
 
Utility Committee Meeting 

AGENDA 

April 3, 2012 

I. CALL TO ORDER 
 

II. MATTERS BEFORE COMMITTEE 
1. Approval - Purchase Lawn Mower for Sewer Plant 
 
2. Discussion / Approval - Utility Administrative Assistant Job Description  
 

 
III. ADJOURN 



 

 
Utility Committee Meeting 

AGENDA 

April 3, 2012 

 

Item:
 

Approval - Purchase Lawn Mower for Sewer Plant 
Department:
 

Additional Information:
 

Financial Impact:
 

Budgeted Item:
 

Recommendation / Request:
 

Viewing Attachments Requires Adobe Acrobat. Click here to download.

 

Attachments / click to download

Lawn Mower Info

Cover Memo
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Utility Committee Meeting 

AGENDA 

April 3, 2012 

 

Item:
 

Discussion / Approval - Utility Administrative Assistant Job Description  
Department:
 

Additional Information:
 

Financial Impact:
 

Budgeted Item:
 

Recommendation / Request:
 

Viewing Attachments Requires Adobe Acrobat. Click here to download.

 

Attachments / click to download

Job Description 

Cover Memo

Item # 2
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City of Monroe 
Position Description 

  
Position Title:  Administrative Assistant 
Department: Utilities 
Class Code:   
Pay Grade:   
FLSA Status: Nonexempt 
Established:  
Revised:  August 2008 
  
SUMMARY:  
This position is responsible for support of electric, natural gas, water, sewer, CATV, and Internet 
departments. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES:  
 

• Compiles annual reports to various governmental agencies. 
 
• Assists all utility department heads with administrative tasks. 
 
• Assist developers and builders with new construction projects, including accepting 

fees, following up reviews with engineers, and scheduling and participating in 
meetings with developers and utility department heads. 

 
• Handles calls for various utility inspections. 
 
• Corresponds and works with Walton County Environmental Health and restaurants 

regarding grease trap ordinance and inspections. 
 
• Maintains databases, mapping, and other files pertaining to all utilities. 
 
• General secretarial duties such as typing correspondence, answering telephone calls 

and creating work orders. 
 
• Performs other related duties as assigned. 

 
SUPERVISORY RESPONSIBILITIES:   
This position has no supervisory responsibilities. 
 
QUALIFICATIONS:   
To perform in this position successfully, an individual must be able to perform each essential 
duty satisfactorily.  The requirements listed below are representative of the knowledge, skill 
and/or ability required.  Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions. 
 

• Knowledge of city policies and procedures related to the performance of duties listed 
above. 

 
• Knowledge of utility design in subdivisions. 
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• Ability to read and understand blueprints. 
 
• Ability to use several software programs, including word processing, databases, and 

spreadsheets. 
 
• Skill in oral and written communication. 

 
EDUCATION and/or EXPERIENCE:  
High school diploma or general education degree (GED); or equivalent combination of related 
training and experience.   
 
LANGUAGE SKILLS:  
Ability to read and interpret documents such as safety rules, operating and maintenance 
instructions and procedure manuals.  Ability to write routine reports and correspondence.  Ability 
to speak effectively before groups of citizens or employees of the City. 
 
MATHEMATICAL SKILLS:  
Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, 
common fractions, and decimals.  Ability to compute rate, ratio, and percent and to draw and 
interpret bar graphs. 
 
REASONING ABILITY:  
Ability to solve practical problems and deal with a variety of concrete variables in situations 
where only limited standardization exists. Ability to interpret a variety of instructions furnished in 
written, oral, diagram, or schedule form.  
 
CERTIFICATES, LICENSES, REGISTRATIONS:   
There are no required certificates, licenses, or registrations for this position. 
 
PHYSICAL DEMANDS:   
The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this position.  Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 
 
While performing the duties of this job, the employee is regularly required to use hands to finger, 
handle, or feel and talk or hear.  The employee frequently is required to stand, walk, sit, and 
reach with hands and arms.  The employee is occasionally required to climb or balance; stoop, 
kneel, crouch, or crawl; and taste or smell.  The employee must occasionally lift and/or move 
light objects.  Specific vision abilities required by this job include close vision, distance vision, 
color vision, peripheral vision, depth perception, and ability to adjust focus. 
 
WORK ENVIRONMENT:   
The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this position.  Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 
 
The work is typically performed in an office. 
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SELECTION GUIDELINES:   
Formal application, rating of education and experience, oral interview and reference check; 
must meet physical standards test, and other related tests may be required. Drug screen 
required.  Hire is subject to criminal history investigation.   
 
NOTE:   
The position description does not constitute an agreement between the City and employee and 
is subject to change by the City as the needs of the City and requirements of the job change. 
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