District Manager Position and Duties
June 17, 2020

Job Title:  District Manager
This position answers directly to the Berkeley Water and Sanitation Board of Directors and involves the oversight of the District programs and management of the administrative and operational functions of the District, including day to day oversight of the Maintenance Supervisor and office personnel. 

Billing:
· Enter payment in different batches – cash/check versus credit card/electronic check, and enter returned checks against the account.
· Send checks through Panini – must match amount entered in to the online bank deposit amount. Must reconcile if checks cannot be read and sent to bank for deposit.
· Follow steps to close down end of month, past due, late fees, generate reports, and monthly or quarterly sewer bills.
· Follow steps to identify accounts to lien, send lien notice, move lien amount plus late charges to lien account in Jayhawk, and send lien(s) to Jefferson County Clerk and Recorder with payment.
· Apply Adams and Jefferson County lien payments to Jayhawk lien account and release lien(s) in Jefferson County when paid.
· Knowledge of Jayhawk to set/change rate or other fees, add categories, add new accounts for premise and customer, backup files, and work with company if the Jayhawk software has issues.
· Knowledge of how to complete sewer tap applications for Berkeley and Metro, water tap applications, and apply the correct charges for the size of tap purchased.
· Knowledge of how to set up and print different billing statements and letters, map path to past due letters, and map network path to server.
· Maintain email and multiple account lists for billing.
· Create procedures for all of the above tasks and keep them current.
· Know how many units to assign for commercial customers
Board:
· Informs Board of issues in which the District may have an interest, compiles background information to facilitate the decision making and policy setting function of the Board.
· Compiles information for Board meeting reports, attend and facilitate meetings, record minutes, notarize and record legal documents.
· Create agenda based on monthly activities, Board input and statutory requirements.
· Prepare Board for known public comments, compiles background information, and sends Board email correspondence prior to the meeting.
· Educate new Board members through emails, discussion during the Board meeting, webinars, and print documents.
· Create and maintain relationships with entities that have potential influence on Berkeley’s policy decisions (i.e. SDA, DOLA, Metro, Denver Water, etc.)
· Enforces rules and regulations, compares rules and regulations to other districts, and makes recommendations to update rules and regulations.
· Complies with DOLA’s statutory deadlines.
· Complies with stipulations in the Colorado Revised Statutes.
· Take Board members off bank accounts and add new Board members to the accounts.

Computer:
· Purchase and replace computers and printers.
· Protect router and wireless network.
· Back up operating systems for each computer on USB drives, use Carbonite to do daily back ups to their cloud server, back up Quick Books and Jayhawk daily.
· Fix software and hardware issues, support dual monitors.
· Add technical equipment as needed (i.e. laptop, projector)
· Facilitate updates to operating systems and programs on computer.
· Set up emergency response to hacking, phishing, and fraudulent requests.

Customer Service:
· Provide in-person or email responses to customers, developers, contractors, title companies, or other outside entities.
· Provide developer documents – current fee schedule, will serve letter, developer agreement, and supporting documents for development (i.e. extension agreements, easements, inclusion, etc.)
· Create and send public notices in the mail, on the web site, or published in the Westminster Window.
· Decide which questions go to the Board, engineer, attorney, or other entities.
· Apply/create internal procedures that treats all customers the same. 
· Promptly responds to District user concerns, coordinates requests for District assistance calls, and responds to assistance calls when needed.

Engineering:
· Create engineering standards, review with engineer, provide to developers/contractors, and be able to interpret for same.
· Provide will serve letter to developer/contractor with conditions for installing their service lines, set up plan review with engineer, and decide if project is extensive enough to warrant a developer deposit.
· Capable of reading drawings for proposed sewer mains.
· Knowledge of how sewer mains should be installed as they relate to water lines and other utilities.
· Understanding of right of way and easement agreements, sewer main extension agreements, performance bond for extension agreement.
· Work with engineers when an industrial user comes in to the District to establish flows and loadings through sampling of their discharge.
· Work with engineer to stay on top of projects and whether all necessary documents have been submitted.
· Work with engineer on capital improvement plans for Denver Water and Berkeley.

Elections:
· If election year, appropriate funds in budget
· Assign and train designated election official
· Find printing company – get quote for printing and mailing
· Define what needs to get printed – send and return envelopes, ballots, privacy sleeve, voter list for mailing
· Meet election statutory deadlines: election notice, candidate notice, UOCAVA ballots, mail ballots, election, unofficial results, canvass board, voter lists
· Get voter lists from Adams and Jefferson County Clerk and Recorder and Assessor twice before mailing, sort for valid voters using Colorado statutes.
· Meet all DOLA and Adams and Jefferson County dates for filing information based on if election is canceled or not.
· Secure election judges and canvass Board, train, oversee ballot count.
· Keep election materials for 25 months after election, then destroy.

Financial:
· Keep track of current budget expenditures and revenues monthly to see if budget is kept on track.
· Compile known expenditures and revenues for upcoming year (Metro charges, CIP, COLA, raises, taps and SDC, sewer charge revenue.
· Create line items for revenue and expense for upcoming budget.
· Manage checks and voided checks through Positive Pay program, view and manage exceptions.
· Payroll – set up employees with hourly rate, manage garnishments.
· Manage and report state and federal taxes – monthly federal payroll tax, quarterly IRS 941, Colorado unemployment and Colorado tax
· Mill levies – begin initial calculation on mill levies based on initial assessed valuation from both Adams and Jefferson Counties in August, knowledge of the amount of mills Berkeley is limited to under TABOR, final calculation in December with Board resolution
· Record approved Board resolution and mill levy DLG 70 worksheets with DOLA, Adams and Jefferson County Financial Departments
· Facilitate yearly audit – enter financial details of checks or deposits using correct general ledger posting, provide all financial supporting documents, potential liabilities: employee time off,  agreements with other entities, developer deposits
· Create yearly rate, fees, and penalty schedule based on Metro rates, suggestions from Board and staff on fees that should be collected, increase in rates
· Create scenarios for Board of rate increase/decrease for all rate users each year
· Create and update rate study rate study based on current and future rates and fees, growth, Metro projections and capital improvements.
· Create internal controls to alleviate fraud – Board only signs the checks, one person enters payments, another reconciles payment to bank deposit, cash deposit is counted before going to bank
· Manage investment account(s)
· Monthly reconciliation of SIPA credit card and electronic check payments

GIS
· Work with staff to ensure we are capturing information on every aspect of the sewer system: sewer mains, manholes, abandoned lines, easements, parcels, etc.
· Ensure uploaded files are protected and accessible 24/7 by software provider
· Ensure layers can be loaded in to another program if BWSD needs to change providers

Human Resources:
· Know how to garnish an employee including their rights
· Create and update job descriptions, duties, and roles for each employee
· Know when to add hour or a position because of work load
· Know how to recruit and pay a qualified person, do a 90 day evaluation on performance, do a background check, report new hire to newhire.com
· Know how to train each position assisted by current procedures, standard operating procedures
· Know how to talk to employee about employee handbook violations, how to discipline or give warning documentation
· Know how to fire an employee, be able to present to Colorado Unemployment records showing why the person was fired
· Update employee handbook and inform employees when laws change
· Recommend hourly wages for employees to Board based on work load, prevailing rates from surrounding districts for similar work, job market, and available pool of workers
· Recommend additional benefits to keep staff, stay competitive with other districts (insurance, paid time off, etc.)
· Provide safety programs and training, manage CSD safety grant which provides safety equipment to the District
· Conduct annual review for each employee
· Create emergency preparedness plan to escape building in certain circumstances
· Run payroll through Quick Books for directors and employees, ensures most current tax table is uploaded, change/add employee information in Quick Books
· Create incentives for employees (i.e. candy, pizza parties, etc.)
· Figure out how to run an essential business during a pandemic

Insurance:
· Knowledge of Colorado Special District Pool versus regular special district insurers – how the Pool pays out versus others, number of claims allowed to keep insurance, based on coming year’s budget
· If you have claims, way to reduce cost by accepting higher deductibles
· Knowledge of property insurance coverage versus insurance carried for condominium association
· Knowledge of blanket bond to cover Board and employees
· Decide correct property and liability coverage for building, truck, and equipment
· Get discounts by signing a sanitary sewer agreement reducing the Pool’s cost because it is tied to a district annually jetting and televising its lines
· Performance bonds for sewer main extensions – equivalent to cost of project and is held for two years until final acceptance is done
· Insurance and bond limits needed for contractors working in the District
· Reports any claims to insurance company, provides response as to why claim occurred, and whether Berkeley was liable for the claim

Legal
· Interpret agreements and its effect on Berkeley
· User prior legal documents as templates, apply as needed
· Re-write rules and regulations based on Berkeley’s needs
· Re-write by-laws as needed
· Re-write emergency preparedness as needed
· Update and post transparency notice with DOLA, SDA, and Berkeley web site
· Know when to involve legal

Metro:
· Understanding of flows and loadings (make up of loadings) and how we can potentially bring them down
· Monitor quarterly flows and loadings, update 20 year trend worksheet with yearly information from Metro
· Knowledge of Metro’s Rules and Regulations and how they affect Berkeley
· Know how to petition Metro for exceptions (i.e. Berkeley’s take over of sewer main in Lowell between 52nd and 53rd Avenue, exempt fire line and sprinkling system, ADU’s, etc.)
· Understanding of how Metro charges for taps and how it affects Berkeley’s customers (i.e. tap size and SFRE equivalent)
· Understanding of how Metro charges quarterly for flows and loadings (annual Metro budget), understanding how Metro’s 3 year adjustments to final readings affect the Berkeley annual bill
· Projection of growth and the effect upon Metro’s bill
· Quarterly tap report and payment due by the 15th or Berkeley gets charged interest
· Yearly audit of tap reports and applications

Negotiations/Review of Costs and Providers:
· Secure new auditor every three years
· Suggestions for legal and engineering representation
· Easement for Denver Water Total Service with Improvements, Union Pacific, and Urban Drainage
· Improvements done for Denver Water by developer or Berkeley
· Internet and phone negotiated every three years
· Insurance – property and liability, unemployment, and blanket bond
· GIS program
· Cell phone provider
· Data back up provider
· Web hosting for free on Google
· Knowing what goes in to an agreement (i.e. Arvada IGA, Denver Water agreement)
· Credit card processing costs offset by State Internet Portal Authority

Operations:
· Ensures the proper maintenance of the District’s facility and its equipment
· Ensures compliance with all regulations, maintains quality assurance, and safety programs
· Knowledge of how the overall system operates, the mechanics, and how Berkeley needs to respond with their maintenance, trouble-shooting and capital improvement
· CDPHE requires an Operator Responsible be Level 2 certified for water and sanitation systems with 3,300 or more residents for any back ups or spills
· Knowledge of three year jetting and televising schedule with  hot spots
· Knowledge of how reviewed televising can turn in to capital improvements
· Knowledge of how sewer mains got on the hot spot list
· Knowledge of what equipment is needed and when to replace
· Knowledge of what equipment should be added to replace contract work
· Knowledge of current contractors for capital improvements
· Knowledge and interaction with CO 811 and Web TMS
· Agreement to go from Tier 2 to Tier 1 with CO 811 so Berkeley could continue receiving locate tickets
· Knowledge of daily operations and how to respond to an emergency call
· Put other short and long term capital improvements based on televised lines

Web Site:
· Create, maintain, and update yearly information (i.e. budget, rates, etc.)
· Post District information – budget, audit, minutes, agenda
· Post announcements – budget hearing, rates and fees hearing, elections, covermyflush campaign
· Maintain domain name
· Host web site on Google so Berkeley does not have to pay for a domain server
· Maintain

Knowledge, Skills and Abilities:
· Good communication skills, both oral and written
· Above average computer knowledge
· Administrative and organizational skills
· Above average customer service skills
· Ability to grasp and explain the goals objectives, policies and programs of the District
· Knowledge of budgeting, tax reporting and liabilities  
· Willingness to work outdoors occasionally 
· Willingness to learn the operations of the District

Education/Experience:
· Bachelor Degree or equivalent experience
· Background in computers
· Background in Office Management and  reporting and  budgeting
· Certification in Water and Wastewater as required by the District
· Valid Drivers License

Work Environment:
· Inside with standard office equipment
· Noise level is low to moderate
· Occasional outside in various weather conditions and terrain

Considerations:
· This position is an at-will fulltime, salaried, exempt position that exists only under the direction of the Board of Directors. No contract is implied or intended
· Evaluation of performance will be conducted annually after the first 90 days by the Board of Directors.  Performance of each duty in this position will be evaluated against the requirements of the position
· The Board may terminate this position at any time with cause
· Must be insurable under the District’s vehicle insurance policy
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