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CONTRA COSTA WATER DISTRICT

FIELD CLERK

NATURE OF WORK 

Under general supervision, performs a variety of clerical, radio dispatch and telephone functions requiring accuracy and some independent judgment in support of Operations and/or Maintenance programs and staff. 

DISTINGUISHING CHARACTERISTICS 

This classification is distinguished by the combination of varied clerical responsibilities and radio dispatch and telephone duties assigned requiring judgment and effective communication skills.  These positions are assigned to field office locations and are responsible for all general clerical functions at these facilities without other clerical assistance. 

EXAMPLES OF DUTIES 

Responds to customer, staff and public inquiries regarding leaks, pressure problems, District service responsibilities, and repair or construction work. 

Takes and relays messages and information from and to field service personnel, supervisors, contractors, vendors, Underground Service Alert, local governmental agencies and others. 

Operates a personal computer and/or interactive terminal to create and maintain computerized inventory, repair history and costs, fuel system; and equipment tracking programs as well as word processing. 

Operates two-way radio system to maintain contact with field personnel and others, to dispatch field crews or service personnel as needed, and to relay information. 

Orders standard operations and maintenance materials including office supplies, rock, concrete and equipment spare parts as needed. 

Generates and/or processes and maintains records of work orders and assists in the scheduling of preventative maintenance work.

Creates and maintains various files and logs related to operations and maintenance programs. 

Processes daily time reports and related documents. 

Types a variety of correspondence and reports; may assist in the preparation/compilation of report data and materials. 

Performs basic arithmetic calculations in determining operations and maintenance costs and man hours worked. 

May travel to various District locations such as pump stations to read/record operating hours for preventative service scheduling. 

Performs other related duties as assigned. 

MINIMUM QUALIFICATIONS 

Knowledge of: 

Contemporary office practices, procedures and equipment, including micro-computers 

Correct English usage, spelling, grammar and punctuation 

Two-way radio procedures and telephone practices 

Filing, indexing and cross-referencing systems 

Ability to: 

Communicate effectively with others in person and by telephone or radio 

Type accurately at 35 words per minute 

Perform basic arithmetic calculations 

Maintain accurate records 

Follow written and oral instructions 

Work effectively with frequent interruptions

Education and Experience 

Education: 

Graduation from high school or its equivalent 

Experience: 

Two years of general office clerical experience and/or two years of radio dispatch experience which included record keeping duties. 
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