations or other necessity to fill in or assist with said duties, as directed.

15. Other duties as may be assigned by the City Council.

COMMON CORE REQUIREMENTS 

1. Thorough knowledge of the methods, equipment and materials involved in the operation, including awareness of the hazards involved and necessary safety precautions.

2. Ability to work effectively with city officials and the general public. 

3. Attendance at all City regular monthly meetings unless excused, for scheduled 15 minutes, to update the City Council. to be available to answer questions from the Council, or address concerns on the agenda. Available for other special meetings as requested. 

4. Ability to coordinate and cooperate with other City Departments to insure everyone aware of each other Departmental needs for the week and to maximize the use of City equipment and personnel towards the efficient and effective operation of the City of Howard.

5. Coordination of vacations and paid-time-off with other Departments, to insure the continuation of City services with a focus on positive customer services.
6. Obtaining and continually maintaining the South Dakota chemical applicator certification required for spraying City property.  parks, lawns, streets, gutters, cemetery, and airport.

7. Obtaining and continually maintaining the SD pesticide applicator certification for mosquitoes.

8. Maintaining positive working relationships with members of the community, co-workers, elected officials and other third parties with whom the City does business with a focus on providing exceptional customer service to our citizens and insuring an enhanced quality of life throughout the community.
9. Conducting the affairs of the City in accordance with the highest legal, ethical and moral standards.  Any conflicts of interest should be avoided or otherwise disclosed and managed.
