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Maintenance & Operations Specialist

CLASS SERIES BAND/GRADE/SUBGRADE FLSA STATUS

Maintenance & Operations B23-B25 Non-Exempt

CLASS SUMMARY:

This class is the third level in the Maintenance & Operations series. Incumbents perform journey
level maintenance and/or operational activities in assigned area of responsibility. Responsibilities
as assigned may include analyzing samples; coordinating the work of lower level staff;
troubleshooting problems; providing customer service; operating and maintaining complex
instrumentation, equipment and/or testing equipment; performing water plant and equipment
maintenance; conducting lab analyses; compiling data and preparing regulatory reports; and,
troubleshooting complex maintenance and operational problems.

ESSENTIAL DUTIES: PERCENT OF
TIME

This class specification represents only the core areas of responsibilities; specific position
assignments will vary depending on the needs of the department.

Actively participates and accomplishes organizational, departmental and Daily
workgroup goals and objectives. 100%
Exhibits a service orientation toward internal and external customers and Daily
maintains productive working relationships. 100%
May serve as a lead to staff to include assigning, monitoring, and reviewing work Varies
and providing direction. 0—-20%
Schedules, prioritizes, coordinates and/or performs preventative maintenance of Daily
specialized equipment, facilities, vehicles, instruments, streets, and/or systems. 20%
Maintains, monitors, troubleshoots, repairs, installs, programs, and/or calibrates Daily
equipment, systems, or operations of assigned area. Operates a variety of 20%

machinery, equipment and tools associated with the repair, maintenance and
testing of assigned operations.

Performs inspections and quality checks to ensure regulatory compliance and to Daily
maintain established standards. Works with staff and contractors to remedy 10%
issues or provide guidance and direction.

Maintains applicable software, database and related systems in the control and Daily
support of assigned area. Prepares various reports, documents, 10%
correspondence, and work orders. Reviews documents for accuracy and

completion.
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Responds to and resolves complaints or issues. Provides information and/or Weekly
training and education related to support area. 5%
Monitors inventory levels and ensures adequate resources. Initiates requisitions Weekly
or proposal bids and may administer maintenance contracts. 5%
Responds to emergency calls for assistance. Monthly
5%
Performs other duties of a similar nature and level as assigned. As Required

POSITION SPECIFIC RESPONSIBILITIES MIGHT INCLUDE:

Positions assigned to Environmental Services may be responsible for:

e Assisting with planning and assigning resources in collection and disposal of refuse and
recyclable materials;
e Preparing and delivering sustainability education presentations to promote recycling programs.

Positions assigned to Odor Control may be responsible for:

¢ Installing, monitoring, observing, testing, and recording data from established odor control and
chemical dispensing units;

e Inspecting, testing, troubleshooting existing systems and equipment;

e Conducting field studies for recommendation of new odor control units;

e Researching and responding to complaints/questions regarding odor problems.

Positions assigned to Streets may be responsible for:

e Assessing pavement conditions and maintaining street inventory in pavement management
system;

e Performing project planning, coordination, and administration of contracted pavement
maintenance work;

o Coordinating installation of and performing diagnostic testing of traffic signal systems;

e Providing project management support related to traffic flow, signing, striping and signals.
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Positions assigned to Utilities may be responsible for:

e Leading activities and operations of water treatment plant and distribution system;

e Managing pumps, water levels, system pressures, chemical analysis and adjustments, and
backwash timing adjustments;

o Calibrating water plant instrumentation;

¢ Maintaining data collection equipment, software and networking systems for data
transmission, and data backups;

e Repairing, Troubleshooting and writing code for; programmable logic controllers, radios and
software interfaces.

Positions assigned to Vehicle Maintenance may be responsible for:

e Leading shop activities and diagnosing and repairing electrical, power train, engine, hydraulic
and other systems and equipment on small and heavy vehicles;

o Coordinating and arranging specialty repair and warranty work with vendors;

e Providing training on advanced systems and diagnostic equipment.

Positions assigned to Water Quality may be responsible for:

Maintaining quality assurance of all analytical methodology in water treatment plant laboratory.

e Ensuring laboratory compliance with all applicable standards, guidelines, rules, regulations, laws,
policies and procedures.

e Conducting laboratory operations: operates, inspects, and cleans equipment instrumentation for
proper function and constitution.

e Maintaining, organizing, and updating laboratory data and records

e Coordinating water quality sampling: providing liaison with external laboratory for sample
analysis

TRAINING AND EXPERIENCE:

Training and Experience required correlates to Band/Grade/Subgrade designation as follows:

B23: - High School Diploma or GED, supplemented by vocational technical training in assigned area of
responsibility, and 3 years of experience in assigned area of responsibility; or, an equivalent
combination of education and experience sufficient to successfully perform the essential duties of the
job such as those listed above.

B25: - Bachelor's Degree, and 3 years of experience in assigned area of responsibility; or, an
equivalent combination of education and experience sufficient to successfully perform the essential
duties of the job such as those listed above.
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LICENSING/CERTIFICATIONS:

e Valid Arizona Driver’s License.

Depending on area of assignment, requires:

Valid Class A Arizona Commercial Driver’s License (CDL) including appropriate endorsements
Refrigerant Recovery Certification

ASE Master Certification in Automotive or Heavy Truck Repair

Arizona Emissions Inspector Certification

Respirator Certification

Arizona Grade | Water Distribution Certification

Arizona Grade | Water Treatment Certification

Arizona Grade lll Water Treatment Plant Operator Certification

Arizona Grade |l Water Distribution System Operator Certification

KNOWLEDGE OF:

Depending on area of assignment, requires knowledge of:

Applicable Federal, state and local laws, codes, regulations and/or ordinances;
Journey level principles related to assigned functions;
National Fire Protection Association standards;
Pavement and concrete techniques;

Chemical handling procedures;

Sampling protocol and procedures;

Quiality assurance methods;

Work safety procedures;

Scientific principles;

Mathematical concepts;

Modern office equipment.




GILBERT

ARIZONA

TOWN OF GILBERT
CLASS SPECIFICATION

Maintenance & Operations Specialist

SKILL IN:
Depending on area of assignment, requires skills and key competencies in:

Interpreting and applying applicable laws, codes, regulations and standards;

Performing journey level repair and maintenance of specialized systems and equipment;
Solving problems;

Making sound decisions;

Leading, prioritizing and coordinating work assignments;

Reading and interpreting schematics;

Handling chemicals safely;

Utilizing a computer and relevant software applications;

Communication, interpersonal skills as applied to interaction with coworkers, supervisor, the
general public, etc. sufficient to exchange or convey information and to receive work direction.

ADA AND OTHER REQUIREMENTS:

Positions in this class typically require: climbing, balancing, stooping, kneeling, crouching, crawling,
reaching, standing, walking, pushing, pulling, lifting, fingering, grasping, feeling, talking, hearing,
seeing and repetitive motions.

Medium Work: Exerting up to 50 pounds of force occasionally, and/or up to 20 pounds of force
frequently, and/or up to 10 pounds of force constantly to move objects.

Incumbents may be subjected to operating a motor vehicle, moving mechanical parts, electrical
currents, vibrations, fumes, odors, dusts, gases, poor ventilation, chemicals, oils, blood and other
bodily fluids, extreme temperatures, inadequate lighting, work space restrictions, intense noises, travel
and environmental conditions such as disruptive people, imminent danger, or a threatening
environment.

WORKING TITLES WITHIN CLASS SPECIFICATION:

Chemist — B25

SCADA Programmer — B25

Electrician — B24

Instrumentation Technician — B23

Lead Instrumentation & Wells Specialist — B24
Lead Water Treament Operator — B24

M & O Specialist — Odor Control — B23
Pavement Maintenance Specialist — B23

Fleet Specialist — B23

Traffic Signal Specialist — B23

Water Treatment Plant Operator 1l — B23
Water Meter Instrumentation Technician — B23
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NOTE:

The above job description is intended to represent only the key areas of responsibilities; specific position
assignments will vary depending on the business needs of the department.

CLASS HISTORY INFORMATION:

Draft prepared by Fox Lawson & Associates LLC (BS)
Date: (11/12)

Draft finalized by Gilbert Human Resources (TT)
Date: (05/13)




