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Classification Specification
	

	
	4210100

	
	WASTEWATER SUPPORT SPECIALIST


Class Summary

The responsibilities of this classification include performing advanced level technical and administrative functions to support the administrative, maintenance and financial reporting systems of the wastewater treatment plant and conveyance systems.
Distinguishing Characteristics

This is a single level classification and is distinguished from other administrative and technical classifications in that this classification is primarily responsible for supporting the operational, maintenance and administrative functions associated with a wastewater treatment plant.  Incumbents are responsible for administering and maintaining a variety of management data, maintenance work orders and tracking systems, other administrative transactions associated with the plant’s productivity measures, and entering and reconciling payroll data with the treatment plant’s internal reporting systems. 
This classification is distinguished from the Administrative Specialist and Technical Information Processing Specialist classification series in that this classification performs specific duties to support the maintenance of equipment, facilities and wastewater treatment operations at a treatment plant.  These duties are critical to the daily and weekly operations of the plant. 
Examples of Duties (May vary by position)

1. Enter asset and maintenance data into database as provided by Maintenance/ Planner Scheduler (e.g., work orders, asset numbers, asset descriptions) ensuring accuracy through review of paper documentation and audit of retained data.  

2. Review paper time reports, enter data, and submit file transfer to central payroll system, following established policies and procedures for payroll and time & labor transactions; ensure accuracy through review of paper documentation and audit of retained data; resolve and/or identify payroll and other accounting related problems by researching and answering questions or referring problems to other staff. 
3. Develop, prepare and maintain operational and administrative information including mandated operations reports, newsletters, presentation materials, organizational charts, expense reports and directories. 

4. Prepare and process expense/travel reimbursements, tuition reimbursements, invoice payments, petty cash, requisitions and other accounting transactions.
5. Create relational databases and directories and track and maintain data for personal computer based applications.
6. Research and compile data for information requests, including preparing spreadsheets and/or custom reports.   

7. Maintain human resources and plant operations information (personnel files, employee emergency contact information, stand-by lists), and process related transactions such as Personnel Change Notification, Request for Personnel, service awards, worker’s compensation, Family Medical Leave Act leave requests.
8. Perform general administrative support functions as assigned.  Tasks may include answering phones, maintaining calendars, screening mail, preparing correspondence and other documents for management’s signature, purchasing supplies and archiving.
9. Perform other duties as assigned.
Knowledge/Skills (May vary by position)

Knowledge and experience in the application of general office principles and techniques

Knowledge and experience in the application of specific software applications associated with the position such as, but not limited to, Peoplesoft, Mainsaver (asset management database), Microsoft office products, and relational databases
Knowledge and experience in processing payroll transactions including audit principles and techniques

Knowledge and experience in basic research techniques and principles

Knowledge and experience in basic accounting techniques and principles

Knowledge and experience in customer service techniques and principles

Skill in oral and written communication 
Skill in working and interacting with a diverse group of individuals 

Skill in processing transactions with mandatory deadlines and reviewing detailed information necessary to process these transactions

Skill in working on a number of assignments simultaneously

Skill in organizing and prioritizing work assignments
Skill in team problem solving and working in a team environment 

Skill in making independent decisions on work assignments

Skill in troubleshooting computer and software problems associated with essential duties 
Licensing, Certification and Other Requirements
Some licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.
	FLSA Designation
	Non-Exempt  

	Levels within same series
	None
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