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CONTRA COSTA WATER DISTRICT

OPERATIONS CONTROL ADMINISTRATOR

DEFINITION

To plan, organize, and direct the activities of the Operations Control Center (OCC) including general oversight of the operation of open and closed raw water facilities and treated water conveyance/distribution systems within the Operations and Maintenance Department; to coordinate OCC activities with other divisions or departments; and to provide highly responsible technical support to the Water Operations Manager. 

DISTINGUISHING CHARACTERISTICS 

The Operations Control Administrator level provides direct supervision to employees within the OCC and/or assumes substantive and significant programmatic responsibility in a defined area or specialty. 

SUPERVISION RECEIVED AND EXERCISED 

Receives general direction from the management staff. 

Exercises direct supervision over OCC operators, and clerical personnel. 

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

Implementing and revising standard operating procedures to provide water of high quality at adequate quantity and pressure. 

Developing and Implementing through subordinate supervisors and other District resources, training programs for section personnel. 

Ensuring systems are maintained and operated in accordance with applicable water quality, environmental, health and safety regulations. 

Representing the District in meetings with representatives of other agencies, professional associations, and the public.

Recommending and implementing section goals and objectives; establish performance standards and methods for water operations activities; developing and implementing policies and procedures. 

Planning, developing, and overseeing the work of staff involved in water operations activities, including operation of an automated process control system (SCADA, i.e., supervisory control and data acquisition). 

Evaluating operations and activities of assigned unit; implementing improvements and modifications; preparing various reports on operations and activities. 

Participating in budget preparation and administration; preparing cost estimates for budget recommendations; providing justifications for staff, equipment, supplies and materials-, monitoring and controlling expenditures. 

Participating in the selection of staff; conducting performance evaluations; recommending discipline; implementing discipline procedures as directed. 

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

Answering questions and providing information to the public; investigating complaints and recommending corrective action as necessary to resolve complaints. 

Directing water distribution operations to provide water supply to customers in accordance with District standards. 

Maintaining emergency preparedness to provide 24-hour/7-day leadership during distribution system emergencies and operating exceptions; directing the preparation of plans and coordination of activities including approval of all scheduled distribution facility shutdowns; evaluating emergency shutdown incident reports; directing major distribution system emergency shutdowns. 

Monitoring distribution pumping plant energy consumption and recommending procedural changes and making operational decisions to ensure efficient energy management. 

Periodically inspects facilities to ensure reliable operation and maintenance; recommends non- routine maintenance. 

Performing related duties as assigned.

MINIMUM QUALIFICATIONS:

Knowledge of:

Principles and practices of water system operation, including the hydraulics of open channel and closed pressurized water systems. 

Automated process control systems (SCADA) as used in water system facilities. Pertinent local, State and Federal rules, regulations and laws. 

Modem office procedures, methods and computer equipment. 

Principles and practices of research, analysis and management. Budgeting procedures and techniques. 

Principles of supervision, training and performance evaluations. Principles and practices of work safety. Skill in: 

Organizing, implementing and directing water operations activities. 

Analyzing work papers, reports and special projects; identifying and interpreting technical and numerical information; observing and problem solving operational and technical policy and procedures. 

Interpreting and explaining pertinent District and department policies and procedures. Performing the most complex work of the unit. 

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

Developing and recommending policies and procedures related to assigned operations. 

Establishing and maintaining effective working relationships with those contacted in the course of work. 

Operating an automated process control system (SCADA, i.e., supervisory control and data acquisition), as required.

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: 

Six years of increasingly responsible experience in water operations, including open and closed water distribution systems, and two years of supervisory responsibility. 

Training: 

Equivalent to an Associate's degree from an accredited college or university with major course work in civil engineering or a related field. Engineering degree and registration, in an appropriate discipline such as civil, may be substituted for qualifying experience. 

Physical Demands: 

Work is mainly performed in an office environment and occasionally in a field environment, in all weather conditions. Noise levels are quiet to moderate in the office environment and moderate to high in the field environment, due to the use of equipment and the running of vehicle engines. The position requires ability to conduct on-site visits including walking, bending, climbing, and balancing in precarious places to inspect work and property conditions; and lifting or moving up to 50 pounds. 

License or Certificate: 

Possession of, or ability to obtain, a valid California driver's license. 

Grade 5 or higher California Distribution Operator Certificate.
Or

Required to have passed the Distribution Grade 5 exam and can obtain Grade 5 certification within 1 year from the start date in the position.
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