Citv of Castlegar
POSITION DESCRIPTION

POSITION TITLE: DATE:

ASSISTANT MANAGER - UTILITIES MAY 2024

DEPARTMENT: REPORTS TO:

CIVIC WORKS Manager of Operations
SUMMARY

Reporting to the Manager of Operations. the Assistant Manager - Utilities is responsible for assisting in
the management and administration of activities. staff. eauibment. and other resources reauired to
deliver services related to the Citv's water & sewer svstems.

The Assistant Manaeer - Ultilities is responsible for assisting in the overall deliverv of services related to
the Citv's utilities including water treatment and distribution. wastewater collection and treatment.
stormuwater svstems and the water meter program. The Assistant Manager - Utilities will be responsible
for assisting in the deliverv of services in a safe and efficient manner utilizing unionized staff and service.
maintenance. and construction contracts where apblicable. The Assistant Manager - Utilities will also be
responsible for assisting in the preparation and imbplementation of the annual oberations and canbital
budeets related to Civic Works and will participate in long-range financial and strategic pblanning.

RESPONSIBILITIES

1. Promote and assist in managing the health. safetv. and well-being of all staff under assiesned areas
of responsibilitv.

2. Complv with all policies. rules. and regulations of the municipalitv as well as the federal and
provincial eovernments and their agencies.

3. Assist in the preparation of operatine and cabital budeets and long-term financial and strategic
planning.

4., Contract preparation and administration for external service broviders and construction
contractors reauired for work under assigned areas of responsibilitv.

5. Monitor expenditures against the budget on an on-going basis and take abbrobpriate action to
maintain a balanced budget for assigned areas of responsibilitv.

6. Assist in the management of the purchasing of goods and services in accordance with the Citv's

Purchasine Policv. assist in the management of inventorv and ensure the cost-effectiveness of
oberations for assigned areas of responsibility.

7. Assist in the develobment and imblementation of Standard Oberating Procedures for tasks
performed bv staff under assigned areas of responsibilitv.
8. Address. investigate. and prepare reports on citizen concerns. Communicate with stakeholders

regarding interruntions in services or inconveniences resulting from maintenance and/or
oberations work.

9. Create and monitor annual work plans as well as dailv. weeklv. and monthlv schedules and assign
work to staff through the issuance of Work Orders.

10. Ensure necessarv analvsis of water and wastewater treatment as reauired bv the Ministrv of
Environment is berformed and reported.

1. Review and recommend ub-dates to policies in those areas under the control of this position.

12. Maintain dailv records of oberations.

13. Assist in the recruitment. selection. training. and development of staff.

4. Assist in the establishment of performance standards. monitor emblovee performance. and
escalate concerns to the Manager of Operations as necessarv.
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15. Assist in conducting performance evaluations.

16. Abprove timesheets and expenses in accordance with the Collective Agreement.
17. Mav be reauired to act as the Manager of Operations in the Manager's absence.
18. Other duties and special broiects as assiened.

Immediate Subordinates: Head Treatment Plant Operator. Water & Sewer Foreperson

OUALIFICATIONS

Reauired Knowledge. Abilities and Skills

Reauired Education. Training and Experience

Knowledee of municipal oberations and
maintenance practices and procedures.

A post-secondarv dibloma in Civil Engineering
Technoloev (CET). or Environmental Engineering
Technologv (EET) or a combination of training and
experience in civil works mav be considered.

High level of knowledge and proficiencv related to
water and wastewater treatment. distribution.
and collection.

Certifications in water treatment. water distribution.
sewer treatment and collection a definite asset.

Considerable knowledee of all legislation that mav
apblv to municipal oberations.

A minimum of 3-vears directlv related experience in
progressivelv more responsible positions within a
municipal setting. with a minimum of 1vearin a
supervisorv position.

Proficiencv in record keeping and svstem
maintenance.

Intermediate computer skills. Strong knowledge in
Microsoft Word. Excel. Outlook. and PowerPoint.

Proficiencv in budget preparation and
administration.

Training in human resources management.
infrastructure management. and/or general
administration.

Abilitv to handle multible priorities effectivelv and
meet deadlines.

Valid Class 5 Drivers License.

Strong communication skills. both verballv and in
writing.

Abilitv to effectivelv represent the interests of the
municipalitv.

Abilitv to establish and maintain a high degree of
public confidence and public relations.

Abilitv to foster and maintain a positive team
environment. share work expertise and
knowledege and supbort. train and develob other
staff as needed.

Strong attention to detail. sood communication
skills. abilitv to work without close subervision.

Continual undatine of knowledge. personal
education. and develooment in aspects of
municinal governance. and organizational
develobment as thev abblv to the position.

Abilitv to Maintain confidentialitv at all times.




