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CONTRA COSTA WATER DISTRICT

ENGINEERING SERVICES COORDINATOR

DEFINITION

To plan, organize, direct and provide engineering liaison/coordination services within the Engineering Department; to perform a variety of technical tasks relative to the explanation and enforcement of district requirements for water service to new or existing facilities. 

DISTINGUISHING CHARACTERISTICS

This is a first line supervisor position which is distinguished by its specialized responsibility to act as a liaison between the district and the development I contractor community and other public agencies relative to the procedural requirements necessary to obtain water service, land rights, or non-standard services for new developments or other projects.

SUPERVISION RECEIVED AND EXERCISED

Receives direction from management staff.

Exercises direct or technical supervision over assigned clerical and technical personnel.

EXAMPLES OF DUTIES - Duties may include, but are not limited to, the following:

Supervise and coordinate communications and the document review and processing steps between the District and developers or customers requesting water service requiring Engineering Department review, approval, and, when appropriate, design services.

Recommend and assist in the implementation of goals and objectives; enforce district code of regulations and administrative procedures relative to standard water service agreements.

Evaluate operations and activities of assigned responsibilities; recommend improvements and modifications to increase efficiency and or improve customer service.

Estimates revenues from developer fees, based upon the number of projects underway or planned, and inputs this information into the budget process.

Provide information regarding District regulations, requirements and policies with respect to water service, land rights, rates and charges, and related matters.

May be assigned special projects requiring the gathering of information, the conduct of surveys or writing reports not directly related to primary function.

Prepares monthly reports with activity counts of service applications, water main agreements and easement agreements for upper management; occasionally drafts board agenda docket items for matters requiring board of directors approval.

Answer frequent questions and provide information to the public on the phone, in person, or in writing; investigate complaints and recommend corrective action as necessary to resolve complaints.

Build and maintain positive working relationships with co-workers, other District employees and the public using principles of good customer service.

Perform related duties as assigned.

MINIMUM QUALIFICATIONS

Knowledge of:

Principles and practices of water utility service, including engineering terms and drawings.

Record-keeping techniques and research and statistical methods.

Equipment, tools and materials used in office support functions.

Principles of supervision, training and performance evaluations.

Principles and practices of environmental impact assessment and related regulatory processes.

Principles and practices of surveying, subdivision mapping and records of survey.

Principles of budget estimating.

Principles and practices of safety management.

Pertinent local, State and Federal laws, ordinances and rules.

Ability to:

Organize, implement and direct engineering services liaison/coordination operations/activities.

On a continuous basis, know and understand all aspects of the job; intermittently analyze work papers, reports and special projects; identify and interpret technical and numerical information; observe and problem solve operational and technical policy and procedures; and explain District and Engineering Department regulations, policies and procedures to developers, contractors, consultants, the general public, and other District staff.

On a continuous basis, sit at desk for long periods of time; intermittently twist to reach equipment surrounding desk; perform simple grasping and fine manipulation; use telephone, and communicate through written means; write or use a keyboard to enter/retrieve data; and lift and carry weight of 10 pounds or less.

Gather, compile, analyze and interpret technical and statistical data and information.

Assist in the development and monitoring of an assigned program budget.

Develop and recommend policies and procedures related to assigned operations.

Work cooperatively and constructively with a variety of persons, sometimes under stressful conditions, with tact and diplomacy, while at the same time ensuring district policies are enforced.

Communicate clearly and concisely, both orally and in writing.

Prepare clear, complete, accurate, timely and concise written correspondence and reports.

Supervise, train and evaluate assigned staff.

Experience and Training

Any combination of experience and training that would provide the required knowledge and abilities is qualifying. A typical way to obtain the required knowledge and abilities would be:

Experience:

Five years of increasingly responsible experience in clerical or administrative activities in real estate, public works/planning permitting, or sub-professional technical engineering, including one year of lead responsibility .

Training:

Equivalent to the completion of the twelfth grade supplemented by college course work in office management, business administration, drafting, technical engineering support activities or a related field.

License or Certificate:

Possession of Notary Public certification is desirable.

May need to possess a valid California driver's license as required by the position.
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