cwn CRESCENTA VALLEY WATER DISTRICT

Project Coordinator

SUMMARY DESCRIPTION

Under general supervision within the Engineering Department, the Project Coordinator shall perform
technical level administrative and/or program related duties and research, collect, and analyze data and
prepare draft reports; to perform administrative and technical work of assigned program areas; to provide
some highly responsible administrative duties in support of the Engineering Department and the District’s
Strategic Plan initiatives.

REPRESENTATIVE DUTIES

The following duties are typical for this classification. Incumbents may not perform all duties and/or may
be required to perform additional or different duties from those set forth below to address business needs
and changing business practices.

Develop, coordinate, and implement program activities as assigned as it relates to the Engineering
Department and across department activities, as applicable.

Perform a wide variety of complex administrative duties and provide routine and ad hoc analytical
support for department and other staff.

Respond to requests for documentation related to assigned area of responsibility; explain and
interpret assignment area policies and procedures to internal or external customers.

Assist staff in performing and conducting studies, special projects, administrative and technical
functions; perform data collection and analysis.

Review, verify, and process documents related to department activities including, but limited to
budgets, contracts, grants, claims, legislation, and other specialized documents based on area of
assignment.

Maintain a wide variety of filing and reporting systems as necessary; develop record keeping
procedures; provide relevant information to relevant parties; prepare and type correspondence;
and compile and type reports.

Schedule and assist with field investigations; maintain equipment and supplies in support of field
investigations; assist with organization and storage of paperwork related to investigative reports.
Coordinate and review the District’s developer project program on an ongoing basis.

Compile plan review fees, connection fees and permit fees on developer-based plans; extract and
compile key paperwork pertinent to permits and field inspections; informs contractors,
developers, and the public of plan ready status.

Provide customer service support based on operational needs.

ESSENTIAL FUNCTIONS

Perform technical level administrative and/or program related duties.

Review documents related to department operations; observe, identify and problem solve office
operations and procedures; understand, interpret, and explain policies and procedures; explain
operations and problem solve office issues for the public and with staff.

Receive and respond to a wide variety of customer and developer concerns and provide technical
information as requested.

Coordinate the Engineering Department’s effort with developers, property owners, utilities,
governmental agencies, contractors, etc. on administrative and technical matters.

Review submissions and applications from developers for connection fees, new water/sewer
service and “will-serve” letters.

Perform related duties as assigned or required for the ongoing operation of the District’s business.
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OTHER DUTIES

e Maintain filing systems in an accessible and workable condition

e |nput, tabulate and prepare various daily, monthly, and annual reports as requested.

e Assist with answering customer service phone calls, assisting customers at the front counter,
processing payments, processing customer turn-ons and turn-offs, and inputting data into the
customer information system.

e Assist with ad-hoc analytical and other reports across departments.

e Assistin preparing various customer and contractor correspondence regarding engineering projects
including but not limited to contract administration, water shutdown notification, CEQA documents
and correspondence.

QUALIFICATIONS

The successful candidate will reflect the District’s core values as shown in the Strategic Plan. In addition,
the following generally describes the knowledge and ability required to enter the job and/or be learned
within a reasonable period of time in order to successfully contribute to the District’s mission and vision.

Knowledge of:
e Computer operation and standard use of applicable software such as Microsoft Word, Excel,

PowerPoint, desktop publishing, and related databases systems.
e Principles of business letter writing and basic report preparation.
e Customer service, etiquette, principles, and practices of administrative support work.

Experience and Education:
e Education: A Bachelor’s degree from a college or university in business, public administration,
engineering, information systems, earth or environmental science or a related field.
e Experience: Three (3) years of responsible administrative support or technical experience
preferably in the water or wastewater industry.

Licenses/Certificates:

o Driver License: Possession of a valid California Class C Driver License may be required at the time
of appointment. Failure to obtain or maintain such required license(s) may be cause for
disciplinary action. Individuals who do not meet this requirement due to a physical disability will
be considered for accommodation on a case-by-case basis. Possession and proof of a driving
record free of multiple or serious traffic violations or accidents for two (2) consecutive years

e State Resources Control Board, Division of Drinking Water - Water Treatment and Water
Distribution Operators Certificates: Desirable - Possession of Water Distribution Certificate — D1
or higher or possession of a Water Treatment Certification — T1 or higher preferred.

Physical Demands and Working Environment:

The conditions herein are representative of those that must be met by an employee to successfully
perform the essential functions of this job. Reasonable accommodations may be made to enable
individuals with disabilities to perform the essential job functions.

e Environment: Standard office setting; exposure to computer screens; extensive interaction with
District staff and the general public. 10% to 20% work time spent outside and exposed to the sun.

e Physical: Incumbents require sufficient mobility to work in an office setting; stand or sit for
prolonged periods of time; operate office equipment including use of computer keyboard; pull,
pull, lift and/or carry light to moderate amounts of weight; bend, stoop, kneel, and crawl; ability
to verbally communicate to exchange information.

e \Vision: See in the normal visual range with or without correction; vision sufficient to read
computer screens and printed documents and to operate assigned equipment.

e Hearing: Hear in the normal audio range with or without correction.
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SALARY AND BENEFITS

e Salaryis $5,113 - $6,873, Monthly

e Comprehensive Medical, Dental, and Vision insurance plans

e PERSretirement plan

e 10 days of vacation to start, 11 sick days, 14 holidays annually, District-provided term life insurance
and disability insurance coverage

e Optional deferred compensation plan

e Job status: Non-exempt

FILING DEADLINE

Monday, November 16, 2020 at 4:00pm
Application forms are available online at the District website www.cvwd.com or at the Main Office. All
applications should be sent to jlee@cvwd.com or returned to the District Main Office at 2700 Foothill

Blvd., La Crescenta, CA 91214.

Resumes will not be accepted in lieu of District application forms.

An Equal Opportunity Employer

Revised October 2020 3




