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 SOOS CREEK WATER & SEWER DISTRICT 
  
 JOB DESCRIPTION 
 
JOB TITLE:        OPERATIONS MANAGER  
  
GRADE: 14 
 
REPORTING RELATIONSHIPS:    

  
REPORTS TO: GENERAL MANAGER 
 
DIRECTS: FIELD SUPERVISORS 

 
JOB SUMMARY: Assist the General Manager by providing management of the water 

distribution and wastewater collection, field related capital improvement 
plan development and implementation, fleet and facilities maintenance, 
conditional assessment program, and asset management program.  
Provide direct management of the technical and field activities in the 
Field Operations Department, participate in the General Manager’s 
Leadership Team, assists in the development of, and support for, District 
policies, and assist in representing the District to other utility providers, 
interagency organizations, cities, King County, and Washington State. 

 
CONTACTS:   
 

INTERNAL:  Board of Commissioners, General Manager, Finance Manager, 
Engineering Manager, Human Resources Manager, Field 
Supervisors, Administrative Assistant, office staff, and field staff. 

 
 EXTERNAL:  Outside consultants, District customers, the general public, various 

governmental agencies, water and sewer municipalities, and 
professional organizations.  

 
STRUCTURE: 
Employees work in a team environment to accomplish the District’s mission, goals and 
commitment to customer service. The Operations Manager will provide in-house expertise and 
oversight of District maintenance and operations and will engage with consulting engineers, 
contractors, public and private agencies, the public and in-house staff. The Operations Manager 
will have frequent contact, as much as daily, with field crew staff, office staff and the General 
Manager. The Operations Manager will supervise all field personnel.  
 
ESSENTIAL DUTIES & RESPONSIBILITIES: 
The specific statements shown for each task represent minimal essential elements and criteria 
considered necessary to successfully perform the job. Other related duties and responsibilities 
may be required or assigned, as needed.  
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1. Plan, organize and support District field crew activities, working directly with all field 
operations and maintenance personnel as necessary.  

 

2. Works with the General Manager and other department managers to develop and 
administer operational policies, programs and improvement projects that support the 
District’s mission, goals and values. 
 

3. Responsible for development and oversight of the District's Field Operation's 
Maintenance and CIP budgets, including control over departmental expenditures. 
 

4. Coordinates contracted services with independent contractors, consultants, equipment 
manufacturers and other external private or public entities to develop and maintain the 
District’s infrastructure.  
 

5. Develops short and long range Department plans and objectives consistent with 
District goals. 
 

6. Directs and establishes Department operating standards and controls pursuant to local, 
state and federal statutes, regulations, and District goals; works with supervisors to 
ensure standards are met. 
 

7. Meets Department objectives through direct and indirect supervision of staff 
performing water quality, water distribution, wastewater collection, maintenance, 
operations, analytical, and administrative duties. 
 

8. Coordinates to ensure capital improvement projects including construction of 
infrastructure such as pipelines, pumps, reservoir improvements, lift station and other 
water and wastewater components meet current and future operational needs. 
 

9. Oversees the establishment of individual goals and standards for the performance of 
work groups; participates in the development of performance improvement plans and 
recommendations for promotions. 
 

10. Ensures employee orientation, training and safety programs are carried out within the 
Department. 
 

11. Develop and make presentations to the Board of Commissioners on various topics 
including monthly project status reports and other issues of importance to the District.  
 

12. Monitors and implements new and emerging changes to standards, rules, requirements, 
and laws as they relate to the activities in Field Operations. 

 
13. Management and oversight of the District’s SCADA System. 
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14. Coordinates and administers the annual development of the Consumer Confidence  
report. 
 

15. Oversees emergency repairs to the water and sewer systems. 
 

16. Ensures the most efficient use of District resources and measures this against set 
Department goals and budgets. 
 

17. Attends District Board of Commissioners meetings, and outside District-related 
meetings.  Provides information and recommendations to the General Manager. 
 

18. As directed by the General Manager, performs District-wide administrative functions 
and, when appropriate, assigned duties of the General Manager in the incumbent’s 
absence. 
 

19. As directed by the General Manager, responds to inquiries from the press and public, 
and ensures the establishment of procedures relating to public statements on behalf of 
the department.  Contacts with other agencies and political bodies must be consistent 
with the District’s overall policies and procedures. 

 
20. Other duties and responsibilities as assigned by the General Manager.  

 
MINIMUM QUALIFICATIONS: 
The Operations Manager will have knowledge, skills and ability in the following: 

• Principles, practices, materials and operating procedures pertinent to the design, 
operations and maintenance of water distribution system and wastewater collections 
systems.  

• Principles and practices in managing fleet and facilities.  

• Principles and practices of managing a SCADA system.  

• Water and wastewater system regulatory requirements imposed by federal, state or 
local agencies, including RCW 57 and applicable statutes. 

• Management and supervisor theories, principles, and practices.  

• Personnel relations, diplomacy, and maintaining a harassment-free working 
environment. 

• Ability to manage organizational change including training and educating others. 

• Excellent oral and written communications skills. Must be able to prepare letters, 
reports and other written documents. 

• Knowledge of water and wastewater utility safety regulations and requirements. 

• Have good public relation skills and able to handle difficult situations. 
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• Ability to establish and maintain effective working relationships with co-workers, 
supervisors, contractors, vendors, regulatory agencies and the general public. 

• Work well under pressure and meet required deadlines. 

• Recognize what needs to be done and the willingness to accomplish such work without 
direction on each task. 

• Quickly comprehend and carry out instructions. 

• Maintain clear, concise and accurate records, and report on items that need attention. 

• Handle multiple priorities, maintain control, demonstrate good organizational skills, and 
able to handle non-structured days. 

 
EDUCATION AND EXPERIENCE: 
The Operations Manager must have the following education and experience: 
 

• Ten years experience in an environment providing knowledge of all phases of water 
works, construction, wastewater, and system maintenance, with five years being in a 
progressively responsible supervisory position providing leadership, guidance and 
training in the utility or construction industry. 

• Four-year college degree in engineering, business or public administration or other 
equivalent combination of education and experience that provides the applicant with 
the knowledge, skills, and abilities required to perform all duties in the specific areas of 
responsibility. 

• Strong supervisory, interpersonal and communication skills. 

• Must have sufficient work experience to accomplish all elements of the position.  
 
LICENSES/CERTIFICATIONS: 

1. A valid Washington State Drivers License with a good driving record. 
2. Water Distribution Manager 4 Certification – Washington State (obtain within 1-year of 

employment). 
3. Wastewater Collections Specialist 3 – Washington State (obtain within 1-year of 

employment). 
4. Cross-Connection Control Specialist (CCS) Certification from Washington State Water Works 

Operator Certification Program (obtain within 6-months of employment). 

 
ACCOUNTABILITIES: 
The Operations Manager is accountable for the overall operations, quality, efficiency and 
effectiveness of the work of all assigned staff including water quality compliance,  field 
maintenance and operations.  
 
ENVIRONMENTAL/WORK CONDITIONS: 
The Operations Manager generally works in an office, however, will be required to work in the 
field as necessary to perform the essential functions of the position.  
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In the office the Operations Manager will meet with staff, customers, consultants or 
representatives from other public agencies. In the field, the Operations Manager will meet with 
the field crews, contractors, consultants or District customers.  
 
PHYSICAL EFFORT/SENSORY REQUIREMENTS: 
Work may involve considerable sitting when in the office and considerable walking, climbing or 
working around construction and maintenance sites when in the field. This is generally an 
administrative management position, but the successful applicant will be comfortable both in 
the field and in the office.  
 
The Operations Manager is required to respond to emergencies outside normal hours. In 
addition, the Operations Manager is required to attend Board of Commissioner meetings and 
other meetings as scheduled during or outside normal working hours.  
 
 
 


