FINANCE AND ADMINISTRATION
COMMITTEE
AGENDA
DATE: Wednesday, June 15, 2022

TIME: 4:30 p.m.

Notice: This meeting will be held pursuant to Assembly Bill 361, which provides waivers
to certain Brown Act provisions during a proclaimed state of emergency when state or
local officials have imposed or recommended measures to promote social distancing,
and allows some or all of the Sweetwater Authority Board of Directors to attend this
meeting telephonically or via video conference. Additionally, there will be no physical
location from which members of the public may participate. Instead, the public may
listen and/or view the meeting proceedings and provide public comment and comments
on agenda items by following these instructions:
To join via Zoom Webinar from a computer, tablet, or smartphone,
click on the link below:
https://zoom.us/j/91458023440
To join this meeting via telephone, please dial:
1-669-900-6833 or 1-253-215-8782
Meeting ID: 914 5802 3440
If you are unable to access the meeting using this call-in information, please contact the
Board Secretary at (619) 409-6703 for assistance.
Public comments on non-agenda items or on any item of the agenda may be submitted
in writing before the meeting OR provided verbally during the meeting via call-in option
or an internet-based service option, as described below:
Providing written comments before the meeting:
-

Go to www.sweetwater.org; click on the “HOW DO I…” at the top of the page;
and then click on the “Public Comment” link in the Contact section.

OR
-

Physically deposit your public comment in the Authority’s payment drop box
located in the public parking lot at the Authority’s Administrative Office at 505
Garrett Avenue, Chula Vista.

OR
-

Mail your comments to 505 Garrett Avenue, Chula Vista, CA 91910 [Attention:
Public Comment].

All written public comment submissions must be received 1 hour in advance of the
meeting and will be read aloud to the Board during the appropriate portion of the
meeting with a reading limit of 3 minutes for each comment.
1

SWEETWATER AUTHORITY FINANCE AND ADMINISTRATION COMMITTEE
AGENDA – Regular Meeting of June 15, 2022 – 4:30 p.m.

Page 2 of 2

Providing verbal comments during the meeting:
The Chair will inquire prior to Board discussion if there are any comments from the
public on each item.
-

Via Zoom Webinar go to Participants List, hover over your name and click on “Raise
Hand.” This will notify the moderator that you wish to speak during Oral
Communication or during a specific item on the agenda.

-

Via phone, you can raise your hand by pressing *9 to notify the moderator that you
wish to speak during the current item.

Any person with a disability who requires a modification or accommodation in order to
participate in a meeting should direct such request to the Board Secretary at (619) 4096703 at least forty-eight (48) hours before the meeting, if possible. The above public
comment procedures supersede any Authority standard public comment policies and
procedures to the contrary.
1. CALL MEETING TO ORDER AND ROLL CALL
2.
3.

ITEMS TO BE ADDED, WITHDRAWN, OR REORDERED IN THE AGENDA.
PUBLIC COMMENT.
Opportunity for members of the public to address the Committee. (Government Code Section 54954.3).

4.

ACTION AGENDA.
The following items on the Action Agenda call for discussion and action by the Committee. All items are
placed on the Agenda so that the Committee may discuss and take action on the item if the Committee is
so inclined, including items listed for information.

A. Consideration of Allocation of the Authority’s Portion of the $10.4 Million in
SDCWA Attorney’s Fees Being Returned to San Diego County Water Agencies
B. Consideration to Adopt Resolution 22-07, Adopting Amended Rates and Rules
and Supplement to the Rates and Rules
C. Consideration to Adopt Resolution 22-05, Adopting a Salary Schedule for All
Employees Effective July 1, 2022
5.

DIRECTORS’ COMMENTS.

6.

NEXT MEETING DATE: Wednesday, July 6, 2022 at 4:30 p.m.

7.

ADJOURNMENT.

Directors’ comments are comments by Directors concerning Authority business that may be of interest to
the Committee. Directors’ comments are placed on the Agenda to enable individual Board members to
convey information to the Board and the Public. There is no discussion or action taken on comments
made by Board members.

This agenda was posted at least seventy-two (72) hours before the meeting in a location freely accessible to the Public on the exterior
bulletin board at the main entrance to the Authority’s office and it is also posted on the Authority’s website at www.sweetwater.org.
No action may be taken on any item not appearing on the posted agenda, except as provided by California Government Code Section
54954.2. Any writings or documents provided to a majority of the members of the Sweetwater Authority Governing Board regarding
any item on this agenda will be made available for public inspection at the Authority Administration Office, located at 505 Garrett
Avenue, Chula Vista, CA 91910, during normal business hours. Upon request, this agenda will be made available in appropriate
alternative formats to persons with disabilities, as required by Section 202 of the Americans with Disabilities Act of 1990. Any person
with a disability who requires a modification or accommodation in order to participate in a meeting should direct such request to the
Board Secretary at (619) 409-6703 at least forty-eight (48) hours before the meeting, if possible.
To e-subscribe to receive meeting agendas and other pertinent information, please visit www.sweetwater.org.
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TO:

Governing Board (Finance and Administration Committee)

FROM:

Carlos Quintero, General Manager
Rich Stevenson, Director of Finance

DATE:

June 10, 2022

SUBJECT:

Consideration of Allocation of the Authority’s Portion of the $10.4 Million in
SDCWA Attorney’s Fees Being Returned to San Diego County Water Agencies

SUMMARY
The San Diego County Water Authority (SDCWA) recently distributed a rebate of $10.4
million to its 24-member agencies from the Metropolitan Water District (MWD) for attorney’s
fees. Sweetwater Authority’s distribution was $205,895.
Staff is seeking direction from the Board on allocating the funds approved by the SDCWA
Board on May 26, 2022, for the Authority’s share of the rebate.
The funds returned to the Authority correspond to a portion of the attorney’s fees returned to
the SDCWA. The preliminary recommendation is to allocate these funds to the Authority’s
Rate Stabilization Reserve (RSR) based on staff and legal counsel discussions. Allocation to
the RSR would allow the Authority to offset costs of water purchases in the future for
customers.
The Rate Stabilization Reserve is used to offset future water rate increases due to water
purchases and has a direct nexus to the refund.
PAST BOARD ACTION
December 8, 2021

The Governing Board approved to allocate $1,070,931.27 from
SDCWA to the Authority’s Rate Stabilization Reserve

March 24, 2021

The Governing Board approved to allocate the $874,367.74
received from SDCWA to the Authority’s Rate Stabilization
Reserve

June 13, 2018

The Governing Board Adopted Resolution 18-12, Adopting a
Budget for FY 2018-19 (note: the FY 2018-19 Budget included
the Financial Policy 517 that included the addition of the Rate
Stabilization Reserve into the Reserve Policy Section)
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FISCAL IMPACT
On June 30, 2021, the balance in the RSR was $11,631,390. The balance of the RSR
increased due to the December 8, 2021 allocation by the Board of the Authority’s portion of
the MWD rate case settlement second payment in the amount of $1,070,931. In addition, as
of April 30, 2022, FY 2021-22, wholesale water purchase charge revenue collected exceeded
water purchases by $1,126,901. Per Financial Policy 517, these funds have been recorded in
the RSR, leaving the current balance in the RSR at $13,829,222. The Authority will start
drawing from the RSR next fiscal year per the proposed FY 2022-23 Budget.
POLICY / STRATEGIC PLAN
Financial Policy 517, Reserve Policy Section
Designated Reserves:
Established by action of the Board to ensure financial flexibility and stability, including stable
customer charges and rates from year to year, and for future capital needs, including both
new and replacement projects. Designated Reserves may be funded from accumulated
revenues and grants.
Rate Stabilization Reserve (a designated reserve):
On June 13, 2018, the Authority established a Rate Stabilization Reserve to accumulate
funds to mitigate increases in the amount of the Municipal and Industrial wholesale water that
must be purchased from the San Diego County Water Authority.
ALTERNATIVES
1. Direct staff to allocate the $205,895 received from SDCWA for the Authority’s portion of
the $10.4 million in SDCWA refunded Attorney’s fees to the Authority’s Rate Stabilization
Reserve.
2. Direct staff to research additional alternative allocations for the $205,895 received from
SDCWA for the Authority’s portion of the $10.4 million.
3. Other direction as determined by the Governing Board.
STAFF RECOMMENDATION
Staff recommends that the Governing Board direct staff to allocate the $205,895 received
from SDCWA for the Authority’s portion of the $10.4 million in SDCWA refunded Attorney’s
fees to the Authority’s Rate Stabilization Reserve.
ATTACHMENTS
1. MWD Rate Case Rebates of $10,449,112.78 for Local Water Agencies
2. Excerpt of Board Policy 517, Financial Policies, Reserve Policy, Rate Stabilization
Reserve
4
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ATTACHMENT 2
EXCERPT FROM BOARD POLICY 517 – FINANCIAL POLICIES: RESERVES
Rate Stabilization Reserve
On June 13, 2018 the Authority established a Rate Stabilization Reserve to accumulate
funds to mitigate increases in the amount of the Municipal and Industrial (M&I)
wholesale water that must be purchased from the San Diego County Water Authority
(SDCWA). Conditions that require the Authority to purchase water from SDCWA
include:



Local water supply is not available; or
Unplanned treatment facility downtime.

The Board developed the Wholesale Water Purchase Pass-through Rate for its
Wholesale Water Purchase Pass-through Charge to cover M&I wholesale water
purchase costs from SDCWA, and to build a Rate Stabilization Reserve to mitigate
against future fluctuation due to reduced local water supply. This Wholesale Water
Purchase Pass-through Rate will be set at a maximum amount not to exceed the rate
imposed by SDCWA for purchasing such M&I wholesale water.
The actual Wholesale Water Purchase Pass-through Rate charged by the Authority can
fluctuate from year-to-year based on the availability of the Authority’s local water supply
that includes surface and ground water reservoirs, as well as the amount deposited in
the Rate Stabilization Reserve. For example, if the Authority has sufficient local water
supply and does not need to purchase M&I wholesale water from SDCWA, and has
achieved its Rate Stabilization Reserve target, the Authority shall not charge the
Wholesale Water Purchase Pass-through Charge. The Authority shall not be permitted
to charge the Wholesale Water Purchase Pass-through Charge at a rate that exceeds
the maximum Wholesale Water Purchase Pass-through Rate adopted by the Board.
Once established, the Rate Stabilization Reserve will be available, subject to criteria set
forth by the Board within this policy, to meet a portion of the Authority’s revenue
requirement and to smooth out rate impacts to customers caused by fluctuations in local
water supply. The Rate Stabilization Reserve balance is maintained by adjusting the
Wholesale Water Purchase Pass-through Rate in response to variations in the amounts
of annual M&I wholesale water purchases. This established methodology results in the
potential to mitigate multi-year droughts and smooth rate impacts to customers.
The Board sets the minimum and maximum Rate Stabilization Reserve balance as
follows:
1. The minimum Rate Stabilization Reserve balance (Minimum Balance) is
established with each annual budget and is equal to the volume of M&I
wholesale water purchases for a six month period multiplied by the most current
SDCWA Treatment Rate and rounded to the nearest one-hundred thousand.
2. The maximum Rate Stabilization Reserve balance (Maximum Balance) is
established with each annual budget and is equal to the volume of M&I
wholesale water purchases required for a 24 month period when no surface
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reservoir water is available multiplied by the most current SDCWA Melded
Untreated M&I Supply Rate and Transportation Rate, rounded to the nearest
one-hundred thousand.
The Board authorizes accumulation of funds in the Rate Stabilization Reserve as
follows:
1. On an annual basis, any excess funds collected by the Wholesale Water
Purchase Pass-through Charge will be deposited in the Rate Stabilization
Reserve. Prior to any adjustment of the Wholesale Water Purchase Pass-through
Rate in response to a change in future M&I wholesale water purchases, the
collection of the Wholesale Water Purchase Pass-through Charge will continue at
an amount necessary to achieve and maintain the Maximum Balance. The
Wholesale Water Purchase Pass-through Rate will not be increased solely to
achieve the Maximum Balance, but may be increased to maintain the Minimum
Balance. Once the Maximum Balance is attained, the Wholesale Water Purchase
Pass-through Rate will be adjusted commensurate with the Wholesale Water
Purchase Pass-through revenue requirement.
The Board authorizes use of funds from the Rate Stabilization Reserve as follows:
1. Up to 50% of the available Rate Stabilization Reserve may be utilized in any single year
to mitigate increases in the Wholesale Water Purchase Pass-through Rate when the
Authority is required to purchase more M&I wholesale water than projected in order to
meet customer demands. The 50% limitation allows use of the Rate Stabilization
Reserve in the event of a subsequent consecutive year of M&I wholesale water
purchases above projections. The Rate Stabilization Reserve balance will not be drawn
down below the minimum balance to offset the M&I wholesale water purchase passthrough revenue requirement.

The Rate Stabilization Reserve may be used in the event of unplanned treatment facility
downtime to cover the necessary costs to purchase treated water during the time the
facility is unable to treat water. The Rate Stabilization Reserve balance may be drawn
down below the minimum balance to offset treated water purchases that are a result of
treatment facility failures.
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TO:

Governing Board (Finance and Administration Committee)

FROM:

Carlos Quintero, General Manager
Dina Yorba, Director of Administrative Services

DATE:

June 10, 2022

SUBJECT: Consideration to Adopt Resolution 22-07, Adopting Amended Rates and
Rules and Supplement to the Rates and Rules
SUMMARY
The Authority’s Rates and Rules govern how the Authority provides new water service
and handles existing water service. The Rates and Rules are generally reviewed and
updated by the Board annually to incorporate changes in laws and regulations, clarify
existing rules, add new rules, and modify or add new charges and fees.
The Supplement to the Rates and Rules (Supplement) is a companion document
containing fees and charges, including fees not related to water rates that are
collectively referred to as “Other Fees.” These Other Fees include items such as afterhours service calls or returned check fees. The last update to the Rates and Rules was
on January 1, 2022. The last update to the Supplement (administratively updated
pursuant to the authority granted by Resolution 18-15) was on November 10, 2021.
The recommended changes to the Rates and Rules reflect the extension granted by the
Board at its June 8, 2022 meeting for compliance with replacing single swing-check
valves on private fire laterals from April 2023 to April 2025.
The recommended change to the Supplement to the Rates and Rules allows the
General Manager to approve requests for remote services. The recommended change
is made to facilitate and expedite requests in support of development services. The fee
for approving a remote service is changed from $795 to $600. This fee is not subject to
the Proposition 218 approval process.
Remote services are required when a parcel is land-locked and does not front a water
main in an Authority easement or public right-of-way.
Attachments 2 and 3 of this memo detail recommended changes to the Rates and
Rules and the Supplement to the Rate and Rules.

9

Memo to: Governing Board (Finance and Administration Committee)
Subject: Consideration to Adopt Resolution 22-07, Approving Proposed Changes to
Rates and Rules and Supplement to Rates and Rules
June 10, 2022
Page 2 of 2
PAST BOARD ACTIONS
November 10, 2021

The Governing Board approved the changes as presented;
and adopted Resolution 21-22, Adopting Amended Rates and
Rules and the Supplement to Rates and Rules.

January 13, 2021

The Governing Board approved the proposed changes to the
Rates and Rules and adopted Resolution 21-03, Amended
Rates and Rules as Stated in Exhibit A.

December 11, 2019

The Governing Board approved the revisions to the Rates and
Rules and the Supplement to the Rates and Rules as
presented by staff.

FISCAL IMPACT
The Other Fees in the Supplement are set to recover the actual cost of the service
provided or to recover a future cost.
POLICY / STRATEGIC PLAN
The Board may, at its discretion, alter, amend, add to, or permit exceptions to the Rates
and Rules.
ALTERNATIVES
1. Adopt Resolution 22-07, Approving Proposed Changes to the Rates and Rules and
Supplement to the Rates and Rules.
2. Other action as directed by the Governing Board.
RECOMMENDATION
Staff recommends that the Governing Board adopt Resolution 22-07, Approving
Proposed Changes to the Rates and Rules and Supplement to the Rates and Rules.
ATTACHMENTS
1. Resolution 22-07, Approving Proposed Changes to the Rates and Rules and
Supplement to the Rates and Rules.
2. Rates and Rules – with tracked changes (Exhibit A)
3. Supplement to the Rates and Rules – with tracked changes (Exhibit B)
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RESOLUTION 22-07
RESOLUTION OF THE GOVERNING BOARD OF
SWEETWATER AUTHORITY ADOPTING AMENDED RATES
AND RULES AND THE SUPPLEMENT AS STATED IN EXHIBIT
“A” AND EXHIBIT “B” TO THIS RESOLUTION
RECITALS
WHEREAS, the Sweetwater Authority (the Authority) is a Joint Powers Agency
created by a Joint Powers Agreement between the South Bay Irrigation District and the City
of National City entered into pursuant to Government Code Section 6500 et seq.; and
WHEREAS, the Authority is authorized to recover its costs and impose fees for its
services and other matters; and
WHEREAS, the Authority has adopted Rates and Rules and a Supplement to the
Rates and Rules (the Supplement); and
WHEREAS, the Authority seeks to make certain changes to the provisions of the
Rates and Rules, as set forth in Exhibit “A” hereto, as well as the Supplement, as set forth in
Exhibit “B” hereto; and
WHEREAS, pursuant to the authority granted under Resolution 18-15, the Authority
administratively revised certain fees, effective July 1, 2022, which include the San Diego
County Water Authority Surcharges shown in the Supplement attached hereto as Exhibit “B,”
for reference purposes only, and these administrative revisions were not reconsidered and
are not affected by this Resolution, but will be reflected in the Supplement, as shown in
Exhibit “B;” and
WHEREAS, the Board reviewed proposed revisions to the Rates and Rules at its
meeting on June 22, 2022.
NOW, THEREFORE, BE IT HEREBY RESOLVED, DETERMINED, AND ORDERED
by the Governing Board of Sweetwater Authority as follows:
Section 1. The matters set forth in the Recitals to this Resolution are true and
correct statements and are incorporated as an operative part of this Resolution and
made findings and determinations of the Governing Board.
Section 2. The Rates and Rules as set forth in Exhibit “A” attached hereto, and the
Supplement as set forth in Exhibit “B” attached hereto, are hereby adopted, and shall
be effective July 1, 2022. The General Manager of the Authority is hereby authorized
and directed to take all actions necessary to implement the Rates and Rules.
Section 3. If any section, subsection, clause or phrase in this Resolution or the
application thereof to any person or circumstances is for any reason held invalid, the
validity of the remainder of this Resolution or the application of such provision to other
persons or circumstances shall not be affected thereby. The Governing Board hereby
declares that it would have passed this Resolution and each section, subsection,
sentence, clause, or phrase thereof, irrespective of the fact that one or more sections,

-1-
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subsections, sentences, clauses, or phrases or the application thereof to any person
or circumstance be held invalid.
Section 4. To the extent that this Resolution and the rates for the fees and penalties
set forth herein are inconsistent with any prior resolution, ordinance, or any fees and
penalties currently set forth in the Rates and Rules and the Supplement, or other
actions of the Governing Board, it is the explicit intention of the Board that this
Resolution shall prevail.
Section 5.

This Resolution shall take effect immediately upon adoption.

ADOPTED, SIGNED, AND APPROVED this 22nd day of June 2022, by the following
vote, to wit:
AYES:
NOES:
ABSENT:
ABSTAIN:

Alejandra Sotelo-Solis, Chair

Attest:

Ligia Hoffman, Board Secretary

-2-
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RATES AND RULES
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1. DISTRIBUTION FACILITIES
1.1. Policy
Sweetwater Authority (Authority) is the sole public water system as defined by the
California and Federal Safe Drinking Water Acts within the Authority’s jurisdictional
boundaries. Authority policies require that new facilities necessary to provide water
service to lands or developments be installed at the expense of the property owners
or developers requesting service. Main extensions and related appurtenances (e.g.,
fire hydrants and water meter boxes) are generally limited to public rights-of-way. In
special cases, if satisfactory easements are provided, installations in private roadways
may be permitted at the discretion of the Authority.
The operation, repair, replacement, or enlargement of existing facilities necessary to
maintain or improve continuing service to existing customers, and not associated with
new demands on the system, is the responsibility of the Authority.

1.2.

Standards
All facilities which are to become a part of the Authority's system must be installed in
accordance with plans approved by the Authority's Engineer or its designee and the
Authority's adopted Standard Specifications for Construction of Water Facilities
(Standard Specifications), copies of which are available at the Authority's office and on
the Authority’s website. All new construction work, except that performed by
Authority personnel, shall be performed by a contractor holding a Class "A" License
(General Engineering), Class C-34 License (Pipe-Laying), or other appropriate license
for the work to be performed as determined by the Authority, and who has
demonstrated experience in the type of construction to be undertaken. The
Contractor shall be required to comply with all laws and regulations applicable to the
work involved, including but not limited to the payment of the prevailing rate of
wages in accordance with the applicable Labor Code requirements and related
regulations.

1.3.

Financing
The cost of installing new facilities required to serve a property or new development,
together with any required offsite mains or other facilities, shall be advanced by the
property owner or developer. All cost of installing new facilities are ineligible for
payment plan consideration per Governing Board direction on September 25, 2019.
This shall include the extension of facilities for the entire length of all streets and lots
reserved for future streets, where applicable. Installation costs include but are not
limited to design, construction, inspection costs, and indirect costs. Employee fringe
benefit and overhead expenses are included in construction costs when Authority
labor is used to install the new facilities and are a percentage of all labor time charged
to the project. A portion of the sums so advanced shall be repayable to the property
owner or developer under the circumstances set forth in Section 1.4.
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1.4.

Construction Fees
In order to recover the cost of constructing new facilities, the Authority may establish
construction fees, whereby a portion of the cost of the mains serving a property or
new development may be recovered from the property owners or developers whose
property or development has frontage on the main and who did not contribute to the
cost of the facilities at the time of construction and installation. When and if service
connections are requested for properties and developments fronting the main within
ten (10) years from its completion, connection fees will be collected for these
properties for refunding a portion of the original construction fees to the property
owners or developers under terms and conditions, which will be set forth in an
agreement provided by the Authority. Where a water main extension project is paid
for by the Authority, connection fees may also be established for all properties
fronting the main and not contributing to the original project cost. As discussed in
Section 1.3, costs for installing new facilities are to be paid by applicant and are
ineligible to be financed through a payment plan with the Authority.

1.5.

Main in Excess of Minimum Standard Size
As a condition of service to a development, the Authority may require the
construction or replacement of facilities in excess of the minimum standard size
required to provide the service demands of the development. Determination of the
size of the pipeline(s) is provided in the Authority’s latest version of the “Water
Distribution System Master Plan.” If so conditioned, the Authority will enter into a
reimbursement agreement with the developer/property owner to refund a portion of
the excess cost of the required facilities in accordance with terms and conditions,
which must be approved by the Governing Board.

2. METERS AND LATERALS
2.1. Definition
2.1.1. For the Purposes of these Rates and Rules:
A. A service lateral shall include the connection to the Authority's water main, the
pipe to the proposed meter location, a meter box, and an angle meter stop valve
on the Authority’s side of the meter.
B. A meter installation includes the meter and a shut-off valve on the customer’s
side of the meter.
C. The Authority retains ownership of and responsibility for the lateral and the
meter.
D. The customer shall be responsible for all piping on the customer’s side of the
meter and the connection to the customer’s valve on the customer’s side of
4
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the meter.

2.2.

Connection to Water System
2.2.1. A Sole Public Water System:
A. The Authority is the sole public water system as defined by the California and
Federal Safe Drinking Water Acts within the Authority’s jurisdictional
boundaries.
B. No other public water system shall operate by any means within the
Authority’s service area without the express approval of the Authority.
C. No person shall connect a service lateral or other pipe to any Authority water
main, meter, or lateral without filing an application for water service pursuant
to Section 2.3., and compliance with the requirements of the Authority’s
Standard Specifications governing the location and construction of the lateral,
and installation of necessary backflow prevention devices.
D. No developer/property owner shall change the type of use of an existing water
service without filing an application for water service pursuant to Section 2.3.,
and complying with the requirements of these Rates and Rules and the
Authority’s Standard Specifications governing the location and construction of
the lateral, and installation of necessary backflow prevention devices.
E. If a “material change” (e.g. Building Permit, sub-division of parcel, change in
use, tenant improvement, etc.) is made to a property currently served by the
Authority, the developer/property owner shall file an application for water
service pursuant to Section 2.3., and comply with the requirements of the
Authority’s Standard Specifications governing the location and construction of
the lateral and installation of necessary backflow prevention devices. This shall
also include payment of all fees, if applicable, in accordance with the
Supplement to the Rates and Rules (Supplement).

2.3.

Application for Service
2.3.1. Any person requesting to connect to the Authority’s water system shall comply
with the following:
A. Furnish a legal description of the property upon which water is to be delivered;
provide information regarding the type of development to be served
(residential dwelling, apartment building, etc.) and type of service (domestic,
combined domestic and private fire protection, agricultural, etc.); provide
copies of any city or county approved building and grading plans, including, but
not limited to, local fire protection agency flow requirements, site plan, floor
plan, plumbing plan including total fixture-unit count and proposed water
5
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demands in gallons per day; and designate the location at which the meter is
to be placed.
B. Complete an Application for Water Service.
C. Pay the Authority any applicable utility permit fees, Authority construction
deposits as further described herein, Authority capacity fees, and any other
fees and charges due and payable to the Authority for service to said property.
As provided in Chapter 45, Section 5.9 of the County Water Authority Act, the
Authority, as representative of the San Diego County Water Authority (CWA),
shall collect and remit to the CWA the capacity charges imposed by the CWA.
The ordinance of the CWA in effect at the time a water meter is obtained from
the Authority, shall govern the amount of such charge, the persons liable
therefore, and the procedures to be followed. The Authority shall not provide a
water meter to any person requesting to connect to the Authority’s water
system until that person has paid to the Authority all applicable fees and
charges herein. As discussed in Section 1.3, costs for installing new facilities are
to be paid by applicant and are ineligible to be financed through a payment
plan with the Authority.

2.4.

Location
2.4.1. Laterals and Meters:
A. All laterals shall front the parcel being served and shall be installed at right
angles to the centerline of the right-of-way, clear of driveways, other water
meters, and other obstacles.
Special requirements of agencies having jurisdiction of the adjacent roadway
or other rights-of-way may require an alternate location.
B. Service laterals and meters shall not be located on pipelines in easements
except under certain conditions where no other distribution pipeline located in
right-of-way is adjacent to the property.
The meter box shall be installed and located in accordance with the Authority’s
Standard Specifications.
C. A lateral is composed of two (2) components: The Authority’s side and the
customer’s side.
Reference shall be made to the Authority’s Standard Specifications for the
specific location of the delineation between the Authority’s side and the
customer’s side of the system. Generally, the Authority’s side is from the water
6
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main in the street up to and including the water meter.
D. The customer’s side begins after the water meter discharge and includes the
customer’s valve. Water meters shall not be located in driveways.
E. Water service to a parcel shall be provided solely from the pressure zone in
which it is located, and no parcel may be served water from more than one (1)
pressure zone.

2.5.

Cost
2.5.1. Water Service, Capacity Fees, and Deposits:
A. The cost of water service and capacity fees may be changed from
time-to-time and will be contained in the Supplement.
B. The cost of water service may include applicable fees that result from a change
in water use or a material change to a property.
C. Capacity credit(s) from an existing service on a parcel cannot be transferred to
a separate parcel.
D. Capacity fees and water facility (e.g., meter and lateral) construction deposits
shall be paid no later than two (2) weeks following issuance of any building,
tenant improvement, grading, or street improvement permit, or the start of
any construction.
E. An application for water service shall be processed after payment of capacity
fees (e.g., capacity, permit, inspection, etc.), and deposits (e.g., installation,
abandonment, inspection, etc.), and the approved plans and permits from the
jurisdictional agency (e.g., City of Chula Vista) are submitted, as required. As
discussed in Section 1.3, costs for installing new facilities are to be paid by the
applicant and are ineligible to be financed through a payment plan with the
Authority.
2.5.2. Installation Cost:
A. The cost of water facility installation is based on actual cost at the time of
construction. These costs may vary depending on unanticipated conditions
beyond the Authority’s control, including permit conditions imposed by the
jurisdictional agencies.

2.6.

Meter Size
2.6.1. The Authority reserves the right to regulate the size, type, and location of each
7
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meter and lateral.
A. Types may include technology-based water meters including, but not limited
to, Automatic Meter Reading (AMR), Advanced Metering Infrastructure (AMI)
or cellular technology that shall be charged to the customer through the
application/installation process.
2.6.2. Meters for Single-Family Residences that require a fire protection system shall
at a minimum be one (1) inch in diameter, and have an unobstructed full port
design to serve both the domestic and fire protection water service.

2.7.

Meter Size Change or Relocation
2.7.1. The property owner shall contact the Authority’s Engineering Department to
request a change in meter size or relocation.
2.7.2. Increase – A meter may be increased in size upon approval of a written request
from the property owner or authorized property manager and payment of
additional capacity charges for the proposed meter, as applicable.
If a new service lateral is required, the new lateral installation costs and
existing lateral abandonment costs shall be paid by the property owner. As
discussed in Section 1.3, costs for installing new services are to be paid by
applicant and are ineligible to be financed through a payment plan with the
Authority.
2.7.3. Reduction – Provided a meter is not used for fire sprinklers, a meter may be
reduced in size, to the allowable minimum requirement of the California
Plumbing Code, on the same lateral at no cost to the customer upon approval
of a written request from the property owner or authorized property manager.
No refund will be provided for a reduction of meter size or surrender of
service.
2.7.4. Relocation – A service and meter may be relocated upon approval of a written
request from the property owner or authorized property manager, provided
the new location complies with the Authority’s Standard Specifications. If a fire
service is required for the property, the property owner shall obtain the
appropriate approvals of the local fire protection agency. The new service
installation cost and existing service and meter abandonment shall be paid by
the owner. As discussed in Section 1.3, costs for installing new services are to
be paid by the applicant and are ineligible to be financed through a payment
plan with the Authority. The Authority reserves the right to reduce the meter
and/or lateral size if the water demands for the property do not warrant the
larger size. The Authority may refuse to relocate a service if the main in the
8
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requested location is not adequate to meet required demands. In some cases,
the meter may be relocated horizontally up to a maximum of eighteen (18)
inches without the need to install a new service (e.g., relocating a meter out of
a new driveway).

2.8.

Separate Meter for Each Parcel
Not more than one (1) parcel shall be supplied through one (1) meter, except upon
special permission granted by the General Manager, or his or her authorized designee,
such as to serve a structure containing multiple dwelling or residential units located on
property owned in common by the multiple dwelling unit owners (e.g., a
condominium).

2.9.

Multiple Dwelling Units Serviced by One Meter
2.9.1. Multiple Dwelling Units:
A. A property owner or authorized property manager shall be responsible for the
payment of water service fees and any other fees and charges, including fines
and penalties, relating to a property when there is more than one (1) dwelling
unit serviced by a single meter for such property.
B. A tenant of a multiple dwelling unit property may become a direct water
customer of the Authority; however, a service agreement and security deposit
shall be required.
C. Each newly constructed multi-unit residential structure or newly constructed
mixed-use residential and commercial structure for which an application for a
water connection, or more than one (1) connection, is submitted to the
Authority shall measure the quantity of water supplied to each individual
residential dwelling unit. Such measurements are a condition of new water
service, as required by California Senate Bill SB-7 (September 25, 2016). The
measurement may be taken by individual water meters or submeters.
D. The owner of the structure shall install individual meters or submeters that
comply with all laws and regulations governing the approval of meter types or
the installation, maintenance, reading, billing, and testing of meters, including,
but not limited to, the California Plumbing Code and California Water Code.
E. The existing equivalent dwelling units (EDU’s) and CWA capacity charges
assigned to a Multiple Dwelling unit property shall remain unchanged when
additional service lateral(s) and meter(s) are installed and the property’s water
use remains unchanged. Under such conditions, the Authority shall not assign
additional EDU’s to the new lateral(s) and meter(s) and the Authority shall
report to CWA that the new meter(s) shall not be eligible for future CWA
9
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capacity credits.

2.9.2. Accessory Dwelling Units (ADU):
A.

For purposes of imposing a capacity fee, an ADU is defined as an attached or a
detached residential dwelling unit that provides complete independent living
facilities for one (1) or more persons, is located on a lot with an existing or
proposed single family dwelling, and includes permanent provisions for living,
sleeping, eating, cooking, and sanitation on the same parcel as the singlefamily dwelling is or will be situated.

B.

An ADU added to the site of an existing or proposed single-family dwelling shall
be charged an Authority capacity fee that is proportional to the burden of the
proposed ADU based upon the number of its fixture units, except as follows:
1) ADUs within the space of an existing or proposed single-family residence,
or an existing accessory structure including a pool house, garage, or studio,
shall be exempt from the Authority’s capacity fee. For purposes of this
section 2.9.2., “existing space” shall include an addition to a single-family
residence or accessory structure that does not exceed 150 square feet,
provided that the expansion beyond the physical dimensions of the existing
structure is limited to accommodating ingress and egress.

C.

An ADU added to the site of an existing single-family dwelling that requires an
increase in the existing meter size, based on the combined plumbing fixture
units of the existing dwelling and ADU, shall be charged the incremental San
Diego County Water Authority Capacity Charge for the increased meter size.
ADUs that require an upsize of the meter solely to meet the requirement of a
fire service shall be exempt from the San Diego County Water Authority
Capacity Charge.

D. Junior Accessory Dwelling Units (JADU) shall be subject to the provisions of this
section 2.9.2 if the lot includes an existing or proposed single-family dwelling.
E.

Lots with more than two units are subject to backflow prevention
requirements and each additional dwelling unit will be assessed a capacity fee
of one Equivalent Dwelling Unit (EDU) at the Multi-family rate.

F.

Fire service for lots with more than two dwelling units shall be subject to the
provisions in section 4.2.1.
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2.10. Temporary Meter
2.10.1 Upon request:
A. A hydrant-specific temporary meter may be provided to measure water used
generally for construction activities where the installation of a permanent
meter is not practical for service to a particular parcel, such as in land grading,
street, and utility construction.
B. Temporary meters are normally installed on a single fire hydrant. Except as
otherwise approved by the General Manager or his or her authorized designee,
the account established with the customer requesting a temporary meter shall
be issued for a period of time not to exceed twelve (12) months.
C. The size and location of the temporary meter installation shall be approved in
advance by the Authority.
D. If the meter is not being used consistently with the conditions stated herein,
the Authority reserves the right to require the customer to relocate, reduce
the size of the meter, or discontinue the use of the temporary meter at any
time, and for any reason, at the expense of the customer. When a meter is to
be installed on a fire hydrant within the boundaries of a fire protection agency
that requires its approval, license, or permission, the customer shall obtain a
permit from such agency prior to installation of the meter.
E. The customer shall be responsible for any damage to the meter that occurs as
a result of improper use. See Supplement for current deposit requirements.
F. The customer shall be billed monthly for all water delivered through the
temporary meter. Monthly bills must be paid promptly to maintain continuous
service.
G. When the meter is no longer required, the construction deposit, less the
unpaid water charges and any other accrued charges, shall be refunded to the
customer within thirty (30) days.
2.10.2 Floating Temporary Meters:
A. Floating temporary meters may be moved from one (1) fire hydrant to another
by the customer in order to facilitate the completion of a project.
B. If any of the proposed locations are within the boundaries of a fire protection
agency, each location must be approved and listed on the permit issued by said
fire agency. If the permit expires, it is the responsibility of the account holder
11
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to have the permit renewed or the account will be assessed a non-compliance
fee, as shown in the Supplement, each billing period the permit is expired.
C. The customer may keep the temporary meter in his or her possession and
relocate the meter to the approved locations as needed.
D. The customer shall be held responsible for any damage to, or loss of, the
meter.
E. For billing purposes, the customer will contact Authority staff to provide a read
from the meter, as stated in the temporary meter contract for “Floating
Meters.” If a read is not provided to the Authority by the requested date, an
estimated read will be billed to the customer and a non-compliance fee, as
shown in the Supplement, will be assessed to the account each time a read has
to be estimated.
F. The amount due to the Authority or the customer as a result of estimated
read(s) will be reconciled when the meter is returned to the Authority by the
customer.

2.11. Cross-Meter Connection
2.11.1. A cross-meter connection is deemed to exist when:
A. Authority records indicate there are locations where two (2) or more meters
have service addresses other than what is shown on the service papers.
B. Typically, the properties and water meters in question are located side by side,
resulting in an incorrect post-meter plumbing connection after meter services
have been inspected.
C. After an investigation has been conducted by Authority personnel, the account
records will be corrected to reflect current information and to ensure each
customer is billed correctly from that point forward. Unless it is determined
that the cross-meters were caused by the Authority, no adjustments to water
bills will be made as a result of any incorrect billing.

3. WATER PRESSURE
3.1. Guidelines
3.1.1. To be consistent with the guidelines set by the American Water Works
Association, the Authority will design and maintain its water distribution
facilities such that the following residual water pressures, measured at the
water meter, will on an average basis, be available throughout the water
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distribution system:
A. Forty (40) pounds per square inch (psi) under average day conditions for any
services installed after August 30, 1977;
B. Twenty (20) psi under emergency conditions, such as a fire, for existing and
new customers; and
C. Any services installed prior to August 30, 1977, having less than forty (40) psi,
are accepted “as is” or grandfathered at that pressure.
3.1.2. Higher pressures may exist depending upon a customer’s geographical and/or
topographical location in the water distribution system.
3.1.3. The Authority will not be responsible for any damage, including damage to the
customer’s property resulting from insufficient pressure, excessive pressure, or
pressure fluctuations due to operation and maintenance of the water
distribution system.
3.1.4. Where water pressure exceeds eighty (80) psi, the Authority strongly
recommends that the customer install a pressure regulating valve to protect
the private plumbing.
3.1.5. Customer inquiries to determine or change pressure at the customer’s
property will be submitted to the Engineering Department.

4. FIRE PROTECTION
4.1. Fire Hydrants
4.1.1. Responsibility:
A. Fire hydrants, including any required by the respective fire protection agency,
on Authority mains are the property of the Authority.
B. The Authority maintains and repairs fire hydrants within its service area.
C. Refer to the Supplement for installation charges and penalty(ies) for
unauthorized fire hydrant use.

4.2.

Lateral for Private Fire Protection System
4.2.1. Commercial, Industrial, Government, Multi-Unit:
A. A private fire protection system, as required by the respective fire protection
agency, is solely for fire protection purposes. No other water use shall be
13
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permitted from such a system and unauthorized use may be grounds for
discontinuance of service.
B. A private fire protection system is composed of two (2) components – The
Authority’s side and the customer’s side. Refer to the Authority’s Standard
Specifications for the delineation between the Authority’s side and the
customer’s side of the system.
C. The Authority’s side of the system includes a fire protection lateral connected
to the Authority's main, a valve at the main, and a lateral pipeline from the
valve to the edge of the road right-of-way or easement in which the main is
located or other location agreed upon by both parties.
D. A pipeline from the termination of the Authority's lateral shall be extended by
the customer to serve the fire protection outlets, fire hydrants, or fire
sprinkler system at the customer’s service location.
E. The system on the property owner’s side shall be constructed in accordance
with requirements established by the respective public agency that is
responsible for building permits.
F. The property owner at his or her expense shall install, or cause to be installed,
and annually inspect a backflow prevention device for the private fire
protection system. As discussed in Section 1.3, costs for installing new
facilities are to be paid by applicant and are ineligible to be financed through
a payment plan with the Authority.
G. The backflow prevention device shall be installed in accordance with the
Authority’s Standard Specifications; approved by an Authority CrossConnection Control Specialist; and include a detector meter. A minimum of an
approved reduced pressure principle backflow prevention detector assembly
(RPDA) shall be owned, installed, and maintained by the property owner at a
location approved by an Authority Cross-Connection Control Specialist. The
detector meter shall be provided by the Authority after installation of a
backflow prevention device.
H. Any usage registered on the meter, other than for fighting fires, shall be billed
to the account holder at the Authority’s Commodity Rate for Business and
Multi-Unit Accounts. The Authority and its duly authorized agents shall have
the right to ingress and egress from the premises for all purposes of making
such inspections as it may deem necessary, and it shall have the right to
attach any testing device or use any means which it may elect to ascertain the
condition and use of the pipe and appurtenances.

14
Effective July 1, 2022

26

I. The Authority shall have no responsibility for the proper functioning of the
fire protection system or for the availability of water from its main for fire
protection in the event of an emergency. It undertakes, at all times, to have
adequate supplies available in its system for ordinary uses. The Authority is
not a guarantor of continual service in quantities adequate for all purposes.
The property owner specifically agrees as a condition of connecting to the
Authority’s water system that the Authority shall incur no liability nor be
subject to any damages resulting from a failure of malfunction of the fire
protection lateral or fire sprinkler system, or from a lack of water in adequate
quantity or pressure to make it fully effective.
4.2.2. Pre-Existing Unprotected Lateral for a Private Fire Protection System:
A. All existing unprotected fire service laterals are required to install an approved
backflow prevention device as indicated in Section 4.2.1.F. of these Rates and
Rules no later than April 25, 20232025.
B. Customers of record with an existing private fire protection system that does
not include an approved backflow prevention device must upgrade the
unprotected private fire protection service lateral to include an approved
backflow prevention device within four (4) years after receiving notice from
the Authority that a backflow prevention device is required.
C. The notice must include the customer’s name and address, reference to this
section, a deadline for compliance, the contact information for the Authority’s
Cross-Connection Control Specialist, the process to comply, and that not
complying with the requirement to protect the private fire service lateral from
a cross-connection may result in cancelation of service per Section 4.3 of these
Rates and Rules.
D. The Authority’s Cross-Connection Control Specialist will send follow-up
reminder notifications thirty-six (36), twenty-four (24), twelve (12), and six (6)
months prior to the required installation date. A final reminder notification will
be sent to the customer of record three (3) months prior to the required
installation date. Failure to send reminder notices does not affect the
customer’s obligation to install a backflow prevention device. Non-compliance
with this section or any notice issued pursuant to this section by the required
installation date will result in cancelation of service per Section 4.3 of these
Rates and Rules.
4.2.3. Single-Family Residential:
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A. If required by the respective fire agency, a private fire protection system for a
Single-Family Residence will be constructed on the customer’s side of the
meter in accordance with requirements established by the respective public
agency responsible for building permits.
B. The lateral for a Single-Family Residence requiring a fire protection system
shall be one (1) inch in diameter minimum and serve both domestic and fire
protection water service. The backflow prevention device for the lateral shall
be approved by the Authority’s Cross-Connection Control Specialist.
C. The Authority shall have no responsibility for the proper functioning of the
fire protection system or for the availability of water from its main for fire
protection in the event of an emergency.
D. The Authority will undertake, at all times, to have adequate water supplies
available in its system for ordinary uses. The Authority is not a guarantor of
continual service in quantities adequate for all purposes.
E. The property owner shall specifically agree, as a condition of the connection,
that the Authority shall incur no liability nor be subject to any damages
resulting from a failure or malfunctioning of the fire protection lateral or fire
sprinkler system, or from a lack of water in adequate quantity or pressure to
make it fully effective.

4.3.

Application, Agreement and Cancellation of Service for Private Fire Protection
4.3.1. Application and Agreement:
A. Any person requesting the installation of a private fire protection system shall
apply for water service and pay all lateral installation costs by completing a
Private Fire Protection Agreement and Application for Water Service (see
Supplement for installation cost and monthly service charge).
B. Upon the transfer or sale of the property, the subsequent property owners
shall sign an acknowledgement stating they agree to the terms stated in the
Private Fire Protection Agreement and complete a new Application for Water
Service to assume responsibility for a fire protection account. If there is not a
properly executed Private Fire Protection Agreement on file, the following will
occur:
1) The account will be activated under the applicant’s name with the
understanding that a properly executed Private Fire Protection Agreement
shall be received by the Authority within thirty (30) days of activating the
account. Failure to do so will result in a non-compliance penalty being
assessed on every subsequent water bill up to six (6) months or three (3)
16
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water bills, as shown in the Supplement.
2) If the Authority has not received a properly executed Private Fire
Protection Agreement after the non-compliance penalty has been assessed
three (3) times, this may result in the discontinuance of water service to
the fire protection system with the corresponding fire protection agency
being notified.
C. If the property is rented or leased, and the Authority has authorized the tenant
or lessee to be responsible for the account of such property, then in the event
a new tenant or lessee occupies the premises, the owner of the property or
authorized tenant or lessee shall sign an acknowledgement form stating they
agree to the terms stated in the Private Fire Protection Agreement and
complete an Application for Water Service in order to assume responsibility for
a fire protection account.
D. Failure to return a signed agreement or application may result in the
discontinuance of service and a letter of the pending discontinuance will be
sent to the corresponding fire protection agency.
4.3.2. Cancellation:
A.

It is mandatory that the customer provide written notification to the
Authority no less than fifteen (15) days prior to the close of the customer’s
water account. If the property is rented or leased, and the Authority has
authorized the tenant or lessee to be responsible for the account for such
property, then in the event a new tenant or lessee occupies the premises, the
owner of the property or authorized tenant or lessee shall sign a Private Fire
Protection application in order to assume responsibility for a fire protection
account of the corresponding fire protection agency.

B.

Termination for all accounts shall be implemented pursuant to the
termination provisions in Section 5 below.

C.

In emergencies, the Authority has the right, without prior notice, to shut off
all or any part of its facilities and discontinue the service when deemed
necessary for the purpose of making any repairs, alterations, additions, or to
prevent possible contamination through cross-connected facilities of the
customer, or to prevent the negligent or willful waste by the customer.

5. WATER SERVICE AND BILLING
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5.1.

Authority and CWA Fees:
5.1.1. The Authority’s water service fees are comprised of a meter charge and a
commodity charge.
5.1.2. From time-to-time, this water service fee may also include costs imposed on
the Authority by CWA, which are passed through to the Authority’s customers.

5.2.

Charges
5.2.1. Meter Charge:
A. The meter charge is a fixed charge established on the basis of the size of the
water meter serving a property.
B. The charge is calculated to recover a portion of the Authority’s fixed costs, such
as costs of billing and collections, customer service, meter reading, meter
maintenance, and capital and infrastructure. Any customer may avoid payment
of the charge by an authorized disconnection from the facilities of the
Authority.
5.2.2. Commodity Charge:
A. The commodity charge, or water charge, is a variable water usage charge
calculated to recover the cost of providing water service, including the cost of
purchasing, treating and pumping water, and maintaining system
improvements.
B. All water registered by a meter is considered to have been consumed and will
be billed to a customer for each unit of one-hundred (100) cubic feet of water
(748 gallons), regardless of whether metered water use was unknown or
unintentional.
C. See Supplement for current water service fees.

5.3.

Transfer of Service
5.3.1. Application:
A. When applying for the transfer of water service responsibility from one
customer to another, the applicant shall provide his or her name, address,
phone number, date of birth, and Social Security number or California Driver
License number to establish credit.
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1) Property owners may elect to have the water account established in the
name of the tenant as the primary account holder, by signing a Property
Owner’s Authorization Form (POAF), in order for the tenant to receive the
water bill and be principally responsible for payments of charges for service
at a rental property. The Authority recommends property owners list
themselves as an associated customer to monitor the account’s status. It is
the property owner’s responsibility to notify the Authority of any changes
in the mailing address, telephone number(s) or other contact information
provided to the Authority. The property owner will be jointly and severally
liable with the tenant and remain ultimately responsible for payment of all
charges for water and other charges that may accrue, including but not
limited to delinquent charges, cost of repairing damages caused by
negligent or intentional acts or omissions of said tenant. The property
owner shall contact the Authority at least three (3) days prior to the tenant
moving out of the property served by the Authority; in such event, the
property owner may become the customer of record to continue water
service. If the tenant/customer or the property owner fail to contact the
Authority to terminate service or establish a new customer of record, they
shall remain jointly and severally liable for all water use charges and bills
incurred at the property.
2) In the event that a POAF cannot be obtained, the tenant will be allowed to
be the primary account holder by paying a security deposit, as shown in the
Supplement section 5.7.
B. An applicant may request that a legal spouse be added to the account if they
can provide their full name, date of birth and Social Security Number or
Driver’s License Number to establish credit. No other parties will be added to
the account without a durable Power of Attorney.
C. This information will be searched in the customer service database. All
outstanding charges found in the customer’s name shall be paid prior to
establishing service at any location within the Authority’s service area. This
includes account balances due on a previous account or at a previous service
address that are delinquent or have been referred to the Authority’s collection
agency due to nonpayment. In addition, a security deposit may be required as
stated in the Supplement, which deposit shall be subject to the requirement in
Section 5.7. In the event that the applicant is unable or unwilling to provide
credit information, the applicant shall deposit funds as a security deposit, as
stated in the Supplement, which deposit shall be subject to the requirement in
Section 5.7.
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D. The security deposit collected will be applied to the customer’s account at the
time the account is closed.
E. A new customer applying for water service will not be held liable for any
previous customer’s outstanding water bill for the address where he or she is
applying for service.
F. However, the Authority may require a security deposit from a subsequent
customer for a rental property when any two (2) of the following conditions
exist at the property within the previous thirty-six (36) months: 1) Water
service was previously scheduled for discontinuance; 2) the bank has returned
a check; 3) a previous account with the same service number was sent to the
Authority’s collection agency; or 4) the water service has been disconnected
for nonpayment.
G. The property owner or authorized property manager may assume
responsibility for water service and will not be required to place a security
deposit for water service at the address, unless they have an outstanding
balance with the Authority that is past due. Water service will stay in the
property owner’s name until such time as the property is sold or the
outstanding balances have been paid in full.
H. Each time the customer is not present at the property for connection of water
service, a missed water connection appointment charge will be assessed in the
amount shown in the Supplement. In the event a water release form was
signed (releasing the Authority from all liability and responsibility for any losses
or damages resulting from open connections or faulty plumbing) and the meter
registers water use at the time of connection, the water service will remain
disconnected, and the customer or his or her designee will be required to be at
the property for reconnection of service.
I. If the customer or designee is not present, then a missed water connection
appointment charge will be assessed in the amount shown in the Supplement.
J. When an account is closed and charges remain unpaid for three (3) weeks
following the mailing of the closing bill, service may not be established in the
delinquent customer’s name at any location within the Authority’s service area
until all outstanding charges have been paid. In addition, a security deposit
may be required as shown in the Supplement. However, if service has been
established at another location in the Authority’s service area, the charges
owed on the closed account will be transferred to the new account and be
subject to the Authority’s delinquent notice and shut off process.
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5.4.

Payment of Bills
5.4.1. Payment and Location Options:
A. Administration Office – All water bills may be paid at the office of the Authority
at 505 Garrett Avenue, Chula Vista, or mail payment to PO Box 2328, Chula
Vista, California 91912-2328.
B. Convenience Store – Water bills may be paid at any 7-11 (24/7) locations or CVS
locations.
C. Telephone – Payments can be made with a credit card or electronic check (no
additional charge) by calling 866-419-8408.
D. Online – To pay with an electronic check or credit card, please log-on to the
Authority customer payment website. Follow instructions to make a one- time
payment, or if interested sign-up for Automatic Payment. One-time payments
will be reflected the next business day.
E. Instructions for payment options are on the back of customer water bills and
also located on the Authority’s website: www.sweetwater.org.

5.5.

Billing Statement
5.5.1. Bill Mail Date and Due Date:
A. After water service has been provided to a customer pursuant to applicable
rules, a bill shall be rendered at a time convenient to the Authority, but no
later than nine (9) weeks after service is commenced.
B. The bill will normally be mailed on a Friday approximately one (1) week after
the customer’s meter is read.
C. Payment of the amount of the bill shall be due and payable within fourteen
(14) days after the bill is mailed.
D. The bill shall include all charges due and owing, including, but not limited to,
service charges, plan check fees, and charges due pursuant to Section 11 of the
Rates and Rules.

5.6.

Discontinuance of Water Service
5.6.1. Water service charges are payable to the Authority once every two months or
at such other frequency as determined by the Authority. All bills for water
service are due and payable fourteen (14) calendar days after the mail date by
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the Authority. Any bills not paid within such period are considered delinquent.
Once the bill is received, payment arrangements may be requested up until the
time of disconnection on the 73rd day after the bill was mailed (see Section 2
for these alternatives).
5.6.2. After an account becomes delinquent, the following will occur:
A. On the 21st day after the water bill was mailed a reminder notice is mailed to
the customer of record. In addition, the Authority will also send a notice to the
actual occupants living at the service address under the following
circumstances: Water is furnished by a master meter; water is furnished by an
individual meter to a single-family dwelling, multi-unit residential structure
mobile home or park, or farm labor camp and the owner, manager, or
employer is the customer of record; or the customer of record’s address is not
the same as the service address. If service is provided by a master meter and
the Authority is unable to provide notice to the occupants by mail, the
Authority will make an alternative good faith effort to provide the notice to the
occupants. The notice will inform the occupants that they have the right to
become customers of the Authority without being required to pay the amount
due on the delinquent account. Terms and conditions for occupants to become
customers of the Authority are provided in Section 5 below.
B. Between the 45th and 50th day after the water bill was mailed, a second
reminder notice is mailed to the customer of record and to the occupant if the
bill remains unpaid.
C. Between the 61st and 66th day after the bill was mailed, an automated phone
call and text message will be sent to the phone numbers on file informing the
customer that their account is in a delinquent status, the water will be
disconnected if it remains unpaid, a late fee may be assessed and that the
customer may request a copy of this policy.
D. On the 71st day after the water bill was mailed, a late fee will be assessed to
the account and a delinquent notice and a copy of this Policy will be left at a
conspicuous place at the service address informing the occupant that service
will be disconnected in forty-eight (48) hours due to non-payment of the water
bill and a handling fee will be assessed to the account.
E. On the 74th day after the water bill was mailed, the Authority may disconnect
water service for non-payment.
F. If the account remains unpaid for a full week, the account will be closed as of
the date it was originally turned off for non-payment. Any new customer
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wanting to start water service may need to provide documentation satisfactory
to the Authority showing that they were not responsible for any of the water
used during the time period the account was in a delinquent status.
5.6.3. Circumstances Under Which Residential Water Service Will Not Be
Disconnected:
A. Minimum Payments – The Authority will carry a maximum balance of seventyfive ($75.00) to the next water bill with no penalties or late fees.
B. The Authority will not discontinue service while a customer’s payment is
subject to an Authority-approved extension, amortization, or alternative
payment schedule, and the customer remains in compliance with the approved
payment arrangement. Prior to the 73rd day after the bill was mailed, the
Authority may approve an extension, amortization or alternative payment
arrangement for an outstanding balance with the understanding that all
subsequent water bills must be kept current.
C. If a customer defaults on an Authority-approved extension, amortization or
alternative payment arrangement, or fails to pay subsequent water bills while
the payment arrangement is in place, the Authority may discontinue water
service after posting a final notice of intent to disconnect service in a
prominent and conspicuous location at the service address at least five (5)
business days before disconnection of service.
D. If a customer defaults on an Authority-approved extension, amortization or
alternative payment arrangement twice within a year, said customer will be
ineligible to receive an extension, amortization or an alternative payment
arrangement for one (1) year beginning on the date of the second default.
5.6.4. Subject to compliance with this section, the Authority will not discontinue
water service under certain combined medical and financial circumstances.
A. The Authority will not discontinue water service if all of the following
conditions are met:
1) The customer, or a tenant of the customer, submits certification from a
primary care provider that discontinuation of water service would be life
threatening or pose a serious threat to the health and safety of a resident
of the premises; and
2) The customer is financially unable to pay within a normal billing cycle. This
can be shown by either (a) demonstrating that someone in the household is a
recipient of one of the following programs:
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•
•
•
•
•

CalWorks
CalFresh general assistance
Medi-Cal
Supplemental Security Income/State Supplementary Payment Program
California Special Supplemental Nutrition Program for Women, Infants
and Children

or (b) declaring under penalty of perjury that household income is less than
200% of the federal poverty level; and
3) The customer is willing to enter into an alternative payment arrangement,
including an extension, amortization, or alternative payment schedule with
respect to the delinquent charges.
B. This section is subject to the following procedures and requirements:
1) For customers who meet all of the above conditions, the Authority will
offer one of the following options, to be selected by the Authority in its
discretion: (1) an extension; (2) amortization of the outstanding balance; or
(3) an alternative payment schedule.
2) The customer is responsible for demonstrating that the above conditions
have been met. Upon receipt of documentation from the customer, the
Authority will review the documentation within seven (7) days and either:
(1) notify the customer of the alternative payment arrangement selected
by the Authority and request the customer’s signed assent to participate in
that arrangement; (2) request additional information from the customer;
or (3) notify the customer that he or she does not meet the above
conditions.
3) The Authority may discontinue water service if a customer who has been
granted a payment arrangement under this section fails to do any of the
following for sixty (60) days or more: (a) to pay the outstanding balance by
the extension date; (b) to pay any amount under the amortization
schedule; (c) to pay any amount due under the alternate payment
schedule; or (d) to pay his or her current charges for water service. The
Authority will post a final notice of intent to disconnect service in a
prominent and conspicuous location at the service address at least five (5)
business days before disconnection of service. The final notice will not
entitle the customer to any investigation or review by the Authority.
5.6.5. Disputing or Appealing a Water Bill:
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A. A customer, by written request, may request a review of the water bill within
seven (7) days of receiving said bill. While under review, the account will incur
no late fees or penalties until the review is completed and the results are
reported to the customer. The Authority will provide a written determination
to the customer. The Authority may, in its discretion, review untimely
requests; however, such requests are not subject to appeal.
B. Any customer whose timely request for review has resulted in an adverse
determination by the Authority, may appeal the determination to the
Governing Board by filing a written notice of appeal with the Authority’s Board
Secretary within ten (10) business days of the Authority mailing its
determination. Upon receiving the notice of appeal, the Board Secretary will
set the matter to be heard at a Governing Board meeting and mail the
customer written notice of the time and place of the hearing at least ten (10)
days before the meeting. The decision of the Governing Board shall be final. In
addition, the Authority will not discontinue water service while an appeal to
the Authority’s Governing Board is pending.
5.6.6. In a landlord-tenant situation the occupants can apply for water service
pursuant to Section 5 of this Policy.
5.6.7. Restoration of Water Service:
A. Water service may be restored, with no reconnection fee, during regular
business hours after payment is made in full in one of the following ways:
1) Payment is made at the Authority’s Administration building.
2) Payment is made on-line and a confirmation number is provided and
payment is verified by the Authority.
3) Payment is made over the telephone through the Authority’s automated
payment system and a confirmation number is provided and payment is
verified by the Authority.

4) Cash payment is made through an Authority approved vendor and a
confirmation number is provided and payment is verified by the Authority.
B. Water service may be restored after regular business hours from 5:00 p.m. to
9:00 p.m. Monday through Friday and from 7:00 a.m. to 9:00 p.m. on
weekends and holidays when the following occurs:
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1) Payment is made as stated in Section 5.6.7. A, numbers 2 through 4.
2) The customer agrees to the after-hours fee of $150.00 which will be added
to their next water bill.
5.6.8. Interest Waiver:
A. For residential customers who demonstrate a household income below 200
percent of the federal poverty line, the Authority will waive interest charges on
delinquent bills once every 12 months. The Authority will apply the waiver to
any interest charges that are unpaid at the time of the customer’s request.
B. The Authority will deem a residential customer to have a household income
below 200 percent of the federal poverty line if: (a) any member of the
household is a current recipient of CalWORKs, CalFresh general assistance,
Medi-Cal, Supplemental Security Income/State Supplemental Payment
Program or California Special Supplemental Nutrition Program for Women,
Infants and Children: or (b) the customer declares under penalty of perjury the
household’s annual income is less that 200 percent of the federal poverty level.
5.6.9. Procedures for Occupants or Tenants to Become Customers of the Authority:
A. This Section 5 only applies when a property owner, landlord, manager or
operator of a residential service address is listed as the customer of record and
has been issued a notice of intent to discontinue water service for nonpayment.
B. The Authority will make service available to the actual residential occupants if
each occupant agrees to the terms and condition of service, including deposit
requirements. However, if one or more occupants are willing to assume
responsibility for subsequent charges to the account to the satisfaction of the
Authority, or if there is a physical means, legally available to the Authority, of
selectively discontinuing service to those occupants who have not met the
requirements of the Authority’s rules and regulations, the Authority shall make
service available to occupants who have met those requirements.
C. To be eligible to become a customer without paying the amount due on the
delinquent account, the occupant shall verify that the delinquent account
customer of record is or was the landlord, manager, or agent of the dwelling.
Verification may include, but is not limited to, a lease, rental agreement, rent
receipts, a government document indicating the occupant is renting the
property, or information disclosed pursuant to section 1962 of the Civil Code,
at the discretion of the Authority.
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D. If prior service for a period of time is a condition for establishing good credit
with the Authority, residence and proof of prompt rent payment for that
period of time is a satisfactory equivalent.
5.6.10. Other Provisions:
A. In addition to discontinuation of water service, the Authority may pursue any
other remedies available for non-payment of water service charges including
but not limited to: securing delinquent amounts by filing liens on real property,
filing a claim or legal action, or referring the unpaid amount to collections.
B. The Authority reserves the right to discontinue water service for any violation
of Authority policies, rules or regulations other than non-payment.
5.6.11. Contact Information:
For customer questions or assistance regarding a water bill, the Authority’s
Customer Service staff can be reached at 619-420-1413. Customers may also
visit the Authority’s Customer Service section in person Monday through Friday
from 8:00 a.m. to 5:00 p.m. except on Authority holidays.

5.7.

Security Deposits
5.7.1. When a Security Deposit is Required:
A. A security deposit will be required if an applicant for service is unable to
provide sufficient credit information.
B. Tenants who are the primary account holder will be required to pay a security
deposit when a POAF cannot be obtained from the property owner.
C. A security deposit may be required from any customer who assumes
responsibility for future water billings where the current customer has not paid
the present bill. The party assuming responsibility is not required to pay the
delinquent account.
D. The Authority reserves the right to require a security deposit from any
customer who has been referred to the Authority’s collection agency.
E. The security deposit will be assessed to the existing account upon discovery,
regardless of when the account was referred to the collection agency. Refer to
the Supplement for how the deposit is calculated.
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F. Interest will not be paid on security deposits, nor be charged on any late
payments. Service to the customer shall be rendered according to the existing
Rates and Rules.
G. The security deposit collected under this section will be applied to the
customer’s account at the time the account is closed.

5.8.

Water Bill Adjustment
5.8.1. Authority and Board Action:
A. The General Manager or his or her designee, shall have the authority to
compromise, and adjust payments and procedures established hereunder.
B. Adjustments are made pursuant to the One-Time Adjustments to Customers’
Water Bills policy.
C. Unless approved by the General Manager, no extension of time to pay any
delinquent account shall exceed twelve (12) months.
D. Any request to adjust a water bill by more than fifteen-hundred ($1,500)
dollars, shall be presented to the Authority’s Governing Board for
consideration and action.

5.9.

Advance Payment
The Authority may, at its discretion, and for the convenience of its customers, require
and/or accept in advance, the payment of an amount equal to the estimated water
charge for a specific period of time (Example: The customer may deposit funds prior to
an extended absence from the premises to cover expected water charges).

5.10. Returned Payments
5.10.1. Personal Checks
A. Accounts will incur a returned payment charge when checks, automatic
payments, and electronic checks are returned to the Authority by the bank due
to insufficient funds, closed accounts, invalid account numbers, accounts not
located, etc. The returned payment charge is shown in the Supplement. The
customer and/or maker of the check will be notified that the bank has
returned his or her check.
B. The Authority will not accept future check, automatic payment, or electronic
check from a customer when two (2) returned payment charges are incurred
within a twelve (12) month period, by the bank due to insufficient funds,
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closed accounts, etc. The Authority will accept payment in the form of a check,
automatic payments, or electronic check after one (1) year of satisfactorily
fulfilled account payments.
C. If the account holder makes a check payment that is deemed to be fraudulent,
a notation will be made to the customer’s account indicating that no future
check payments will be accepted on the account.

5.11. Credit Card/Electronic Check Payment
5.11.1. Chargebacks:
A. If the Authority receives a chargeback request, the account will incur a credit
card chargeback fee as stated in the Supplement. The customer will be notified
that a chargeback request was received.
B. After two (2) chargebacks, a notation will be made to the customer’s account
indicating that future credit card payments will not be accepted for a one (1)
year period.
C. If the account holder makes a credit card transaction that is deemed to be
fraudulent, a notation will be made to the customer’s account indicating that
no future credit card payments will be accepted on the account.

5.12. After-Hours Service
5.12.1. Fees and Restoration:
A. The after-hours service fee, as shown in the Supplement, will be charged for a
connection of water service outside of normal business hours. After-hours
service connections are limited to the hours of 5:00 p.m. to 9:00 p.m. Monday
through Friday and 7:00 a.m. to 9:00 p.m. on Saturday, Sunday or holidays.
B. Customers requesting restoration of water service that was a result of a
delinquent water account must provide a payment confirmation number from
the Authority’s third-party payment processing vendor for service to be
restored.
The after-hours service fee will be charged, but is not required to be paid prior
to connection. The after-hour limitations stated in 5.12.1 also apply.
C. When a representative is dispatched to the property for any of the above
conditions, every effort will be made to contact the customer. If the customer
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is not present for the connection, the Authority will not send another
representative to the property until proper arrangements have been made
through the Customer Service section during regular business hours.

5.13. Emergency Shut-Off Service
5.13.1. Shut-off Valve:
A. The Authority includes a consumer shut-off valve as part of each new meter
and lateral installation. The valve is installed on the customer’s (discharge) side
of the water meter and may be turned off by the customer to allow for
plumbing repairs or in the event of a plumbing failure requiring emergency
shut off.
B. In no event shall the customer attempt to operate the Authority's valves on
the street side of the meter.
C. Many older water meter and lateral installations do not include a consumer
shut-off valve. In that event, customers are encouraged to install a shut-off
valve at a convenient location in the private plumbing system. If an emergency
occurs requiring a water service be shut off to allow repairs and no consumer
shut-off valve has been installed, upon request, the Authority will dispatch its
personnel to turn off service at the Authority’s valve as soon as possible after
receipt of the request. When the Authority is notified to restore service, the
water will be turned on upon the availability of service personnel.
D. If a customer requires such emergency shut-off services from the Authority,
outside of normal business hours, more often than twice in a twelve (12)
month period, a fee for each subsequent service call will be charged, as shown
in the Supplement.

6. METER FAILURE AND ADJUSTMENT OF BILLS
6.1. Meter Test
6.1.1. A customer may request that the meter through which water service is
rendered be tested for accuracy.
6.1.2. The customer shall place a deposit for a meter test with the Authority to cover
the cost of the test, as set forth in the Supplement. If it is found that the meter
does not register more than five (5%) percent above true registration, the
deposit for the meter test will be retained by the Authority.
6.1.3. If the meter is found to register more than five (5%) percent above the true
registration, another meter will be installed by the Authority, and the deposit
for the meter test will be returned to the customer and an adjustment of water
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charges will be made.
6.1.4. No adjustment in water charges shall be made for excess registration for more
than four (4) months preceding the request by the customer for the test.
6.1.5. Should any meter fail to register during any billing period, the customer will be
billed for the estimated use as follows:
A. If the customer has a consumption history of one (1) year, the billing shall be
for the amount used during the same period in the preceding year.
B. If the customer does not have a consumption history for the preceding year,
the billing may be for the amount used during the billing period immediately
prior to the period in which the meter failed to register, or may be based on a
reading made on the replacement meter as adjusted to cover the complete
billing period.

7. RESALE OF WATER
No customer may profit from the sale of water delivered by the Authority.

8. UNAUTHORIZED USE OR WASTE OF WATER
No consumer shall use water upon any land other than that covered by the
Application for Service, nor shall knowingly permit leaks or waste of water.

9. AUTHORITY’S RIGHT OF INSPECTION AND ACCESS
Authorized Authority personnel shall have unrestricted access at reasonable hours to
all premises supplied by the Authority to inspect the supply system, meters, or other
measuring apparatus, and to see that the rules and regulations of the Authority are
being observed.

10. UNAUTHORIZED REGULATION OF WATER
No person, except duly authorized employees of the Authority, shall be permitted to
operate, adjust, or modify in any way, any Authority facility or equipment.

11. DAMAGE TO AUTHORITY PROPERTY
Any damage occurring to a meter or other Authority facility, or any property of the
Authority, caused by a customer/consumer must be paid for by the customer on
presentation of a bill therefore.

12. INTERRUPTION OF DELIVERY
In case of necessity, water may be shut off from the Authority's system, but such
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stoppage will be for the shortest practical time. Except in case of emergency, the
customer will be notified in advance of such action wherever possible.

13. HOT WATER AND STEAM BOILER INSTALLATIONS
Hot water installations should be made in conformity with the applicable plumbing
code. When water is used to supply a steam boiler, its owner shall supply a tank of
sufficient capacity into which the service pipe will discharge to provide a supply for at
least twelve (12) hours. The Authority will not be responsible for the safety of hot
water heaters, boilers, or tanks on the premises of any consumer.

14. MAILING LISTS AND OFFICE RECORDS
The names and addresses of water customers or vendors, or correspondence of the
Authority, shall not be publicly available, except to the extent required by law, and no
mailing lists shall be prepared or provided by the Authority or by any of its officers or
employees, which are compiled from records of the Authority.

15. STATE LAWS
15.1 Protection of Public Water Supplies
For protection of public water supplies, many offenses are by state law made
misdemeanors for which the offender may be criminally prosecuted. These include:
Section 498, Penal Code
Stealing water or property, taking water or property without the Authority’s
knowledge, tampering with Authority equipment or making unauthorized
connections.
Section 592, Penal Code
Intent to defraud, take water from any canal, ditch, flume, or reservoir.
Section 607, Penal Code
Unauthorized operation of gate or control of water supply, injuring tanks,
flumes, reservoirs, etc.
Section 624, Penal Code
Willfully breaks, digs up, obstructs, or injures any water pipe or main, or any
works erected for supplying buildings with water, or any appurtenances cutting
or obstructing pipes, etc.
Section 625, Penal Code
Taking water after works have been closed or meter sealed.
Section 117000, Health & Safety Code
Bathing (swimming) in reservoirs, etc.
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Sections 7583-7605, et seq. Title 17, California Administrative Code
Regulations relating to cross-connections.

15.2. Corrective Actions
Cost for any corrective actions taken by the Authority as a result of any violations
stated herein will be billed to the responsible party, including water use charges based
on meter readings, estimates, or fees charged, and charges necessary to recover costs
for Authority property or equipment that has been damaged.

15.3. Unauthorized Use of Water
Unauthorized use of water through fire hydrants or other Authority facilities either by
direct means or through the tampering of a temporary meter is a violation of state law
for which the offender may be criminally prosecuted and be subject to fines listed in
the Authority’s Supplement.

15.4. Civil Action for Damages
Civil Code Sections 1882-1882.6 permits the Authority to file a civil action for damages
for the unauthorized taking of the Authority’s water, illegal and unauthorized
connections to any facilities owned or used by the Authority, or interference with
Authority property or facilities, and permit the recovery of three (3) times the amount
of actual damage, plus the costs of suit and reasonable attorney’s fees.

15.5. Violations
Any violation of the Authority’s Rates and Rules shall be cause for the Governing
Board, acting by and through its General Manager, to apply such penalties as may be
provided by law, or to take any other action as deemed appropriate, including but not
limited to, the discontinuance of potable water service.

16. DROUGHT RESPONSE PLAN
These Rates and Rules will be administered in conjunction with the Authority’s
Drought Response Plan.

17. AMENDMENTS
The Governing Board of Sweetwater Authority may, at its direction, alter, amend, add
to, or permit exceptions to these Rates and Rules.
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SUPPLEMENT to Rates and Rules
1. CHARGES FOR WATER SERVICE
1.1. Metered Service
A. Meter Charge – Fixed charge, previously known as the Readiness-to-Serve Charge,
is for domestic, commercial, industrial, agricultural, public authority, and
commercial-other customers. These charges are effective January 1, 2022 and
were approved with adoption of the Sweetwater Authority (Authority) Governing
Board’s Resolution 18-22.
Meter Size

Bi-monthly Charge

5⁄ x 3⁄ inch
8
4
1 inch
1-1⁄2 inch
2-inch
3-inch
4-inch
6-inch
8-inch
10-inch

Monthly Charge

Daily Rate

20.28

$ 10.14

$ .3380

30.20
47.84
67.66
128.90
217.54
437.88
721.94
1,098.16

15.10
23.92
33.83
64.45
108.77
218.94
360.97
76
549.08

.5034
.7974
1.1277
2.1484
3.6257
7.2980
12.0324
18.3027

$

B. Charges for the water delivered through the meter are in addition to the Meter
Charge.
1.2. Water Commodity Charge
A. A variable commodity charge for all water used based on units of
one-hundred (100) cubic feet (HCF) (or 748 gallons) and billed in two (2) components:
(1) The Authority’s Commodity Charge, which covers the cost of supplying, treating
and distributing water from any of the Authority’s sources, including imported water,
and (2) the San Diego County Water Authority (SDCWA) Wholesale Water Purchase
Charge, which includes the SDCWA Municipal and Industrial Untreated Supply Rate,
Transportation Rate, and Treatment Rate, and covers the cost of purchasing and
importing water from SDCWA when necessary.
B. The SDCWA Wholesale Water Purchase Charge also recovers revenue to fund the
Authority’s rate stabilization fund, which will be used exclusively to offset
impacts of reduced local water supply on rates. These charges are effective January 1,
2022 and were approved with adoption of the Governing Board’s Resolution 18-22.
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Based on Units
of Water Served

SDCWA
Wholesale Water
Purchase Charge
$/HCF

Authority
Charge
$/HCF

Single-family Residential:
Tier 1: 0-10 HCF

$ 4.03

$ 0.54

Tier 2: 11-16 HCF
Tier 3: 17-27 HCF
Tier 4: 28+ HCF

4.80
4.94
5.95

0.65
0.66
0.80

Multi-family Residential

5.53

0.74

Commercial

5.29

0.71

Public Agency

6.53

0.87

Construction

7.98

1.07

1.3. SDCWA and Metropolitan Water District (MWD) Charges
A. These charges reflect the pass-through charges from SDCWA and MWD. The charges
are effective January 1, 2022 and were approved with adoption of the Governing
Board’s Resolution 18-22.
B. The six (6) components that apply to the pass-through charges are as follows:
1) The Infrastructure Access Charge (IAC) funds a portion of SDCWA’s fixed costs. It
is determined on the basis of the size of the meter serving a parcel and is a fixed
charge levied on all retail meters within the service area.
Meter Size
5⁄ x 3⁄ inch
8
4
1-inch
1-1⁄2 inch
2-inch
3-inch
4-inch
6-inch
8-inch
10-inch or larger

Bi-monthly Charge
$ 8.48
13.58
25.44
44.10
81.42
139.08
254.40
.6
440.96
661.44

Monthly Charge
$

4.24
6.79
12.72
22.05
40.71
69.54
127.20
220.48
330.72
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2) The Customer Service Charge is the Authority’s allocation of SDCWA’s cost to
support its customer service function. This charge is based on a three (3) year
rolling average of water purchased from SDCWA and is five ($0.05) cents per HCF.
3) The Emergency Storage Charge is the Authority’s allocation of the costs of
SDCWA’s Emergency and Carryover Storage Program. This charge is based on a
three (3) year rolling average of water purchased from SDCWA and is twelve
($0.12) cents per HCF.
4) The Supply Reliability charge is the Authority’s allocation of the costs associated
with SDCWA’s reliable water supplies. This charge is based on a five (5) year
rolling average of water purchased from SDCWA and is ten ($0.10) cents per HCF.
5) The MWD Readiness-to-Serve charge is the Authority’s allocation of the cost of
MWD’s charge to collect costs associated with standby and peak water deliveries
and emergency storage. This charge is based on an agency’s ten (10) year rolling
average of firm demands and is one ($0.01) cent per HCF.
6) The Capacity Charge is the Authority’s allocation of the cost of MWD’s charge to
collect the cost of providing peak capacity. This charge is based on the maximum
daily flow of water purchases over the three (3) previous fiscal years and is two
($0.02) cents per HCF.
1.4. Separate Private Fire Protection Lateral
These charges are effective January 1, 2022 and were approved with adoption of the
Governing Board’s Resolution 18-22:

Lateral Size
1-inch
1-1/2 inch
2-inch
3-inch
4-inch
6-inch
8-inch
10-inch
12-inch

Bi-Monthly
Charge
$

Monthly
Charge

1.10
3.20
6.82
19.86
42.32
122.98
262.08
471.32
761.32

$

0.55
1.60
3.41
9.93
21.16
61.49
131.04
235.66
380.66

Installation
Charge
By estimate only
By estimate only
By estimate only
By estimate only
By estimate only
By estimate only
By estimate only
By estimate only
By estimate only
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2. INSTALLATION CHARGES
2.1. Charges for Permanent Meter and Lateral Service
A. The charge for meter and lateral installations will be based on actual cost and requires
an initial deposit based on an Engineering Department estimate. The charge will
include the SDCWA capacity charge and the Authority capacity fees as required in the
Rates and Rules. A final bill for costs not covered by the deposit or refund of excess
deposit will be made to the customer upon completion of the work. Pursuant to action
of the Governing Board on September 25, 2019, costs for installing new facilities are
ineligible to be financed through a payment plan with the Authority.
B. Reduction in meter size on existing lateral: No service charge or refunds will apply.
C. Relocation of meter and lateral: The charge for meter and lateral relocations will be
based on actual cost and requires an initial deposit based on an Engineering
Department estimate. A final bill for costs not covered by the deposit or refund of
excess deposit will be made to the customer throughout the project as needed and
upon completion of the work.
As discussed in Section 2.1.A, costs for installing new facilities are ineligible to be
financed through a payment plan with the Authority.
D.

Increase in meter size: Charge will amount to any difference in the standard meter
charge and cost of the new lateral; and will be based on actual cost and requires an
initial deposit based on an Engineering Department estimate. A final bill for costs not
covered by the deposit or refund of excess deposit will be made to the customer
throughout the project as needed and upon completion of the work. The charge will
also include any difference between the SDCWA capacity charge and the Authority
capacity fees as required in the Rates and Rules. As discussed in Section 2.1.A, costs
for installing new facilities are ineligible to be financed through a payment plan with
the Authority.

2.2. Fire Hydrants
A. Charges for fire hydrants will be for actual installation costs.
B. The charge for meter and lateral installations will be based on actual cost and requires
an initial deposit based on an Engineering Department estimate. As discussed in
Section 2.1.A., costs for installing new facilities are ineligible to be financed through a
payment plan with the Authority.
C. A final bill for costs not covered by the deposit or refund of excess deposit will be
made to the customer upon completion of the work.
6
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2.3. Utility Payments
A. In addition to the above water lateral, fire hydrant, and fire protection lateral
installation charges, a charge for utility permit fees and applicable inspection deposits
will be made to reimburse the Authority for such fees paid to that agency where work
is performed.
B. The amount of the fees and deposits will be determined at the time of application for
service as established by that agency having that jurisdiction. A final bill for costs not
covered by the deposit or refund of excess deposit will be made to the customer upon
completion of the work.
2.4. Fringe Benefit and Overhead Charge
A. Employee fringe benefit and overhead expenses are included in construction costs
when Authority labor is used to install, maintain, or repair facilities and are a
percentage of all labor time charged to the project.
Effective January 1, 2022:
Fringe Benefit Charge
Overhead Charge

106%
45%

Total Employee Fringe Benefit and Overhead Charge

151%

3. TEMPORARY SERVICE
3.1. Construction Meter
A. A Meter charge will apply for this type of service equal to the monthly charge for a
three (3) inch meter as stated in Section 1.1.A.
B. Charges for service for less than a thirty (30) day period will be prorated.
C. The water commodity charge will be as stated in Section 1.1.
D. The SDCWA-MWD surcharge is as stated in Section 1.3.B.1, 2, 3, 4, 5,
and 6.
3.2. Additional Charges for Temporary Meters
Meter Size
3-inch

Approximate Capacity
400 GPM

Installation Deposit
$ 1,200.00
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A. The following shall be deducted from the meter deposit once the meter has been
returned to the Authority, and the closing bill will be calculated as follows:
1) Any unpaid charges for minimum monthly fees or water use.
2) The cost of any repairs required or replacement of parts lost or damaged.
3) The cost of a spanner wrench if one was issued and not returned – thirty ($30.00)
dollars.
B. If there is a balance due, a closing bill will be mailed; if there is a credit balance, a
refund check will be processed.
C. If the closing bill has not been paid within eight (8) weeks after the final bill is rendered,
the account will be referred to the Authority’s collection agency due to nonpayment.
D. Unauthorized use of water through fire hydrants or other Authority facilities either by
direct means or through the tampering of a temporary meter shall be subject to an
administrative fine of one-thousand ($1,000) dollars, plus the estimated cost of
unauthorized water which will be billed to the responsible party.
4. OTHER FEES, CHARGES, AND DEPOSITS
4.1. After Hours Service
4.2. Abandonment of Service
All lateral sizes

$

150.00

By estimate only

4.3. Billing Fee for Non-Compliant Floating Meters

90.00

4.4.
4.5.
A.
B.
C.
D.

30.00

E.
F.
G.
H.

Credit Card Chargeback/Reversal Fee
Delinquent Accounts
Late Fee
Handling Fee
Illegal Connection Fee
Damaged Padlock or Barrel Lock
Damaged ¾-inch Locking Device
Damaged 1-inch Locking Device
Damaged ¾-inch Locking Pipe Plug
Damaged 1-inch Locking Pipe Plug

35.00
70.00
185.00
20.00
25.00
40.00
30.00
47.00
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4.6. Deposit for Meter Test
4.7. Drought-Related Fines
Administrative fines may be levied for violations of
prohibited water conservation measures. See the Drought
Response Plan for detailed information on these fines.

130.00

4.8. Easement Quitclaims
Process the removal of an Authority easement from a
property as requested by the property owner. A value may be
assessed, applicable to the easement, if it is determined that
the Authority or its predecessor provided compensation to
acquire the easement.

800.00

4.9. Emergency Shut-Off Service
5/8-inch through 2-inch meter service
3-inch and larger meter service
4.10. Estimated Service Damage Charge
4.11. Fire Flow Tests (per hydrant or location)
Fire hydrant flow tests requested to complete fire sprinkler
calculations or to determine available flow in a specific area.
4.12. Hydraulic Flow Analysis (per hydrant)
4.13. Missed Water Connection Appointment
4.14. Remote Services
Remote water services are not in compliance with the
Authority’s construction specifications. This fee recovers the
cost to process the approval by the Governing Boardthe
General Manager for a remote water service requested by the
property owner, for a parcel that is land-locked and does not
front a water main in an Authority easement or public rightof-way.
4.15. Returned Check Charge
4.16. Security Deposit
A security deposit will be determined by the meter size
for the property.

55.00
Actual cost,
including overhead
500.00
1,400.00

300.00
40.00
790600.00

30.00
5/8” - 150.00
1” - 300.00
1-1/2” & above $ 500.00
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4.17. Document Reproduction Fee
Black and White
8-1/2 x 11
8-1/2 x 14
11 x 17
24 x 36

Fee Per
Copy
$ 0.10
$ 0.10
$ 0.20
$ 3.75
(.75/SF)

Color
8-1/2 x 11
8-1/2 x 14
8-1/2 x 17

$ 1.60
$ 1.60
$ 1.80

11 x 17
24 x 36

$ 2.80
$10.00

Maps (Color Only)

Fee Per Copy

8-1/2 x 11
8-1/2 x 14
8-1/2 x 17
11 x 17
24 x 36

$ 15.00
$ 20.00
$ 25.00
$ 30.00
$ 50.00

Electronic Records
Including, but not
limited to: Video,
CD, DVD

Direct cost plus
the current
staff costs

Mailing Service Fee
Envelope
Postage per ounce

$ 0.50
USPS Rate

5. CAPACITY FEES
5.1. Collection of capacity fees is necessary to allocate the cost of existing infrastructure to
new water connections or to existing water connections which require additional capacity
to serve the property due to change in use or expansion of use.
5.2. This fee was established per Resolution 17-02 on January 25, 2017:
A. Single-Family Residential:
Effective Date
July 1, 2021

Capacity Fee (1)
$5,490

Unit (2)
Equivalent Dwelling Unit

1) Updated as of July 1, 2021 based on the 2021 Capacity Fee Study.
2) Equivalent Dwelling Unit = Single Family Residential Account, based on gallons
per capita per day pursuant to the Authority’s 2020 Urban Water Management
Plan (90), and the average household size per US Census data (3.3 persons per
household).
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B. Other (Multi-Family Residential, Mobile Home, Irrigation or Commercial):

EDU

Estimated Usage
(3) (gallons per day)

Factor of Base EDU
Capacity Fee (4)

All Customers-Base

1

297

100%

Multi-Family Services

1

165

56%

Mobile Home Park
Services

1

107

36%

1) Based on FY water use presented in the 2020 Urban Water Management Plan.
2) Discussion of EDU factors can be found in the 2021 Capacity Fee Study.
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TO:

Governing Board (Finance and Administration Committee)

FROM:

Carlos Quintero, General Manager
Dina Yorba, Director of Administrative Services

DATE:

June 10, 2022

SUBJECT:

Consideration to Adopt Resolution 22-05, Adopting a Salary Schedule for All
Employees Effective July 1, 2022

SUMMARY
Pursuant to Section 570.5 and 571.1 of Title 2 of the California Code of Regulations, the
Authority and each public agency participating in CalPERS are required to make publicly
available a pay schedule that includes:
•
•
•
•
•

Position title for every employee position
Pay rate (or pensionable compensation) for each position
Time base of each pay rate
Any conditions for payment of an item of pensionable compensation
Indicates an effective date and the date of any revisions

The regulations also contain criteria for ensuring the pay schedule is publicly available and
does not permit a reference to another document (e.g., the budget) in lieu of the required pay
schedule. Further, the regulations clarify that “compensation earnable” or “pensionable
compensation” will be limited to the amount listed on a pay schedule that meets all of the
established criteria and identifies how the pay rate may be determined where employers fail
to meet the requirements. In addition, the regulations require that the pay schedule be duly
approved and adopted by the Board in accordance with applicable public meeting laws
requirements.
The salaries provided on the FY 2022-23 Pay Schedule implement a three (3) percent Cost
of Living Adjustment (COLA) per the agreement contained in the Memorandum of
Understanding (MOUs) between the Authority and Sweetwater Authority Employees’
Committee (SAEC), the Middle Management Group (MMG), and the Confidential Employees’
Group (CG).
To meet Sections 570.5 and 571.1’s requirements for a duly Board-approved and adopted
pay schedule, Resolution 22-05, Adopting a Salary Schedule for All Employees Effective
July 1, 2022, is provided for approval and adoption. The proposed revision to the FY 2022-23
Pay Schedule also includes the following reclassifications:
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•
•
•
•
•
•
•

Safety/Risk Officer, 10 percent above Safety Coordinator
Distribution Manager, 3 percent above existing salary
Watershed Caretaker Manager, internal alignment with Distribution Manager 18
percent above existing salary
Engineering Manager (Infrastructure/Inspection), 5 percent above existing salary
Engineering Manager (Water Resources/Environmental), 5 percent above existing
salary
Assistant Board Secretary/Administrative Assistant, 5 percent above existing salary
Office Assistant, Range 8.5, 12.0, 14.0 no change in salary

The following classifications are being removed from the Pay Schedule:
•
•

Engineering Manager (Construction/Watershed Management)
Operations Clerk I/II/III

The following are new classifications being added to the Pay Schedule:
•
•

Facilities Maintenance Specialist at a range of 14.0
Records Management Specialist at a range of 15.0

PAST BOARD ACTIONS
May 11, 2022

The Governing Board adopted Resolution 22-02, Adopting a
Salary Schedule for All Employees Effective May 11, 2022

September 22, 2021 The Governing Board adopted Resolution 21-19, Authorizing
Execution of a Memorandum of Understanding between
Sweetwater Authority and the Sweetwater Authority Employees
Committee, Effective July 1, 2021
September 8, 2021

The Governing Board adopted Resolution 21-16, Authorizing
Execution of a Memorandum of Understanding between
Sweetwater Authority and the Sweetwater Authority Confidential
Group, Effective July 1, 2021
The Governing Board adopted Resolution 21-17, Authorizing
Execution of a Memorandum of Understanding between
Sweetwater Authority and the Sweetwater Authority Middle
Management Group, Effective July 1, 2021

February 10, 2021

The Governing Board approved the FY 2020-21 Pay Schedule for
all employees effective February 10, 2021

November 11, 2020

The Governing Board approved the creation of an Associate
General Manager and Special Assistant to the Board position and
the job description; set the salary range to match that of the
Assistant General Manager position for purposes of advertising
the position; and directed the General Manager to assist an Ad
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Hoc Selection Committee (to be formed by the Chair) in hiring an
outside recruiting firm and initiating a recruitment process.
Additional matters on which the Committee may require direction
in the future would be brought to the Board.
June 24, 2020

The Governing Board approved the FY 2020-21 Pay Schedule for
all employees effective July 1, 2021

FISCAL IMPACT
Sufficient funds have been included in the FY 2022-23 Budget for the provisions contained in
the MOUs and the FY 2022-23 Pay Schedule. The proposal to reclassify the above positions
will have an overall fiscal impact of reducing salary expenditures by approximately $78,000.
The salary savings will assist in offsetting the costs for the additional Engineering Technician
and Utility Worker positions added to the FY 2022-23 Budget.
POLICY
The Authority adheres to State law.
ALTERNATIVES
1. Adopt Resolution 22-05, Adopting a Salary Schedule for All Employees Effective July 1,
2022.
2. Other direction as determined by the Governing Board
RECOMMENDATION
Staff recommends that the Governing Board adopt Resolution 22-05, Adopting a Salary
Schedule for All Employees Effective July 1, 2022.
ATTACHMENTS
1.
2.
3.
4.
5.

Proposed Revised FY 2022-23 Pay Schedule, effective July 1, 2022 (tracked changes)
Revised FY 2022-23 Pay Schedule, effective July 1, 2022 (proposed changes accepted)
Resolution 22-05, Adopting a Salary Schedule for All Employees Effective July 1, 2022
FY 2021-22 Pay Schedule, Effective May 11, 2022 (for reference)
Proposed Organizational Charts: Administration, Administrative Services, Engineering &
Operations
6. Proposed Job Descriptions: Safety/Risk Officer, Distribution Manager, Watershed
Caretaker Manager, Engineering Manager (Infrastructure/Inspection), Engineering
Manager (Water Resources/Environmental), Assistant Board Secretary/Administrative
Assistant, Office Assistant, Facilities Maintenance Specialist, and Records Management
Specialist
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ATTACHMENT 1
SWEETWATER AUTHORITY
MONTHLY PAY RANGE – ALL POSITIONS
Revised - Fiscal Year 2021-20222022-2023
Effective 5/11/202207/01/2022
ADMINISTRATION
Assistant Board Secretary/Administrative Assistant
Assistant General Manager
Associate General Manager and Special Assistant
to the Board (Unfunded)
Board Secretary/Administrative Assistant
General Manager/Interim General Manager
Office Assistant (Unfunded)
Public Affairs Manager
Public Affairs Representative
Senior Public Affairs Representative

6,971-8,4717,529-9,149
16,155-19,63416,640-20,223
16,155-19,634
8,363-10,1648,614-10,469
20,416
5,106-6,206
9,756-11,85610,049-12,212
6,713-8,1586,914,-8,403
7,383-8,9727,605-9,241

ADMINISTRATIVE SERVICES
Administrative Services Specialist
7,667-9,3177,897-9,597
Cross-Connection Control Specialist I
6,094-7,4046,277-7,626
Cross-Connection Control Specialist II
6,724-8,1716,926-8,416
Cross-Connection Control Supervisor
7,240-8,7987,457-9,062
Customer Service Leadworker (field)
5,800-7,0485,974-7,260
Customer Service Leadworker (office)
5,800-7,0485,974-7,260
Customer Service Manager
10,410-12,65110,722-13,031
Customer Service Representative I (field)
4,648-5,6484,788-5,818
Customer Service Representative I (office)
4,648-5,6484,788-5,818
Customer Service Representative II (field)
5,130-6,2335,284-6,420
Customer Service Representative II (office)
5,130-6,2335,284-6,420
Customer Service Supervisor (field)
8,675-10,5438,935-10,859
Customer Service Supervisor (office)
7,378-8,9657,599-9,234
Director of Administrative Services
3,870-16,85714,286-17,363
Human Resources Analyst
7,054-8,5727,266-8,829
Human Resources Manager
11,507-13,98511,852-14,405
Human Resources Technician
5,879-7,1446,055-7,358
Human
Resources
Technician
5,376-6,535
Program Analyst
6,398-7,7746,590-8,007
Program Manager
Program Specialist
Records Management Specialist
Safety Coordinator/Risk Officer
Senior Human Resources Analyst
Telephone Receptionist I
Telephone Receptionist II
Training Clerk I (Unfunded)
Training Clerk II (Unfunded)

11,190-13,59911,526-14,007
7,667-9,3177,897-9,597
5,688-6,911
8,111-9,8579,165-11,138
8,111-9,8578,354-10,153
3,820-4,640
4,648-5,648
4,536-5,511
4,882-5,933
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SWEETWATER AUTHORITY
MONTHLY PAY – RANGE – ALL POSITIONS
Revised - Fiscal Year 2021-20222022-2023
Effective 05/11/202207/01/2022

ENGINEERING and Operationsand OPERATIONS
Director of Engineering and Operations
Engineer (Unfunded)
Engineering Manager-Construction/Watershed
Mgmt
Engineering
Manager-Infrastructure /Inspection
Engineering Manager-Water
Resources/Environmental
Engineering Office Assistant I
Engineering Office Assistant II
Engineering Office Assistant III
Engineering Technician
Engineering Technician Supervisor
Environmental Project Manager
Lead Watershed Caretaker
Office Assistant I
Office Assistant II
Office Assistant III
Principal Engineer
Principal Engineering Technician
Principal Engineering Technician/Design Tech.
Reservoir Operations SpecialistWatershed
Caretaker Manager
Senior Engineering Technician
Watershed Caretaker Crew Supervisor
Watershed Caretaker I
Watershed Caretaker II
Engineering and Operations
Distribution Manager
Equipment Mechanic
Equipment Mechanic Supervisor
Equipment Operator
Equipment Service Worker (Unfunded)
Facilities Maintenance Specialist
Field Crew Supervisor
Operations Clerk I
Operations Clerk II
Operations Clerk III
Senior Equipment Mechanic
Utility Leadworker
Utility Worker I
Utility Worker II
Utility Worker II/Locator
Welder I/Utility Worker II (Unfunded)
Welder II/Utility Worker II (Unfunded)

15,233-18,513
9,298-11,300
12,346-15,005
12,630-15,35113,640-16,579
12,707-15,44413,724-16,680
4,213-5,119
5,005-6,081
5,522-6,710
5,944-7,2246,123-7,441
9,261-11,2559,539-11,593
8,230-10,0028,477-10,302
6,094-7,4046,277-7,626
4,339-5,273
5,155-6,263
5,688-6,911
11,553-14,04011,90014,461
8,189-9,9518,435-10,250
9,036-10,9819,307-11,311
9,730-11,82511,861-14,415
7,064-8,5847,276-8,842
7,604-9,2427,832-9,520
4,764-5,7894,907-5,963
5,258-6,3885,416-6,580
11,190-13,59911,861-14,415
5,660-6,8775,830-7,083
7,989-9,7098,229-10,000
5,800-7,0485,974-7,260
4,648-5,648
5,974-7,260
7,604-9,2427,832-9,520
3,820-4,640
4,648-5,648
5,130-6,233
6,094-7,4046,277-7,626
6,094-7,4046,277-7,626
4,764-5,7894,907-5,963
5,258-6,3885,416-6,580
5,800-7,0485,974-7,260
5,522-6,710
5,800-7,048
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SWEETWATER AUTHORITY
MONTHLY PAY – RANGE – ALL POSITIONS
Revised - Fiscal Year 2021-20222022-2023
Effective 5/11/202207/01/2022

FINANCE and INFORMATION SYSTEMS
Account Clerk I
4,648-5,6484,788-5,818
Account Clerk II
5,005-6,0815,155-6,263
Account Clerk III
5,800-7,0485,974-7,260
Accountant
6,905-8,3917,112-8,643
Accounting Manager
11,466-13,93511,810-14,353
Business Systems Programmer
8,638-10,4978,897-10,812
Buyer I (Unfunded)
5,258-6,388
Director of Finance
14,663-17,82115,103-18,356
GIS Specialist
6,400-7,7786,592-8,012
Information Systems Support Specialist I
5,944-7,2246,123-7,441
Information Systems Support Specialist II
7,064-8,5847,276-8,842
Information Systems Manager
11,421-13,88111,764-14,297
Information Systems Supervisor
9,933-12,07110,231-12,433
Junior Accountant
6,094-7,4046,277-7,626
Procurement Specialist
6,094-7,4046,277-7,626
Senior Accountant
7,876-9,574
Senior GIS Specialist
6,844-8,3187,025-8,537
Systems Analyst
8,207-9,975
Warehouse Worker I
4,882-5,9335,029-6,111
Warehouse Worker II
5,389-6,5475,551-6,744
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SWEETWATER AUTHORITY
MONTHLY PAY – RANGE – ALL POSITIONS
Revised - Fiscal Year 2021-20222022-2023
Effective 5/11/202207/01/2022

Biologist
Chemist
Chief System Operator
Director of Water Quality
Habitat Maintenance Worker I
Habitat Maintenance Worker II

WATER QUALITY
9,053-11,0029,325-11,33210,486-11,575
6,228-7,5686,415-7,795
8,525-10,3628,760-10,646
14,688-17,85215,129-18,388
4,648-5,6484,787-5,817
5,130-6,2336,584-7,268

Instrument and Control Technician I
Instrument and Control Technician II
Instrument and Control Technician III
Laboratory Supervisor
Laboratory Technician I
Laboratory Technician II
Plant Maintenance Supervisor
Plant Maintenance Technician I
Plant Maintenance Technician II
Plant Maintenance Technician III
Plant Maintenance Technician Leadworker
Systems Operator I
Systems Operator II
Systems Operator III
Water Quality Clerk I (Unfunded)
Water Quality Clerk II (Unfunded)
Water Quality Services Technician I
Water Quality Services Technician II
Water Treatment Plant Operator I
Water Treatment Plant Operator II
Water Treatment Plant Operator III
Water Treatment Plant Operator Supervisor
Water Treatment Plant Operator Trainee
Water Treatment Superintendent

6,094-7,4046,277-7,626
6,724-8,1716,926-8,416
7,420-9,0177,643-9,288
9,183-11,1619,458-11,496
5,258-6,3885,416-6,580
5,800-7,0485,974-7,260
9,492-11,5369,777-11,882
5,522-6,7105,688-6,911
6,094-7,4046,277-,7,626
6,560-7,9726,757-8,211
7,989-9,7098,229-10,000
5,522-6,7105,688-6,911
6,245-7,5896,432-7,817
6,893-8,3757,100-8,626
4,536-5,511
4,882-5,933
5,522-6,7105,688-6,911
5,944-7,2246,123-7,441
5,800-7,0485,974-7,260
6,400-7,7786,592-8,012
7,064-8,5847,276-8,842
8,349-10,1478,599-10,451
5,130-6,2335,284-6,420
11,190-13,59911,526-14,007

In addition to the above salary ranges, employees who are assigned the following duties will receive
the designated additional pay, in accordance with the publicly approved Memoranda of
Understanding (MOUs) for all represented employees in the Sweetwater Authority Employees’
Committee (SAEC), Middle Management Group (MMG) and Confidential Group (CG)
(unrepresented employees - the General Manager, Assistant General Manager and Department
Directors- are not entitled to these additional pays):
Standby Pay (SAEC Only):
Regular
$28.00/day
Weekend
$35.00/day
Holidays
$50.00/day
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Holiday Pay (SAEC Only):
One and one half the regular rate of pay for actual hours worked in addition to regular
holiday pay
Shift Differential Pay (SAEC Only):
2% of base pay increase will be provided to Watershed Caretakers, Lead Watershed
Caretaker, Caretaker Crew Supervisor (assigned weekend or rotating shifts)
4% of base pay increase will be provided to Water Treatment Plant Operators
(Depending on shift)
4% of base pay increase will be provided to all other classifications whenever normal
shifts are changed to the swing shift
8% of base pay increase will be provided to all other classifications whenever normal
shifts are changed to the grave yard shift
Out of Class – Acting Pay:
CG-No less than 2.5% above usual rate of pay
SAEC/MMG-No less than 3.5% above usual rate of pay
Bilingual Pay:
$20 per pay period as provided for in the MOU

Effective 05/11/202207/01/2022
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ATTACHMENT 2
SWEETWATER AUTHORITY
MONTHLY PAY RANGE – ALL POSITIONS
Revised - Fiscal Year 2022-2023
Effective 07/01/2022
ADMINISTRATION
Assistant Board Secretary/Administrative Assistant
Assistant General Manager
Associate General Manager and Special Assistant to the Board
(Unfunded)

7,529-9,149
16,640-20,223

Board Secretary/Administrative Assistant
General Manager/Interim General Manager
Office Assistant (Unfunded)
Public Affairs Manager
Public Affairs Representative
Senior Public Affairs Representative

16,155-19,634
8,614-10,469
20,416
5,106-6,206
10,049-12,212
6,914-8,403
7,605-9,241

ADMINISTRATIVE SERVICES
Administrative Services Specialist
Cross-Connection Control Specialist I
Cross-Connection Control Specialist II
Cross-Connection Control Supervisor
Customer Service Leadworker (field)
Customer Service Leadworker (office)
Customer Service Manager
Customer Service Representative I (field)
Customer Service Representative I (office)
Customer Service Representative II (field)
Customer Service Representative II (office)
Customer Service Supervisor (field)
Customer Service Supervisor (office)

7,897-9,597
6,277-7,626
6,926-8,416
7,457-9,062
5,974-7,260
5,974-7,260
10,722-13,031
4,788-5,818
4,788-5,818
5,284-6,420
5,284-6,420
8,935-10,859
7,599-9,234

Director of Administrative Services
Human Resources Analyst
Human Resources Manager
Human Resources Technician

14,286-17,363
7,266-8,829
11,852-14,405
6,055-7,358

Human Resources Technician
Program Analyst
Program Manager
Program Specialist
Records Management Specialist
Safety/Risk Officer
Senior Human Resources Analyst
Training Clerk I (Unfunded)
Training Clerk II (Unfunded)

5,376-6,535
6,590-8,007
11,526-14,007
7,897-9,597
5,688-6,911
9,165-11,138
8,354-10,153
4,536-5,511
4,882-5,933
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ENGINEERING AND OPERATIONS
Director of Engineering and Operations

15,233-18,513

Engineer (Unfunded)
Engineering Manager-Infrastructure /Inspection

9,298-11,300
13,640-16,579

Engineering Manager-Water Resources/Environmental

13,724-16,680

Engineering Technician
Engineering Technician Supervisor
Environmental Project Manager
Lead Watershed Caretaker
Office Assistant I
Office Assistant II
Office Assistant III
Principal Engineer
Principal Engineering Technician
Principal Engineering Technician/Design Tech.
Watershed Caretaker Manager
Senior Engineering Technician
Watershed Caretaker Crew Supervisor
Watershed Caretaker I
Watershed Caretaker II
Distribution Manager
Equipment Mechanic
Equipment Mechanic Supervisor
Equipment Operator
Equipment Service Worker (Unfunded)
Facilities Maintenance Specialist
Field Crew Supervisor
Senior Equipment Mechanic
Utility Leadworker
Utility Worker I
Utility Worker II
Utility Worker II/Locator
Welder I/Utility Worker II (Unfunded)
Welder II/Utility Worker II (Unfunded)

6,123-7,441
9,539-11,593
8,477-10,302
6,277-7,626
4,339-5,273
5,155-6,263
5,688-6,911
11,900-14,461
8,435-10,250
9,307-11,311
11,861-14,415
7,276-8,842
7,832-9,520
4,907-5,963
5,416-6,580
11,861-14,415
5,830-7,083
8,229-10,000
5,974-7,260
4,648-5,648
5,974-7,260
7,832-9,520
6,277-7,626
6,277-7,626
4,907-5,963
5,416-6,580
5,974-7,260
5,522-6,710
5,800-7,048
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SWEETWATER AUTHORITY
MONTHLY PAY – RANGE – ALL POSITIONS
Revised - Fiscal Year 2022-2023
Effective 07/01/2022

FINANCE and INFORMATION SYSTEMS
Account Clerk I
Account Clerk II
Account Clerk III
Accountant
Accounting Manager
Business Systems Programmer
Buyer I (Unfunded)
Director of Finance
GIS Specialist
Information Systems Support Specialist I
Information Systems Support Specialist II
Information Systems Manager
Information Systems Supervisor
Junior Accountant
Procurement Specialist
Senior Accountant
Senior GIS Specialist
Systems Analyst
Warehouse Worker I
Warehouse Worker II

4,788-5,818
5,155-6,263
5,974-7,260
7,112-8,643
11,810-14,353
8,897-10,812
5,258-6,388
15,103-18,356
6,592-8,012
6,123-7,441
7,276-8,842
11,764-14,297
10,231-12,433
6,277-7,626
6,277-7,626
7,876-9,574
7,025-8,537
8,207-9,975
5,029-6,111
5,551-6,744
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SWEETWATER AUTHORITY
MONTHLY PAY – RANGE – ALL POSITIONS
Revised - Fiscal Year 2022-2023
Effective 07/01/2022

WATER QUALITY
Biologist
Chemist
Chief System Operator
Director of Water Quality
Habitat Maintenance Worker I
Habitat Maintenance Worker II

10,486-11,575
6,415-7,795
8,760-10,646
15,129-18,388
4,787-5,817
6,584-7,268

Instrument and Control Technician I
Instrument and Control Technician II
Instrument and Control Technician III
Laboratory Supervisor
Laboratory Technician I
Laboratory Technician II
Plant Maintenance Supervisor
Plant Maintenance Technician I
Plant Maintenance Technician II
Plant Maintenance Technician III
Plant Maintenance Technician Leadworker
Systems Operator I
Systems Operator II
Systems Operator III
Water Quality Clerk I (Unfunded)
Water Quality Clerk II (Unfunded)
Water Quality Services Technician I
Water Quality Services Technician II
Water Treatment Plant Operator I
Water Treatment Plant Operator II
Water Treatment Plant Operator III
Water Treatment Plant Operator Supervisor
Water Treatment Plant Operator Trainee
Water Treatment Superintendent

6,277-7,626
6,926-8,416
7,643-9,288
9,458-11,496
5,416-6,580
5,974-7,260
9,777-11,882
5,688-6,911
6,277-,7,626
6,757-8,211
8,229-10,000
5,688-6,911
6,432-7,817
7,100-8,626
4,536-5,511
4,882-5,933
5,688-6,911
6,123-7,441
5,974-7,260
6,592-8,012
7,276-8,842
8,599-10,451
5,284-6,420
11,526-14,007

In addition to the above salary ranges, employees who are assigned the following duties will receive
the designated additional pay, in accordance with the publicly approved Memoranda of
Understanding (MOUs) for all represented employees in the Sweetwater Authority Employees’
Committee (SAEC), Middle Management Group (MMG) and Confidential Group (CG)
(unrepresented employees - the General Manager, Assistant General Manager and Department
Directors- are not entitled to these additional pays):
Standby Pay (SAEC Only):
Regular
$28.00/day
Weekend
$35.00/day
Holidays
$50.00/day
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Holiday Pay (SAEC Only):
One and one half the regular rate of pay for actual hours worked in addition to regular
holiday pay
Shift Differential Pay (SAEC Only):
2% of base pay increase will be provided to Watershed Caretakers, Lead Watershed
Caretaker, Caretaker Crew Supervisor (assigned weekend or rotating shifts)
4% of base pay increase will be provided to Water Treatment Plant Operators
(Depending on shift)
4% of base pay increase will be provided to all other classifications whenever normal
shifts are changed to the swing shift
8% of base pay increase will be provided to all other classifications whenever normal
shifts are changed to the grave yard shift
Out of Class – Acting Pay:
CG-No less than 2.5% above usual rate of pay
SAEC/MMG-No less than 3.5% above usual rate of pay
Bilingual Pay:
$20 per pay period as provided for in the MOU

Effective 07/01/2022
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ATTACHMENT 3
RESOLUTION 22-05
RESOLUTION OF THE GOVERNING BOARD OF SWEETWATER AUTHORITY
ADOPTING A SALARY SCHEDULE FOR ALL EMPLOYEES
EFFECTIVE JULY 1, 2022
WHEREAS, the Governing Board of Sweetwater Authority (“Authority”) has
approved Memorandum of Understanding (MOUs) with the three labor organizations at
the Authority; and
WHEREAS, the salary schedule has been updated consistent with the terms of
the MOUs and providing unrepresented employees with the same terms as the
represented employees; and
WHEREAS, the FY 2022-23 Salary Schedule has been updated consistent with
Governing Board approval to include the Safety Risk/Officer, Watershed Caretaker
Manager, Engineering Manager (infrastructure/Inspection), Engineering Manager
(Water Resources/Environmental), Assistant Board Secretary/Administrative Assistant,
Office Assistant, Facilities Maintenance Specialist, and Records Management
Specialist; and exclude Engineering Manager (Construction/Watershed Management)
and the Operations Clerk I/II/III.
WHEREAS, CalPERS regulations require that employee salaries be included on
the publicly approved Salary Schedule; and
WHEREAS, it is necessary for the Governing Board to adopt the Salary
Schedule at a publicly noticed meeting.
NOW, THEREFORE, IT IS RESOLVED by the Governing Board of the Authority
as follows:
1. The Salary Schedule attached hereto as Attachment 1 and incorporated
herein by this reference, is hereby adopted with an effective date of July 1,
2022.
PASSED AND ADOPTED by the Governing Board of the Authority at a Regular
meeting duly held on the 22nd day of June 2022, by the following vote:
AYES:
NOES:
ABSENT:
ABSTAIN:
Attest:
Alejandra Sotelo-Solis, Chair

Ligia Hoffman, Board Secretary
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ATTACHMENT 4
SWEETWATER AUTHORITY
MONTHLY PAY RANGE – ALL POSITIONS
Fiscal Year 2021-2022
Effective 5/11/2022
ADMINISTRATION
Administrative Assistant
Assistant General Manager
Associate General Manager and Special Assistant to
the Board
Board Secretary/Administrative Assistant
General Manager/Interim General Manager
Office Assistant
Public Affairs Manager
Public Affairs Representative
Senior Public Affairs Representative

6,971-8,471
16,155-19,634
16,155-19,634
8,363-10,164
20,416
5,106-6,206
9,756-11,856
6,713-8,158
7,383-8,972

ADMINISTRATIVE SERVICES
Administrative Services Specialist
Cross-Connection Control Specialist I
Cross-Connection Control Specialist II
Cross-Connection Control Supervisor
Customer Service Leadworker (field)
Customer Service Leadworker (office)
Customer Service Manager
Customer Service Representative I (field)
Customer Service Representative I (office)
Customer Service Representative II (field)
Customer Service Representative II (office)
Customer Service Supervisor (field)
Customer Service Supervisor (office)
Director of Administrative Services
Human Resources Analyst
Human Resources Manager
Human Resources Technician
Human
ProgramResources
Analyst Technician

7,667-9,317
6,094-7,404
6,724-8,171
7,240-8,798
5,800-7,048
5,800-7,048
10,410-12,651
4,648-5,648
4,648-5,648
5,130-6,233
5,130-6,233
8,675-10,543
7,378-8,965
13,870-16,857
7,054-8,572
11,507-13,985
5,879-7,144
5,376-6,535
6,398-7,774

Program Manager
Program Specialist
Safety Coordinator
Senior Human Resources Analyst
Telephone Receptionist I
Telephone Receptionist II
Training Clerk I
Training Clerk II

11,190-13,599
7,667-9,317
8,111-9,857
8,111-9,857
3,820-4,640
4,648-5,648
4,536-5,511
4,882-5,933
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SWEETWATER AUTHORITY
MONTHLY PAY – RANGE – ALL POSITIONS
Revised - Fiscal Year 2021-2022
Effective 5/11/2022

ENGINEERING and OPERATIONS
Director of Engineering and Operations

15,233-18,513

Engineer
Engineering Manager-Construction/Watershed
Mgmt
Engineering Manager-Infrastructure
Engineering Manager-Water Resources
Engineering Office Assistant I
Engineering Office Assistant II
Engineering Office Assistant III
Engineering Technician
Engineering Technician Supervisor
Environmental Project Manager
Lead Watershed Caretaker
Principal Engineer
Principal Engineering Technician
Principal Engineering Technician/Design Tech.
Reservoir Operations Specialist
Senior Engineering Technician
Watershed Caretaker Crew Supervisor
Watershed Caretaker I
Watershed Caretaker II

9,298-11,300
12,346-15,005
12,630-15,351
12,707-15,444
4,213-5,119
5,005-6,081
5,522-6,710
5,944-7,224
9,261-11,255
8,230-10,002
6,094-7,404
11,553-14,040
8,189-9,951
9,036-10,981
9,730-11,825
7,064-8,584
7,604-9,242
4,764-5,789
5,258-6,388

ENGINEERING and OPERATIONS
Distribution Manager
Equipment Mechanic
Equipment Mechanic Supervisor
Equipment Operator
Equipment Service Worker
Field Crew Supervisor
Operations Clerk I
Operations Clerk II
Operations Clerk III
Senior Equipment Mechanic
Utility Leadworker
Utility Worker I
Utility Worker II
Utility Worker II/Locator
Welder I/Utility Worker II
Welder II/Utility Worker II

11,190-13,599
5,660-6,877
7,989-9,709
5,800-7,048
4,648-5,648
7,604-9,242
3,820-4,640
4,648-5,648
5,130-6,233
6,094-7,404
6,094-7,404
4,764-5,789
5,258-6,388
5,800-7,048
5,522-6,710
5,800-7,048
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SWEETWATER AUTHORITY
MONTHLY PAY – RANGE – ALL POSITIONS
Revised - Fiscal Year 2021-2022
Effective 5/11/2022

FINANCE and INFORMATION SYSTEMS
Account Clerk I
Account Clerk II
Account Clerk III
Accountant
Accounting Manager
Business Systems Programmer
Buyer I
Director of Finance
GIS Specialist
Information Systems Support Specialist I
Information Systems Support Specialist II
Information Systems Manager
Information Systems Supervisor
Junior Accountant
Procurement Specialist
Senior Accountant
Senior GIS Specialist
Systems Analyst
Warehouse Worker I
Warehouse Worker II

4,648-5,648
5,005-6,081
5,800-7,048
6,905-8,391
11,466-13,935
8,638-10,497
5,258-6,388
14,663-17,821
6,400-7,778
5,944-7,224
7,064-8,584
11,421-13,881
9,933-12,071
6,094-7,404
6,094-7,404
7,876-9,574
6,844-8,318
8,207-9,975
4,882-5,933
5,389-6,547
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SWEETWATER AUTHORITY
MONTHLY PAY – RANGE – ALL POSITIONS
Revised - Fiscal Year 2021-2022
Effective 5/11/2022

WATER QUALITY
Biologist
Chemist
Chief System Operator
Director of Water Quality
Habitat Maintenance Worker I
Habitat Maintenance Worker II

9,053-11,002
6,228-7,568
8,525-10,362
14,688-17,852
4,648-5,648
5,130-6,233

Instrument and Control Technician I
Instrument and Control Technician II
Instrument and Control Technician III
Laboratory Supervisor
Laboratory Technician I
Laboratory Technician II
Plant Maintenance Supervisor
Plant Maintenance Technician I
Plant Maintenance Technician II
Plant Maintenance Technician III
Plant Maintenance Technician Leadworker
Systems Operator I
Systems Operator II
Systems Operator III
Water Quality Clerk I
Water Quality Clerk II
Water Quality Services Technician I
Water Quality Services Technician II
Water Treatment Plant Operator I
Water Treatment Plant Operator II
Water Treatment Plant Operator III
Water Treatment Plant Operator Supervisor
Water Treatment Plant Operator Trainee
Water Treatment Superintendent

6,094-7,404
6,724-8,171
7,420-9,017
9,183-11,161
5,258-6,388
5,800-7,048
9,492-11,536
5,522-6,710
6,094-7,404
6,560-7,972
7,989-9,709
5,522-6,710
6,245-7,589
6,893-8,375
4,536-5,511
4,882-5,933
5,522-6,710
5,944-7,224
5,800-7,048
6,400-7,778
7,064-8,584
8,349-10,147
5,130-6,233
11,190-13,599

In addition to the above salary ranges, employees who are assigned the following duties will receive
the designated additional pay, in accordance with the publicly approved Memoranda of
Understanding (MOUs) for all represented employees in the Sweetwater Authority Employees’
Committee (SAEC), Middle Management Group (MMG) and Confidential Group (CG)
(unrepresented employees - the General Manager, Assistant General Manager and Department
Directors- are not entitled to these additional pays):
Standby Pay (SAEC Only):
Regular
$28.00/day
Weekend
$35.00/day
Holidays
$50.00/day
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Holiday Pay (SAEC Only):
One and one half the regular rate of pay for actual hours worked in addition to regular
holiday pay
Shift Differential Pay (SAEC Only):
2% of base pay increase will be provided to Watershed Caretakers, Lead Watershed
Caretaker, Caretaker Crew Supervisor (assigned weekend or rotating shifts)
4% of base pay increase will be provided to Water Treatment Plant Operators
(Depending on shift)
4% of base pay increase will be provided to all other classifications whenever normal
shifts are changed to the swing shift
8% of base pay increase will be provided to all other classifications whenever normal
shifts are changed to the grave yard shift
Out of Class – Acting Pay:
CG-No less than 2.5% above usual rate of pay
SAEC/MMG-No less than 3.5% above usual rate of pay
Bilingual Pay:
$20 per pay period as provided for in the MOU

Effective 5/11/2022
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ATTACHMENT 5
Sweetwater Authority

ADMINISTRATION

GENERAL MANAGER
1
BOARD SECRETARY/
ADMINISTRATIVE
ASSISTANT
1

PUBLIC AFFAIRS
MANAGER
1

SR. PUBLIC
AFFAIRS
REPRESENTATIVE
1

ASSISTANT
GENERAL MANAGER
1

ASSISTANT BOARD
SECRETARY/
ADMINISTRATIVE
ASSISTANT
1

PUBLIC AFFAIRS
REPRESENTATIVE
1

DIRECTOR OF
DISTRIBUTION &
ENGINEERING
1

DIRECTOR OF
WATER QUALITY
1

DIRECTOR OF
ADMINISTRATIVE
SERVICES
1

DIRECTOR OF
FINANCE
1

Proposed effective
7/1/2022
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Sweetwater Authority

ADMINISTRATIVE SERVICES

ADMINISTRATIVE
SERVICES
SPECIALIST
1

DIRECTOR OF ADMINISTRATIVE SERVICES

RECORDS
MANAGEMENT
SPECIALIST
Proposed 1

1

CUSTOMER SERVICE
MANAGER
1

CUSTOMER SERVICE
SUPERVISOR
(Office)
1

CUSTOMER SERVICE
OFFICE
LEADWORKER
1
CUSTOMER SERVICE
OFFICE
REPRESENTATIVE I/II
5

HUMAN RESOURCES
MANAGER
1

CUSTOMER SERVICE
SUPERVISOR
(Field)
1

CUSTOMER SERVICE
FIELD
LEADWORKER
2
CUSTOMER SERVICE
FIELD
REPRESENTATIVE I/II
7

CUSTOMER SERVICE
TECHNICIAN
LEADWORKER (FIELD)
0

SR. HUMAN
RESOURCES
ANALYST
1

CROSS
CONNECTION CONTROL
SUPERVISOR
1

PROGRAM
MANAGER
1

SAFETY/RISK
OFFICER
1

PROGRAM
SPECIALIST
2

HUMAN
RESOURCES
ANALYST
1

CROSS
CONNECTION CONTROL
SPECIALIST II
1
Proposed effective date
7/1/2022

CUSTOMER SERVICE
TECHNICIAN I/II (FIELD)
0

FTE=29
Proposed-29
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Engineering & Operations Department
OFFICE ASSISTANT
III
1

Director of Engineering & Operations
1

(Located at
Operations Center)

FIELD CREW
SUPERVISOR
2
UTILITY LEADWORKER
2
EQUIPMENT OPERATOR
1
UTILITY WORKER
I/II
8
LOCATOR/UTILITY
II
1
WELDERII/UTILITY II
(On Hold)

FLEET SERVICES
EQUIPMENT
MECHANIC
SUPERVISOR
1

OFFICE ASSISTANT I
1
(Located at
Administration)

ENGINEERING MANAGERInfrastructure/Inspection
1

Distribution Manager
2

SYSTEM MAINTENANCE
& CONST.MAINT CREW

OFFICE ASSISTANT II
1

ENGINEERING
TECHNICIAN
SUPERVISOR
1

CONSTRUCTION
SERVICE CREW
FIELD CREW
SUPERVISORS
2
UTILITY
LEADWORKERS
2

SENIOR EQUIPMENT
MECHANIC
1

EQUIPMENT OPERATOR
2

EQUIPMENT
MECHANIC
1

UTILITY WORKER
I/II
6

PRINCIPAL
ENGINEERING
TECHNICIAN
1

SENIOR
ENGINEERING
TECHNICIAN
1
ENGINEERING
TECHNICIAN
1

PRINCIPAL
ENGINEER
1

ENGINEERING MANAGER-Water
Resources/Environmental
1

ENVIRONMENTAL
PROJECT
MANAGER
1

PRINCIPAL
ENGINEERING
DESIGN
TECHNICIAN
1

WATERSHED CARETAKER
MANAGER
1

WATERSHED
CARETAKER CREW
SUPERVISOR
1

LEAD WATERSHED
CARETAKER
1
WATERSHED
CARETAKER I/II
5

PRINCIPAL
ENGINEERING
TECHNICIAN
Inspection
2, 1 temp

FACILITIES
MAINTENANCE
TECHNICIAN
Proposed
1

Proposed effective date
7/1/2022
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ATTACHMENT 6

SAFETY/RISK OFFICER COORDINATOR
Organizational Chart

Department: Administrative Services

Disclaimer:
The specific statements shown in each section of this job description are not intended
to be all-inclusive. They represent typical elements and criteria necessary to
successfully perform the job.
Definition:
• Develop, administer, plan, organize, coordinate and implement comprehensive
safety and risk management programs and safety training for Sweetwater
Authority (Authority).
• Advise Authority managers on safe work methods and practices; maintain
required record keeping programs, to track regulatory changes and Authority
implementation, to assist and present training programs related to regulatory
compliance and employee safety.
• Assist with emergency planning and provide support for the Safety Committee
and other aspects of the Authority’s Safety Program.
• Provide technical expertise to Authority staff in support of safety and risk
management programs.
• Maintain required regulatory records and keep abreast of regulatory changes
and Authority implementation.
• Serve as the primary point of contract between Sweetwater Authority (Authority)
and local, State and Federal regulatory agencies for matters regarding safety
and risk programs.
• Coordinate and lead the Authority Safety Committee.
Supervision Received/Exercised:
• General supervisiondirection is provided by the Director of Administrative
ServicesGeneral Manager or Assistant General Manager.
• Direct supervision is provided by the Program ManagerDirector of Administrative
Services.
• Responsibilities include providing functional, technical, and training assistance to
intern or temporary positions.

ESSENTIAL FUNCTIONS
Example of Duties/Responsibilities:
• Maintain a positive, healthy, and safe working environment.
• Develop short and long-range plans; assist in the preparation of budgets;
conduct studies and prepare administrative reports of findings and
recommendations.
• Assist in identifying goals and objectives consistent with Authority strategic plans;
develop and recommend priorities, goals, policies, and plans of action to address
Page 1 of 7
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SAFETY/RISK OFFICER COORDINATOR

•
•

•
•
•
•
•
•
•
•
•
•
•

•
•

•
•

•

•
•
•
•

identified emergency trends, and needs consistent with Authority strategic plans.
Analyze pending and approved regulatory changes and provide to the Director of
Administrative Services actionable options to ensure Authority compliance.
Keep abreast of new trends and innovations, and assess the current and future
needs in the fields of: industrial safety, occupational safety and risk
management.
Prepare staff reports.
Evaluate and recommend for selection safety and risk consultants and vendors.
Compose memos and correspondence related to assigned responsibilities.
Point of contact for safety/risk management and safety training records when
regulatory agencies conduct inspections of Authority facilities.
Provide new hire safety orientations.
Evaluate safety program impacts on Authority activities and employee
performance; recommend and implement policy improvements.
Maintain personnel records and documents.
Provide leadership and support as necessary.
Assist in the planning and coordination of Authority disaster preparedness
issues.
Administer contractor insurance and indemnification control strategies.
Design, prioritize, implement, and evaluate the effectiveness of agency-wide
programs related to safety, occupational health and safety, liability and property
claims and safety training.
Implement, schedule, and coordinate reoccurring safety training.
Develop programs, conduct compliance inspections, prepare and maintain
required technical documentation to ensure compliance with State, Federal and
local regulations and codes.
Keep abreast of new trends and innovations in the field of industrial safety,
occupational safety and risk management.
Develop and manage files of safety and risk-control information and
documentation, for both manual and computer-based systems. Develop
programs, conduct compliance inspections, prepare and maintain required
technical documentation to ensure compliance with State, Federal and local
regulations and codes.
Administer the Authority’s third-party liability programs and processes;
investigate, evaluate and recommend approval or rejection of claims; prepare
and present reports for action.
Function as liaison between claimants, staff, insurance companies and
third-party administrators.
Develop, implement and manage existing safety programs and manuals.
Develop and manage a wide variety of Safety/Environmental compliance
programs including, Air Pollution Control District (APCD) permits, chemical safety
data sheets, hazardous materials business plans, respiratory protection, Risk
Management Prevention, Safety Management, Spill Prevention and
Countermeasure Plans, and Underground Storage Tank permits.
Page 2 of 7
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SAFETY/RISK OFFICER COORDINATOR
•

•
•

•
•

•

•
•
•

•
•
•
•
•

•
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•
•

Serve as a Hazmat Team Support member on the Authority’s Hazardous Waste
Operations an Emergency Response (HAZWOPER) team and ensure that
chemical and hazardous material spills are handled in accordance with State and
Federal regulations.
Respond to, investigate and review hazardous materials spills and provide
technical guidance in emergency response, clean-up, and abatement.
Ensure proper handling, operations maintenance, storage and disposal of
hazardous materials, hazardous waste, and underground tanks in a manner
consistent with public law; submit disclosure documents as required.
Identify training needs and determine course objectives and conduct or acquires
training on safety and wellness topics as needed.
Develop programs, conduct compliance inspections, prepare and maintain
required technical documentation to ensure compliance with State, Federal and
local regulations and codes.
Review requirements of incoming certificates of insurance (COI) forms from
vendors and contractors working for the Authority and upload and post to the COI
database,
Establish and maintain effective working relationships with co-workers,
customers, vendors, Board members, and the public.
Perform other duties of a similar nature or level.
Research and report to the Assistant General Manager, the Director of
Administrative Services, and Program Manager on regulatory changes and on
the necessary actions required for Authority compliance.
Keep abreast of new trends and innovations in the field of industrial safety,
occupational safety, risk management, security and disaster preparedness.
Research and develop the Safety section budget.
Develop and manage files of safety and risk-control information and
documentation, for both manual and computer-based systems.
Identify training needs and determine course objectives and conduct staff training
sessions on safety and wellness topics.
Develop programs, conduct compliance inspections, prepare and maintain
required technical documentation to ensure compliance with State, Federal and
local regulations and codes.
Direct and supervise accident investigations relating to occupational injuries, fleet
incidents and damage to Authority property.
Assist with the administration of the Authority’s third-party liability programs and
processes; investigate, evaluate and recommend approval or rejection of claims;
prepare and present reports for Board action.
Provide technical assistance to Senior Management.
Prepare and present reports and other correspondence; develop and write
reports for monthly publication.
Develop, implement and manage existing safety programs and manuals.
Develop and manage a wide variety of Safety/Environmental compliance
programs including, Air Pollution Control District (APCD) permits, chemical safety
Page 3 of 7
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•

•
•

•
•
•
•
•
•
•
•
•
•

data sheets, hazardous materials business plans, respiratory protection, Risk
Management Prevention, Safety Management, Spill Prevention and
Countermeasure Plans, and Underground Storage Tank permits.
Serve as a Hazmat Team Support member on the Authority’s Hazardous Waste
Operations an Emergency Response (HAZWOPER) team and ensure that
chemical and hazardous material spills are handled in accordance with State and
Federal regulations.
Respond to, investigate and review hazardous materials spills and provide
technical guidance in emergency response, clean-up, and abatement.
Ensure proper handling, operations maintenance, storage and disposal of
hazardous materials, hazardous waste, and underground tanks in a manner
consistent with public law; submit disclosure documents as required.
Assist in the planning and coordination of Authority disaster preparedness
issues.
Evaluate and recommend for selection safety consultants and vendors.
Serve as a point of contact with government regulatory agencies conducting
inspections of Authority facilities.
Evaluate safety program impacts on Authority activities and employee
performance; recommend and implement policy improvements.
Maintain personnel records and documents.
Provide leadership and support as necessary.
Compose memos and correspondence related to assigned responsibilities.
Member of the Hazardous Materials Response Team.
Establish and maintain effective working relationships with co-workers,
customers, vendors, Board members, and the public.
Perform other duties of a similar nature or level.

QUALIFICATIONS
Knowledge of:
• Modern office procedures and practices, equipment, and clerical techniques.
• Computer programs and software, such as Microsoft Office, including Project,
and Access.
• Construction, and water industry operation and safety practices.
• Basic photography.
• Report writing.
• Developing and implementation ofimplementing risk and safety programs.
• Rules governing safety record keeping requirements and procedures.
• Authority personnel policies, procedures and philosophies.
• Basic Business mathematical and statistical principles.
• Claims management, risk impact and risk management practices.
• Methods and techniques of hazardous waste handling, storage, disposal and
cleanup.
• Maintain and manage Safety’s website by updating forms and other information
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as required.
Pertinent Federal (OSHA), State (CalOSHA), and local laws, codes related to
environmental, health and safety regulations.
Safety and risk training programs.
Investigations of workplace accident and safety violations.
Proper English usage, including spelling, grammar, and punctuation.

Ability to:
• Work independently and use independent judgment within established
guidelines,
• Exercise sound independent judgment within established guidelines.
• Develop and utilize appropriate methods for evaluating safety program impacts;
understand, interpret, explain and apply Authority, Federal and State policy, law
regulation.
• Develop and implement effective safety and risk management, training, loss
control disaster preparedness and hazardous materials programs.
• Maintain and manage Safety’s website by updating forms and other information
as required.
• Administer multiple programs and coordinate competing priorities..
• Operate assigned equipment.
• Understand and carry out oral and written instructions.
• Communicate clearly and concisely, both orally and in writing.
• Keyboard proficiently.
• Use interpersonal skills effectively as applied to interaction with coworkers,
supervisor, the general public, etc., sufficient to exchange or convey information
and to receive work direction.
Education/Training/Experience (positions in this class typically require):
Any combination equivalent to experience and education that could likely provide
the required knowledge and abilities would be qualifying. A typical way to obtain the
knowledge and abilities would be:
• Equivalent to completion of the twelfth grade, or General Education Development
(GED).
• Bachelor’s degree in Business Administration, Safety/Risk Management or
closely related field.
•
•
•

Five (5) years progressively responsible experience in safety and risk/control
program management, which demonstrates possession of the knowledge and
abilities to perform the duties stated above.
Experience should be in a utility or construction related environment.
Accredited Risk Manager Certification is highly desired.

Licenses/Certifications – Required Conditions of Employment:
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Possess and maintain a valid California Class C Driver License.
Maintain an acceptable, safe, and active driving record, together with proof of
insurability.
Possess Certification as a Safety Professional (COSS, COSM CSP, or ARM) or
equivalent.

Physical Requirements:
The physical demands described here are representative of those that must be met
by an employee to successfully perform the essential functions of this job.
Reasonable accommodations may be made to enable individuals with disabilities to
perform the following essential functions.
• Hear normal conversation in person and on the telephone.
• Mobility of arms to reach, and the dexterity of hands to grasp and manipulate
small objects and to write legibly.
• Visual ability (which may be corrected) to read small print and video messages,
including good peripheral vision and depth perception.
• Speak in a normal voice; able to be heard and understood on the telephone, in
person, and to communicate clearly and concisely, both orally and in writing.
• Sit or stand for prolonged periods of time.
• Mobility to climb or balance; stoop, kneel, crouch or crawl; bend and extend legs,
and walk on uneven ground.
• Wear appropriate personal protective equipment (PPE), which may include
respirators.
• Climb ladders and stairs on water storage tanks and facilities and work on top of
these structures.
• Work outside in weather extremes of the local climate.
• Exposure to alternating noise levels.
• Subject to moving mechanical parts, electrical currents, dusts, chemicals, oils,
and extreme temperatures.
• Exposure to dust, temperature, inclement weather, and alternating noise levels.
• Use office equipment such as personal computers, copiers and fax machines.
• Operate standard passenger vehicles.
• Lift, carry, push or pull up to fifty (50) pounds.
• Keyboarding for extended periods of time.
• Fingering, grasping, talking, hearing, seeing, and repetitive motions.
Working Hours:
•

Flex Schedule: Monday through Thursday 6:30 AM – 4:00 PM (9/80); Friday 6:30
AM - 3:00 PM, and every other Friday off or, as assigned by the supervisor.

Other Conditions:
It is important that incumbents in this position maintain a professional and
businesslike image to the public at all times:
• A neat, clean and pressed appearance in clothing, hair and personal hygiene is
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•

important every day.
Good judgment is expected in determining proper dress and appearance.
All facial hair must be kept neat and trimmed.

CLASS HISTORY
Date Established
Former Title
DOT Covered
Employee
FLSA Exemption
Status
Bargaining Unit
Grade
Reviewed
Revised
Approved

Principal Safety and Health Safety Coordinator
No
Exempt
Middle Management

08/2013, 09/2016, 02/2018, 07/22
08/28/2013, 09/26/2016, 02/20/2018, 07/22
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Organizational Chart

Department: DistributionEngineering
and Operations

Disclaimer:
The specific statements shown in each section of this job description are not
intended to be all-inclusive. They represent typical elements and criteria necessary
to successfully perform the job.
Definition:
• Plan and monitor the daily operations of the maintenance, and repair, and
construction of the pipeline system and structures, the operation of the
distribution system, and the maintenance and repair of gasoline and dieselpowered vehicular equipment.
• Oversee the activities of the Authority Fleet Services including the preventive
maintenance, and repair of automotive, heavy equipment, heavy trucks, small
equipment, gasoline and diesel driven vehicles and other mechanical equipment
including hybrid vehicles.
• Exercise supervision over supervisory, technical, and craft employees, making
assignments, setting priorities, training and reviewing work.
• Serve as acting Department Head in the absence of the Director of Distribution,
referring policy-level decision making to the Assistant General Manager or
General Manager.
Supervision Received/Exercised:
• General direction and supervision is provided by the Assistant General Manager
or General Manager.
• Direct supervision is provided by the Director of DistributionEngineering and
Operations.
• Responsibilities include direct supervision of Field Crew Supervisors, and the
Equipment Mechanic Supervisor and the Facilities Maintenance Specialist.
• General direction and supervision of the Utility Workers, Equipment Operators
Utility Leadworkers, and Equipment Mechanics.

ESSENTIAL FUNCTIONS
Example of Duties/Responsibilities:
General
• Plan, direct, supervise, and monitor the daily operations of the maintenance and
repair of the pipeline system and structures; the operation of the distribution
system; the maintenance and repair of gasoline and diesel-powered vehicular
equipment and the activities of the warehouse.
• Supervise staff: Prioritize and assign work; conduct performance reviews; ensure
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•
•
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•
•
•

•
•
•
•

•
•
•

•
•
•
•
•
•
•
•

staff is trained; develop and implement policies and proceedures; ensure that
employees follow policies and procedures; maintain a healthy and safe working
environment.
Inspect work in progress and upon completion.
Assist in the development of standards of performance for each position
supervised.
Ensure that subordinate supervisors follow regulations and enforce safe work
practices to promote safe working conditions.
Modify work assignments of employees in accordance with departmental needs.
Guide and direct personnel in supervisory functions, program implementation,
and problem solving.
Maintain records of departmental payroll-related information, ensuring proper
reporting of time worked and leave usage.
Plan, direct, supervise, and monitor the daily operations of the maintenance, and
repair, and construction of the pipeline system and structures; the operation of
the distribution system, and the maintenance and repair of gasoline and dieselpowered vehicular equipment.
Develop and implement policies and procedures.
Assist in the formulation and administration of the departmental budget.
Develop and implement goals and objectives that support the Authority’s
Strategic Plan, Work Plan and Budget.
Conduct studies and prepare administrative reports of findings and make
recommendations of departmental programs and activities to the Director of
DistributionEngineering and Operations.
Prepare memos, reports, and deliver oral presentations for Management, Board
committees, Board of Directors, and outside governmental regulatory agencies.
Prepare technical specifications for bid packages.
Prepare request for proposals; assist in evaluating and selecting consultants;
negotiate and administer agreements for studies, design construction
management and other services.
Review, evaluate, and report on work prepared by consultants and administer
consultant contracts, including approval of invoices.
Attend meetings, prepare reports, and conduct presentations as required.
Provide support, mentoring, and coaching for performance improvement and
development.
Develop project cost estimates.
Implement disaster preparedness plans and the response of the Authority to
emergencies.
Manage the Authority’s National Pollutant Discharge Elimination Permit in
compliance with State Water Resources Control Board regulations.
Establish and maintain effective working relationships with co-workers,
customers, vendors, Board members, and the public.
Perform other duties of a similar nature or level.
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Plan, organize and monitor the day-to-day activities for one or more of the following:
System Maintenance –
• Oversee the flushing program, valve maintenance program, main installation and
repair, fire hydrant installation and maintenance program, new service installation
and repair.
• Assist in the development of standards of performance for each position
supervised.
• Handle routine and emergency operational decisions that may affect system
water quality and quantity on a daily basis including disinfection decisions and
system shutdowns.
• Modify work assignments of employees in accordance with departmental needs.
• Develop work schedules for multiple field crews; make oral and written directives.
• Estimate manpower and equipment requirements for projects to meet service
delivery goals.
• Meet and confer with contractors, engineers, city, and utility company
representatives concerning Authority maintenance, operations, and services.
• Maintain records of departmental payroll-related information, ensuring proper
reporting of time worked and leave usage.
• Guide and direct personnel in supervisory functions, program implementation,
and problem solving.
Fleet –
• Oversee the activities of the Authority’s Fleet including the preventive
maintenance, and repair of automotive, heavy equipment, heavy truck, small
equipment, gasoline and diesel driven vehicles and other mechanical equipment
including hybrid vehicles.
• Manage, maintain, and inventory newly purchased fleet, heavy equipment, and
other gas powered equipment (assets) in order to document each individual
asset for the purpose of managing the location, use, and life expectancy of
Authority assets.
• Oversee the research on vehicle and equipment specifications for purchase of
new vehicles and equipment and budget item proposals.
• Oversee the Fleet 5-year projection annual report; review and submit
recommendations and proposals for replacement of vehicles.
• Oversee cost comparison reporting.
• Stay abrest of ADHOC committee’s recommendations for the purchase and
replacement of vehicles.
• Oversee fuel inventory: ensure appropriate monitoring of tank levels and fuel
purchases; provide monthly fuel report of fuel used, and fuel purchased.
• Report on annual regulatory State and Federal inspections: Fleet smog and
diesel opacity testing; underground and above ground storage tanks; fuel
dispensers, crane and hoist, and monitor secondary containment.
Page 3 of 8

97

DISTRIBUTION MANAGER

•
•
•

•
•
•

Ensure proper handling and disposal of used materials, chemicals, batteries, and
chemical containers: Ensure timely pick up and disposal per State regulations.
Ensure proper storage and disposal of tires for compliance with mosquito
abatement procedures.
Oversee driver proficiency training for staff including training on proper operation
of vehicles and equipment; skills training and test for proper use of the loader,
and methods for safely loading materials.
Oversee the Vehicle Assessment Summary (VAS) report.
Oversee the California Air Resource Board (CARB) compliance plan.
Ensure the administration of service and maintenance agreements in accordance
with public contracting laws and regulations.

QUALIFICATIONS
Knowledge of:
• Applicable laws and regulations, including industry standards for potable water
system operation and maintenance.
• Applicable laws and regulations, including industry standards for potable water
system operation and maintenance.
• Principles and practices of public administration pertinent to a water utility.
• Principles of leadership, supervision, and training.
• Principles and practices of equipment, materials and standards involved in the
mechanical repair of water systems and dispatching, and the maintenance of
pipeline systems, service roads and related structures.
• Principles of asset and fleet management.
• Warehouse principles and practices.
• Applicable laws, regulatory codes and practices related to the maintenance of
water facilities and related appurtenances.
• Basic soil compaction practices and techniques.
Applicable laws and regulations, including industry standards for potable water
system operation and maintenance.
• Record keeping and report writing.
• Principles of management, organization, and work scheduling.
• Public speaking and oral presentations.
• Engineering and construction principles, practices, and terminology as applied to
the pipeline system.
• Business and basic engineering math.
• Applicable laws and regulations including traffic control, trenching and shoring
and confined space.
• Modern office procedures and practices, equipment, and clerical techniques.
• Computer programs and software, such as Microsoft Office, Maximo and
infraMAP applications, as it relates to systems monitoring, scheduling, and
estimating fleet maintenance, water dispatching and general office practice.
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Principles, practices, equipment, materials and standards involved in the
mechanical repair of water systems and dispatching, and the construction and
maintenance of pipeline systems, service roads and related structures.
Applicable laws and regulations, including industry standards for potable water
system operation and maintenance.
Record keeping and report writing.
Principles of management, organization, and work scheduling.
Public speaking and oral presentations.
Engineering and construction principles, practices, and terminology as applied to
the pipeline system.
Business and basic engineering math.
Applicable laws and regulations including traffic control, trenching and shoring
and confined space.
Applicable laws, regulatory codes and practices related to construction of water
facilities and related appurtenances.
Basic soil compaction practices and techniques.Computer programs and
software, such as Microsoft Office, Maximo and infraMAP applications, as it
relates to systems monitoring, scheduling, and estimating fleet maintenance,
water dispatching, warehousing and general office practice.
Modern office procedures and practices, equipment, and clerical techniques.
Public relations techniques.
Applicable safety precautions and procedures.
Principles of asset management and fleet management.
Principles of leadership, supervision, and training.
Proper English usage, including spelling, grammar, and punctuation.

Ability to:
• Manage the programs, services and staff of the Distribution Department
effectively and efficiently.
• Plan, organize, supervise and schedule to maximize available resources to meet
program and service goals.
• Analyze, revise and improve, the scheduling, work methods and standards.
• Read and interpret blueprints, schematic drawings, specifications, technical
manuals and work orders.
• Read, understand, interpret and apply rules and regulations to specific situations.
• Conduct studies, analyze data, draw sound conclusions from data and prepare
reports of findings.
• Conduct training classes as required.
• Make complex mathematical calculations with speed and accuracy.
• Assist with the development of the departmental budget.
• Assist with the development and completion of strategic plan goals.
• Compile data and generate reports on a computer using various software
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programs.
Work under emergency conditions and respond to calls any time during a 24hour period.
Communicate clearly and concisely, both orally and in writing.
Keyboard proficiently.
Conduct training classes as required.
Make complex mathematical calculations with speed and accuracy.
Understand and carry out oral and written instructions.
Use interpersonal skills effectively as applied to interaction with coworkers,
supervisor, the general public, etc., sufficient to exchange or convey information
and to receive work direction.

Education/Training/Experience (positions in this class typically require):
Any combination equivalent to experience and education that could likely provide
the required knowledge and abilities would be qualifying. A typical way to obtain the
knowledge and abilities would be:
• Equivalent to completion of the twelfth grade.
• Bachelor’s degree from an accredited college or university with major course
work in Civil Engineering, Business Administration, Public Administration, or four
(4) years progressively responsible managerial and supervisory level experience
in the operation and maintenance of a complex water distribution system
involving substantial planning, scheduling, and supervisory authority.
Licenses/Certifications – Required Conditions of Employment:
• Possess and maintain a valid California Class “C” driver license.
• Maintain an acceptable, safe, and active driving record, together with proof of
insurability.
• Possess a Water Distribution Operator D53 certification as issued by the State
Water Resources Control Board or posess a D4 certification and obtain a D5
within three (3) years of start date.
• PossObtain a Water Distribution Operator D4 certification by the State Water
Resources Control Board within three (3) years of start date.
• New Hires – The Authority requires all new hires to be fully vaccinated for
COVID-19, prior to being employed by the Authority, subject to limited
exceptions. New hires will be required to submit proof of status as fully
vaccinated prior to their start date, unless a request for a reasonable medical,
disability or religious accommodation has been approved. Fully vaccinated
currently means at least two weeks after completing a primary vaccination and
receiving a booster if booster eligible.
This may change based upon guidance from the CDC, CDPH or CalOSHA.
Physical Requirements:
The physical demands described here are representative of those that must be met
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by an employee to successfully perform the essential functions of this job.
Reasonable accommodations may be made to enable individuals with disabilities to
perform the following essential functions:
• Hear normal conversation in person and on the telephone.
• Mobility of arms to reach, and the dexterity of hands to grasp and manipulate
small objects and to write legibly.
• Visual ability (which may be corrected) to read small print and video messages,
including good peripheral vision and depth perception.
• Speak in a normal voice; able to be heard and understood on the telephone, in
person, and to communicate clearly and concisely, both orally and in writing.
• Sit or stand for prolonged periods of time.
• Mobility to stand, stoop, crawl, reach, and bend to walk on uneven terrain.
• Use office equipment such as personal computers, copiers and fax machines.
• Operate standard passenger vehicles.
• Lift, carry, push or pull up to thirty-five (35) pounds.
• Keyboarding for extended periods of time.
• Fingering, grasping, talking, hearing, seeing, and repetitive motions.
• Exposure to dust, temperature, inclement weather and alternating noise levels.
• Work near moving mechanical parts.

Working Hours:
• Flex Schedule: Monday through Thursday 6:30 A.M. - 4:00 P.M. (9/80), Friday
6:30 A.M. - 3:00 P.M., and every other Friday off or, as assigned by the
supervisor.
Other Conditions:
• Occasionally use personal vehicle in the course of employment.
• Must be able to respond to emergency situations within 45-minutes during nonworking hours.
• May be required to attend periodic evening meetings or to travel within and out of
county boundaries to attend meetings.
• May be required to work up to sixteen (16) consecutive hours during an
emergency.
• Work around various types of animals and insects such as dogs, snakes,
spiders, bees, rodents, etc.
• It is important that incumbents in this position maintain a professional and
businesslike image to the public at all times:
o A neat, clean, and pressed appearance in clothing, hair and personal hygiene
is important every day.
o Good judgment is expected in determining proper dress and appearance.
o All facial hair must be kept neat and trimmed.
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CLASS HISTORY
Date Established
Former Title
DOT Covered Employee
FLSA Exemption Status
Bargaining Unit
Grade
Reviewed
Revised
Approved

Distribution Manager
No
Exempt
Middle Management
N/A
3/2022
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Department: Engineering and Operations

Organizational Chart

Disclaimer:
The specific statements shown in each section of this job description are not
intended to be all-inclusive. They represent typical elements and criteria necessary
to successfully perform the job.
Definition:
• Manage the operations and security of the Sweetwater Authority (Authority)
watershed properties and recreational programs at Sweetwater Authority
(Authority) Loveland and Sweetwater Reservoirs.
• Primary goals are directed toward watershed management and preserving water
quality, and production.
• Secondary emphasis is placed on the development and operation of recreational
fishing programs.
Supervision Received/Exercised:
• General direction and supervision is provided by the Director of
EngineeringAssistant General Manager or General Manager.
• Direct supervision is provided by the Engineering Manager of
Construction/Watershed Management Director of Engineering and Operations.
• Responsibilities include direct supervision of the Watershed Caretaker Crew
Supervisor, and providing general supervision to the Lead Watershed Caretaker,
and Watershed Caretakers I/II.

ESSENTIAL FUNCTIONS
Example of Duties/Responsibilities:
General Operations –
•

•
•
•

Supervise staff: Establish and advise staff of performance requirements; ensure
that employees follow policies and procedures; provide support, mentoring, and
coaching for performance improvement and development; observe and
document performance; prepare supporting documentation and write
performance reviews; conduct performance review presentations and
recommend employee recognition and disciplinary action, up to and including
termination, in accordance with established personnel rules, policies, and labor
contract provisions.
Assist with developing and implementing goals, objectives, policies and
procedures.
Assist in resolving work problems and interpret policies to subordinates, other
departments and the public.
Respond to and resolve challenging public complaints.
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•
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•
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•
•
•

Represent the Authority at a variety of meetings within and outside the
organization.
Supervise collection and recording of statistical records.
Assist in developing, preparing and administering the department budget.
Manage and participate in the development of plans, estimates and
specifications for construction and repair of watershed property.
Manage the operations and security of the watershed properties and recreational
programs at Sweetwater Authority (Authority) Loveland and Sweetwater
Reservoirs.
Primary goals are directed toward preserving water quality and production.
Secondary emphasis is placed on the development and operation of recreational
fishing programs.
Prioritize and assign work.
Ensure staff is trained.
Maintain a positive, healthy, and safe working environment.
Schedule and coordinate the work for various contractors when necessary.
Develop and implement Standard Operating Procedures (SOP) for the
Watershed Caretakers’ section.
Evaluate and procure equipment, materials, and supplies.
Collaborate with Engineering Environmental staff to manage surface and
structual maintenance of Authority easements in the service area; protect
infrastructure/pipelines and maintain defensible space. Areas include the
Demineralization facility solar field, water quality sample points, future tank sites,
and other Authority properties.
Prepare a variety of administrative documents and reports: Budget proposals,
requisitions for materials and equipment, performance reviews, monthly staff
reports, timesheets, work orders, trespassers and violations data, weather
reports, water flow and depth readings, inventory supplies; prepare Best
Management Practices (BMP) reports for storm water protection, fishing
program, recreation report, monthly equipment hours, and vehicle inspections
and other related activities.
Develop management and Board memos, powerpoint presentations and present
as necessary.
Prepare fishing reports for the media.
Coordinate equipment and routine vehicle maintenance with the Vehicle
Maintenance staff; assess and recommend vehicle and equipment replacement
needs
Reside at the Loveland house; schedule maintenance and repair of property as
needed.
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Answer telephone; receive and transmit radio messages; provide information and
assistance to the public as needed to promote positive relationships.
Receive and respond to after hour calls, emergency calls, and be willing to work
any time during a 24-hour period.
Perform Cardiopulmonary Resuscitation (CPR) and First Aid as required; assist
medical response teams.
Establish and maintain effective working relationships with co-workers,
customers, vendors, Board members, and the public.

•
Perform other duties of a similar nature or level as assigned.
•

Watershed Protection:
• Manage and maintain the Urban Runoff Diversion System (URDS), which
includes: Conveyance channels, ponds, forebays, interceptor cups, and the low
flow diversion barrier; ensure proper mode settings (diversion or bypass), repair
erosion, vegetation abatement, silt and debris removal,and. manage reads of
electric and water meters.
• Manage the field portion of the quagga mussel monitoring program; maintain
substrates, inspections, signage, and literature. Coordinate and participate in site
visits with regulatory agencies. Provide data for monthly regulatory reports.
• Collaborate on watershed mapping and land surveying.
• Manage the field operations of the Loveland to Sweetwater water transfers,
which may include: Notification of property owners/residents, remote and local
operation of the bunger valve, and perform flow checks throughout the river’s
course.
•
•

•

Train and instruct other employees in the implementation of watershed
maintenance/protection practices consistent with Authority policies,
environmental requirements, and other compliance measures under various
jurisdictions and regulatory agencies.
Coordinate communications with neighboring land owners regarding property
management issues.
•

Field Operations –
• Manage pesticides and herbicides to control vegetation; ensure staff is trained
and that valid Qualified Applicant Certificates (QAC) are maintained..
• Direct vegetation control work on and around dams, auxiliary dams, diversion
channels, roads facilities, reservoir bottom maintenance, defensable space
clearing (firebreaks) and clear vegetation from Authority properties. manage
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descent system equipment to reach vegetation on dams and vertical slopes.
Coordinate abatement measures with Assist the San Diego County Vector
Control. with mosquito abatement measures.
• Manage the operations of the recreational programs at Sweetwater and
Loveland reservoirs, including permit/creel checks.: Open and close for public
access; issue permits and collect fees; provide assistance and information to
public users;
• Coordinate work with volunteer organizations and neighboring agencies.; monitor
the fishing programs and trail activities.
• Prepare fishing reports for the media.
• Ensure facilities, grounds, and trails are cleaned and maintained; repair and
replace signage and manage landscape and irrigation systems at the Loveland
and Sweetwater fishing programs.
• Maintenance management of Sweetwater and Loveland reservoir’s properties,
tools, and equipment.
• Manage and train in the use of rappelling equipment to inspect and maintain
structural integrity of dams and vertical slopes.
• Manage the maintenance of fall protection equipment used for work on and
below Sweetwater and Loveland dams.
• Manage the field operations of the Loveland to Sweetwater water transfers,
which may include: Notification of property owners/residents, remote and local
operation of the bunger valve, and perform flow checks throughout the river’s
course.
• Manage daily data collection of reservoir levels and atmospheric conditions.
Monitor well levels and stream flows along the watershed basin. Collect water samples
at various sample points along the reservoir an tributaries.
•

•
•
Perform data collection and readings of reservoir levels, high and low air
temperatures, evaporation, and precipitation; record, report and manage readings;
manage well level monitoring along the watershed, including river and stream flow, level
readings, and water samples.
Direct vegetation control work on and around dams, auxiliary dams, diversion channels,
roads facilities, and other structures; manage descent system equipment to reach
vegetation on dams and vertical slopes.
•
ManageSupervise, operate, and maintain the Loveland water treatment system:
Flush the distribution line; adjust chemical feeders; load chemicals; perform routine
maintenance; collect water samples; collect and record data, and procure chemicals
and supplies.
• Manage the field operations of the Loveland to Sweetwater water transfers,
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•

which may include: Notification of property owners/residents, remote and local
operation of the bunger valve, and perform flow checks throughout the river’s
course.
Manage and maintain the Urban Runoff Diversion System (URDS), which
includes: Conveyance channels, ponds, forebays, interceptor cups, and the low
flow diversion barrier; ensure proper mode settings (diversion or bypass), repair
erosion, vegetation abatement, silt and debris removal, and other related work as
required.
Manage and Ooperate slide gates, valves, and equipment as required for the
release of water from reservoirs and ponds; operate valves manually or utilize the
operator interface terminal (OIT)).; perform reads of electric and water meters.
Manage the field portion of the quagga mussel monitoring program; maintain
substrates, signage, inspections, literature, monthly report, and work with
regulatory agencies.
Manage the application of copper sulfate to the lake as required.
Collect data and prepare various reports.
Direct security at watershed and reservoir properties: Patrol for trespassers and
damages to property and wildlife: Install, inspect and repair chain-link, barbed
wire, and barb-less fences.
Provide assistance to other Authority staff involved in activities in the watershed,
along the reservoir, and associated with the recreational program.
Manage the maintenance of access roads and structures; manage grading and
erosion control.; reservoir bottom mowing, and defensable space clearing. as
required, while operating heavy equipment including skip loaders, and other
related equipment.

Watershed Security
• Work and interact with the public, other departments, contractors, and staff, local
law enforcement agencies including the sheriff, game wardens, highway patrol
and U.S. Forest Rangers.
• Direct security at watershed and reservoir properties: Patrol for trespassers and
damages to property and wildlife.
• Manage watershed land security and patrol including “boat patrol”, trespass
control, enforcement of rules and regulations, and arrest prcedures.
Manage property boundaries; inspect for property encroachments; direct the
installation and repair of Authority fence lines and signage.
•

QUALIFICATIONS
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Knowledge of:
• Modern office procedures and practices, equipment, and clerical techniques.
• Computer programs and software, such as Microsoft Office.
• Sensitive habitat in the watershed, i.e. animals and plants of native and exotic
species and protected habitats located on the property.
• Tools, materials, and equipment used in maintaining Authority watershed
properties.
• Small boat handling and operation.
• Safe work practices.
• Safe swimming practices.
• Safe handling, storage, and application of pesticides and herbicides.
• Grading and vegetation abatement practices utilizing heavy equipment.
• Basic first aid and CPR.
• Watershed property maintenance principles.
• URDS field operations
• Rappelling procedures.
• Customer service principles.
• Principles and practices of Supervision, training and performance reviews..
• Principles and practices of trespass control and arrest procedures.
• Principles and practices of reservoir operation and public recreation programs.
• Heavy and light power equipment operation.
• Department of Safety of Dams (DSOD) vegetation compliance requirements.
• Fire safety compliance, including defensible space requirements and weather
related work restrictions.
• Valve operations.
• Modern office procedures and practices, equipment, and clerical techniques.
• Computer programs and software, such as Microsoft Office.
• Proper English usage, including spelling, grammar, and punctuation.
Ability to:
• Understand and follow oral and written instructions.
• Operate and maintain a variety of tools and equipment used in the maintenance
of watershed properties.
• Communicate and resolve difficult and sensitive issues with the public in an
effective and courteous manner.
• Work at heights that are necessary to maintain dams.
• Swim competently.
• Assist the public in enjoying recreational areas in a safe manner.
• Identify native and exotic plants.
• Prepare reports and maintain records.
• Respond to emergencies with CPR and First Aid, and assist first responders as
necessary.
• Perform manual work under varying weather conditions as required.
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Work and interact with the public, other departments, contractors, and staff, local
law enforcement agencies including the sheriff, game wardens, highway patrol
and U.S. Forest Rangers.
Work independently or with groups.
Operate a computer and related software applications.
Communicate clearly and concisely, both orally and in writing.
Keyboard proficiently.
Use interpersonal skills effectively as applied to interaction with coworkers,
supervisor, the general public, etc. sufficient to exchange or convey information
and to receive work direction.
Monitor and evaluate assigned staff.
Prioritize and assign work.
Plan, organize, and supervise reservoir operations and recreation programs.
Interpret and carry out principles and practices of supervision, training, and
performance reviews.
Interpret and enforce ordinances, codes, rules, regulations and departmental
policies and procedures.
Reside at the Loveland House located above the Loveland Dam in order to be
immediately available for any and all emergencies that may occur on a 24-hour
basis.
Understand and follow oral and written instructions.
Write clearly and accurately.
Communicate and develop positive relationships with local neighbors and
community groups.

Education/Training/Experience (positions in this class typically require):
Any combination equivalent to experience and education that could likely provide
the required knowledge and abilities would be qualifying. A typical way to obtain the
knowledge and abilities would be:
• Equivalent to completion of the twelfth grade.
• Four (4) years of progressively responsible experience in reservoir maintenance,
construction maintenance, recreation programs, public relations, and supervision
or, an equivalent combination of education and experience sufficient to
successfully perform the essential duties of the job such as those listed above.
• State Water Resources Control Board certification as a Water Treatment
Operator T1 or Water Distribution Operator D1 is highly desirable.
Licenses/Certifications – Required Conditions of Employment:
• Possess and maintain a valid California Class C Driver License.
• Maintain an acceptable, safe, and active driving record, together with proof of
insurability.
• Possess the following certifications:
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Qualified Applicator Certificate (QAC)
Basic First Aid
Automated External Defibrillator (AED)
Cardiopulmonary Resuscitation (CPR)
Forklift Certification

Physical Requirements:
The physical demands described here are representative of those that must be met
by an employee to successfully perform the essential functions of this job.
Reasonable accommodations may be made to enable individuals with disabilities to
perform the following essential functions:
• Hear normal conversation in person and on the telephone.
• Mobility of arms to reach, and the dexterity of hands to grasp and manipulate
small objects and to write legibly.
• Visual ability (which may be corrected) to read small print and video messages,
including good peripheral vision and depth perception.
• Speak in a normal voice; able to be heard and understood on the telephone, in
person, and to communicate clearly and concisely, both orally and in writing.
• Sit or stand for prolonged periods of time.
• Use office equipment such as personal computers, copiers and fax machines.
• Operate motor vehicles and equipment.
• Keyboarding for extended periods of time.
• Exposure to chemicals during a typical workday.
• Use hands to operate hand and power tools and equipment.
• Use lower body mobility to climb or balance, stand, walk, stoop, bend and extend
legs, kneel, couch, crawl, reach, push, pull, and lift.
• Fingering, grasping, talking, hearing, seeing, and repetitive motions.
• Walk on uneven ground.
• Wear appropriate personal protective equipment (PPE) when performing tasks.
• Swim competently.
• Work outside in weather extremes of the local climate.
• Exposure to alternating noise levels.
• Subject to moving mechanical parts, electrical currents, dusts, chemicals, oils,
and extreme temperatures.
• Exert in excess of 100 pounds of force occasionally, and in excess of 50 pounds
of force frequently, and in excess of 20 pounds of force constantly to move
objects.
Working Hours:
• Flex Schedule: Four/Ten hour days (4/10) or, as assigned by the supervisor.
Other Conditions:
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Working conditions require that a uniform be worn; to be provided by the
Authority.
Work around various types of animals and insects such as dogs, snakes,
spiders, bees, rodents, etc.
It is important that incumbents in this position maintain a professional and
businesslike image to the public at all times:
o A neat, clean and pressed appearance in clothing, hair and personal
hygiene is important every day.
o Good judgment is expected in determining proper dress and appearance.
o All facial hair must be kept neat and trimmed.

CLASS HISTORY
Date Established
Former Title
DOT Covered Employee
FLSA Exemption Status
Bargaining Unit
Grade
Reviewed
Revised
Approved

Reservoir Operations Specialist
No
Exempt
Middle Management
N/A
10/2013, 7/2014, 12/2014, 05/2017, 10/2017, 02/2018, 01/2019
02/2019, 07/2022
03/05/2019, 07/2022
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ENGINEERING MANAGER
Infrastructure and Inspection

Organizational Chart

Department: Engineering and
Operations

Disclaimer:
The specific statements shown in each section of this job description are not
intended to be all-inclusive. They represent typical elements and criteria necessary
to successfully perform the job.
Definition:
• Plan, direct, supervise and review the activities of routine and advanced level
engineering work associated with water facilities planning, design, development,
and street improvements for the Sweetwater Authority (Authority) Engineering
and Operations Department.
• Plan, direct, and review the activities of routine and advanced level engineering
work in the areas of construction and inspection management.
• Provide functional and technical staff assistance in conjunction with and in the
absence of the Director of Engineering and Operations.
Supervision Received/Exercised:
• General direction and supervision is provided by the Assistant General Manager
or General Manager.
• Direct supervision is provided by the Director of Engineering and Operations.
• Responsibilities include direct supervision of the Principal Engineer,
Engineering Technician Supervisor and, , and general direction and supervision
of the Principal Engineering Technicians , Senior Engineering Technician and
Engineering Technician.

ESSENTIAL FUNCTIONS
Example of Duties/Responsibilities:
General:
• Supervise staff: Prioritize and assign work; establish and advise staff of
performance requirements; ensure staff is trained; ensure that employees follow
policies and procedures; provide support, mentoring, and coaching for
performance improvement and development; observe and document
performance; prepare supporting documentation and write performance reviews;
conduct performance review presentations; recommend employee recognition
and disciplinary action, up to and including termination, in accordance with
established personnel rules, policies, and labor contract provisions; maintain a
positive, healthy, and safe working environment.
• Develop and implement goals, objectives, policies and priorities.
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•
•
•

•

•
•

•

•
•

Assist in resolving work problems and interpret policies to subordinates, other
departments and the public.
Coordinate engineering activities with other Authority departments, divisions and
sections and with outside agencies.
Respond to and resolve challenging customer and contractor inquiries and
complaints.
Represent the Authority at a variety of meetings within and outside the
organization.
Supervise collection and recording of statistical records.
Prepare memos, reports, and deliver oral presentations for Management, Board
committees, Board of Directors, and outside governmental regulatory agencies.
Prepare request for proposals (RFP); assist in evaluating and selecting
consultants; negotiate and administer agreements for studies, design,
construction management, inspection and other services.
Provide managerial guidance to project managers or serve as the project
manager in the planning, design, preparation and construction of routine or
special projects utilizing in-house staff, consulting engineering firms and
construction contractors; prepare and review cost estimates; review drawings
and specifications for compliance with Authority standards; interpret
specifications and Authority policies and initiate or review change orders; seal
final design plans.
Prepare and administer contracts, mediate problems, interpret plans and
specifications, resolve contractor disputes, negotiate change orders, evaluate
claims associated with construction contracts and serve as a representative of
the Authority with contractors, consultants and others.
Prepare Board Reports and Memos and conduct presentations at Board
Meetings as required.
Provide leadership and work with supervisors and staff to ensure a highperformance, customer service-oriented work environment which supports
achieving the Authority’s mission and values; apply process improvement and
quality management principles to assigned areas of responsibility.
Represent the Authority with consultants and contractors; prepare
correspondence on technical engineering issues; coordinate water utility and
general engineering and planning activities with other departments and outside
agencies; revise design and construction standards to improve methods,
procedures and practices; make expert interpretations of applicable laws,
regulations, policies and design standards.
Mentor, train, evaluate, coach, counsel and instruct subordinate engineers and
technical support staff in all phases of assigned duties and office procedures.
Represent the Authority in negotiations with developers, contractors, and
consultants on fees and charges associated with design and construction of new
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facilities.
Review, evaluate, and report on work prepared by consultants and administer
consultant contracts, including approval of invoices.
Manage and participate in the planning, prioritization, scoping, implementation,
budgeting, and administration of capital improvement/replacement and
maintenance projects.
Prepare and review a wide array of technical correspondence and
documentation, such as studies, reports, letter correspondence, requests for
proposals, Board memos, agreements, contract specifications, cost estimates,
legal advertisements, graphic displays, etc.
Prepare, review, and coordinate preparation of project-related studies and
documentation required by the California Environmental Quality Act (CEQA).
Participate in the preparation, administration, and monitoring of the Department
budget and anticipate future budgetary needs.
Assume Department Head responsibilities as assigned in the absence of the
Director of Engineering.
Establish and maintain effective working relationships with co-workers,
customers, vendors, Board members, and the public.
Perform other duties of a similar nature or level.

Water Facilities Planning/Design/Development/Street Improvement/Inspection –
• Supervise the review and processing of improvement plans from outside
agencies.
• Supervise, plan, and implement a program for cathodic protection of metallic
water mains and water tanks.
• Develop, manage and maintain the Authority’s Water Distribution System Master
Plan, and all programs for pipeline replacement, cathodic protection, pavement
replacement, and water storage tank coating and seismic compliance.
• Supervise and participate in the review and processing of plans for private
developments to insure they meet Authority policies and standards.
• Supervise and participate in the preparation of work orders for project
construction.
• Manage the Authority's Standard Specifications for Construction of Water
Facilities, Design Standards, and construction contract boilerplate documents.
• Develop or manage the development of planning studies and the preparation of
associated reports including Water Supply Assessments.
• Perform hydraulic modeling or supervise the work of technical staff engaged in
hydraulic modeling of the Authority’s water distribution system.
• Supervise and participate in the Authority’s Easement Maintenance program;
oversee the preparation of right-of-way documents by Authority staff or
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consultants.
Work with Authority customers to resolve easement encroachments.
Oversee in the development of complex plans, estimates and specifications for
construction and repair of water utility systems.
Ensure coordination with contractors and engineers regarding proposals,
specifications, project problems and water utility facility requirements.
Ensure coordination with other department and agencies affected by
construction projects.

QUALIFICATIONS
Knowledge of:
• Modern office procedures and practices, equipment, and clerical techniques.
• Computer programs and software, including Microsoft Office applications.
• Recent developments, current literature and sources of information regarding
civil engineering.
• Principles and practices of civil engineering, design and construction.
• California Environmental Quality Act (CEQA).
• Principles and practices of land surveying and mapping.
• Investigation, planning, design and construction of water works projects.
• Applicable laws, regulatory codes and practices, and Authority specifications
related to development and construction of water facilities.
• Best Management practices and state and federal safety regulations related to
confined spaces and construction practices.
• Policies and regulations governing the construction, connections, disinfection,
extension and maintenance of water systems and facilities.
• Management and supervisory principles and practices, including: budgeting,
goals and objectives development, personnel management, work planning,
administration, and organization.
• Modern methods, techniques, equipment, and materials used in the design and
construction of a wide variety of waterworks capital projects.
• Principles, practices, equipment, materials and standards involved in the
inspection of pipeline systems, and related structures.
• Principles, practices, and methods of engineering economics, statistics,
implementation, and management.
• Applicable laws and regulations, including industry standards for system
operation and inspection.
• Principles of supervision, training and performance evaluation.
• Recent developments, current literature and sources of information regarding
civil engineering.
• Computer systems and applications commonly used in engineering.
Page 4 of 7

116

ENGINEERING MANAGER
Infrastructure and Inspection

•
•
•
•
•

Modern office procedures and practices, equipment, and clerical techniques.
Computer programs and software, including Microsoft Office applications,
ArcGIS, and Innovyze InfoWater.
Principles and practices of sound business communications.
Principles, practices, and methods of engineering economics, statistics,
implementation, and management.
Proper English usage, including spelling, grammar, and punctuation.

Ability to:
• Perform and document complex engineering calculations, and prepare
engineering plans and specifications.
• Select, supervise, train, motivate, and evaluate professional and technical
subordinates.
• Supervise the preparation of engineering records and prepare comprehensive
technical reports.
• Communicate clearly and concisely, both orally and in writing.
• Select, supervise, train, motivate, and evaluate professional and technical
subordinates.
• Plan, organize, assign, review and evaluate the work of professional, technical,
and administrative support staff.
• Conduct independent project engineering and manage contracted consultant
engineering firms.
• Develop persuasive oral presentations of ideas and recommendations in both
small and large group settings.
• Analyze technical design engineering, construction engineering, surveying,
facility location, and corrosion control; evaluate alternative approaches;
recommend and adopt effective solutions.
• Perform and document complex engineering calculations, and prepare
engineering plans and specifications.
• Prepare detailed written material, including staff and administrative reports,
analyses of policies, and changes to established programs and policies.
• Develop persuasive oral presentations of ideas and recommendations in both
small and large group settings.
• Exercise sound, independent judgment and initiative within established
guidelines.
• Maintain confidentiality of privileged or sensitive information.
• Understand, interpret, explain, and apply Federal, State, local, and Authority
codes, rules, regulations, policies and procedures, and Authority standards and
specifications; exercise independent judgment and initiative within established
guidelines.
• Collect relevant data and information, analyze, interpret, and make sound
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recommendations on both work flow and personnel related issues.
Perform work in accordance with established safety regulations, guidelines and
practices.
Operate a computer and related software applications.
Perform mathematical calculations as needed.
Maintain complete, accurate records and documentation.
Read, interpret, and explain contract plans, specifications and complex technical
information and manuals orally and in writing.
Communicate clearly and concisely, both orally and in writing.
Maintain confidentiality of privileged or sensitive information.
Keyboard proficiently.
Use interpersonal skills effectively as applied to interaction with coworkers,
supervisor, the general public, etc., sufficient to exchange or convey information
and to receive work direction.

Education/Training/Experience (positions in this class typically require):
Any combination equivalent to experience and education that could likely provide
the required knowledge and abilities would be qualifying. A typical way to obtain the
knowledge and abilities would be:
• Equivalent to completion of the twelfth grade.
• Bachelor’s degree from an accredited college or university with major study in
Civil Engineering.
• Ten (10) years of professional engineering experience in water utility design and
construction management, three (3) years of which are in progressively
responsible supervisory and administrative capacity.
Licenses/Certifications – Required Conditions of Employment:
• Possess and maintain a valid California Class C Driver License.
• Maintain an acceptable, safe, and active driving record, together with proof of
insurability.
• Possess a Certificate of Registration as a Professional Civil Engineer in the State
of California.

Physical Requirements:
The physical demands described here are representative of those that must be met
by an employee to successfully perform the essential functions of this job.
Reasonable accommodations may be made to enable individuals with disabilities to
perform the following essential functions:
• Hear normal conversation in person and on the telephone.
• Mobility of arms to reach, and the dexterity of hands to grasp and manipulate
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small objects and to write legibly.
Visual ability (which may be corrected) to read small print and video messages,
including good peripheral vision and depth perception.
Speak in a normal voice; able to be heard and understood on the telephone, in
person, and to communicate clearly and concisely, both orally and in writing.
Sit or stand for prolonged periods of time.
Use office equipment such as personal computers, copiers and fax machines.
Operate standard passenger vehicles.
Lift, carry, push or pull up to twenty-five (25) pounds.
Keyboarding for extended periods of time.
Fingering, grasping, talking, hearing, seeing, and repetitive motions.
Mobility to stand, walk, stoop, bend and extend legs on uneven ground.
Wear appropriate personal protective apparel and equipment as required per
standard operating procedures (SOP).
Climb ladders and stairs on water storage tanks and facilities and work on top of
these structures.

Working Hours:
• Flex Schedule: Monday through Thursday 7:3000 AM - 5:0030 PM (9/80); Friday
8:00 AM – 5:00 PM, and every other Friday off or, as assigned by the supervisor.
Other Conditions:
It is important that incumbents in this position maintain a professional and
businesslike image to the public at all times:
• A neat, clean and pressed appearance in clothing, hair and personal hygiene is
important every day.
• Good judgment is expected in determining proper dress and appearance.
• All facial hair must be kept neat and trimmed.
CLASS HISTORY
Date Established
Former Title
DOT Covered Employee
FLSA Exemption Status
Bargaining Unit
Grade
Reviewed
Revised
Approved

No
Exempt
Middle Management
N/A
04/2014, 5/2021
04/2016, 08/07/2012, 5/2021, 07/2022
05/11/2016, 07/2022
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Department: Engineering and Operations

Organizational Chart

Disclaimer:
The specific statements shown in each section of this job description are not
intended to be all-inclusive. They represent typical elements and criteria necessary
to successfully perform the job.
Definition:
• Plan, direct, and review the activities of routine and advanced level engineering
work in the areas of water resources and dam safety for the Sweetwater
Authority (Authority) Engineering and Operations Department.
• Oversee professional level office and field work related to watershed
protection, urban planning, natural resources and habitat management,
compliance monitoring, public recreation, and easement/property
management.
• Provide functional and technical staff assistance in conjunction with and in the
absence of the Director of Engineering and Operations.
• FunctionWhen assigned, serve as theacting Department Head in the absence
of the Director of Engineering and Operations, referring policy-level decision
making to the Assistant General Manager or General Manager.
Supervision Received/Exercised:
• General direction and supervision is provided by the Assistant General
Manager or General Manager.
• Direct supervision is provided by the Director of Engineering and Operations.
• Responsibilities include direct supervision of the Environmental Project
Manager and Principal Engineer and Principal Engineering Design Technician .

ESSENTIAL FUNCTIONS
Example of Duties/Responsibilities:
General:
• Supervise staff: Prioritize and assign work; establish and advise staff of
performance requirements; ensure staff is trained; ensure that employees
follow policies and procedures; provide support, mentoring, and coaching for
performance improvement and development; observe and document
performance; prepare supporting documentation and write performance
reviews; conduct performance review presentations; recommend employee
recognition and discipline action, up to and including termination, in
accordance with established personnel rules, policies, and labor contract
provisions; maintain a positive, healthy, and safe working environment.
• Assist with developing and implementing goals, objectives, policies and
priorities.
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Assist in resolving work problems and interpret policies to subordinates, other
departments and the public.
Coordinate engineering activities with other Authority departments, divisions
and sections and with outside agencies.
Respond to and resolve challenging customer and contractor inquiries and
complaints.
Represent the Authority at a variety of meetings within and outside the
organization.
Supervise collection and recording of statistical records.
Prepare memos, reports, and deliver oral presentations for Management,
Board committees, Board of Directors, and outside governmental regulatory
agencies. Prepare request for proposals; assist in evaluating and selecting
consultants; negotiate and administer agreements for studies, design,
construction management, inspection and other services.
Provide managerial guidance to project managers or serve as the project
manager in the planning, design, preparation and construction of routine or
special projects utilizing in-house staff, consulting engineering firms and
construction contractors; review cost estimates; review drawings and
specifications for compliance with Authority standards;
interpret specifications and Authority policies and initiate or review change
orders; seal final design plans.
Administer contracts, mediate problems, interpret plans and specifications,
resolve contractor disputes, negotiate change orders, evaluate claims
associated with construction contracts and serve as a representative of the
Authority with contractors, consultants and others.
Provide leadership and work with supervisors and staff to ensure a highperformance, customer service-oriented work environment which supports
achieving the Authority’s mission and values; apply process improvement and
quality management principles to assigned areas of responsibility.
Represent the Authority with consultants and contractors; prepare
correspondence on technical engineering issues; coordinate water utility and
general engineering and planning activities with other departments and outside
agencies; make expert interpretations of applicable laws, regulations, policies
and design standards.
Mentor, train, evaluate, coach, counsel and instruct subordinate engineers and
technical support staff in all phases of assigned duties and office procedures.
Represent the Authority in negotiations with contractors, and consultants on
fees and charges associated with design and construction of new facilities.
Review, evaluate, and report on work prepared by consultants and administer
consultant contracts, including approval of invoices.
Manage and participate in the planning, prioritization, scoping, implementation,
and administration of capital improvement/replacement and maintenance
projects.
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Prepare and review a wide array of technical correspondence and
documentation, such as studies, reports, letter correspondence, requests for
proposals, Board memos, agreements, contract specifications, cost estimates,
legal advertisements, graphic displays, etc.
Prepare, review, and coordinate preparation of project-related studies and
documentation required by the California Environmental Quality Act (CEQA).
Manage, maintain and create the Monthly Water Use Report for the Authority.
Develop, manage, and maintain the Urban Water Management Plan and
update every five (5) years.
Manage cellular company sites and contracts at various sites throughout the
Authority.
Participate in the preparation, administration, and monitoring of the Department
budget and anticipate future budgetary needs.
Supervise and participate in the preparation of work orders for project
construction.
Assume Department Head responsibilities as assigned in the absence of the
Director of Engineering and Operations.
Estabilish and maintain effective working relationships with co-workers,
customers, vendors, Board members, and the public.
Perform other duties of a similar nature or level.

Water Resources/Dam Safety:
• Manage the Water Resources programs.
• Develop short and long term water supply and demand forecasting, and
projected water deliveries.
• Develop recommendations for existing and future water resources
development opportunities including storage strategies, water reclamation,
desalination and demineralization.
• Monitor, evaluate and review programs and specific proposals by the San
Diego County Water Authority, Metropolitan Water District of Southern
California and others regarding wholesale water availability, pricing and
marketing.
• Develop and evaluate wholesale water pricing, water rate structure and
financial analysis.
• Develop water resource models to determine best use and mix of local and
imported water including reclaimed water.
•
•

•
•

Coordinate with the Water Quality staffFacilities Planning section on
developing and maintaining databases of distribution system operations (e.g.,
flows and tank levels) obtained through automated information systems.
Supervise collection of data on Sweetwater and Loveland Dam field
monitoring.
Review the monthly reports on reporting this data with the State of California,
Division of Dam Safety.
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•

Develop or manage the development of planning studies and the preparation of
associated reports including Water Supply Assessments.

Environmental and Watershed Protection:
•
•
•
•
•
•
•

Oversee development and implemention strategies to minimize, avoid, or
mitigate effects of infrastructure projects.
Oversee activities and develop documentation related to the Authority’s
compliance with the California Environmental Quality Act and National
Environmental Policy Act.
Review monitoring reports as required by current permit requirements for habitat
rehabilitation or long term monitoring projects.
Oversee mitigation measures that are conditions of approval on Authority
projects for conformance with policies, recommendations and reporting
requirements.
Oversee procurement, preparation, and/or administration of General Permits for
Stormwater Discharges, directly or by administering the work of consultants.
Review and approve the execution of legal documents pertaining to watershed
development.
Oversee the Watershed Protection program.

Property and Easement Management:
• Oversee the Authority’s Easement Maintenance program
• Oversee and ensure resolution of Authority easement encroachments.
• Oversee the routine management of public recreation programs, property
security, and property maintenance, among other land stewardship duties.
• Ensure proper communication with neighboring landowners regarding property
management issues and ensure the resolution of property conflicts.
• Oversee activities related to the management, maintenance, and disposition of
Authority easements and fee properties.
• Ensure maintenance of GIS property/easement records and encroachment
agreements.

QUALIFICATIONS
Knowledge of:
• Modern office procedures and practices, equipment, and clerical techniques.
• Computer programs and software, such as Microsoft Office.
• Principles and practices of modern office management.
• Recent developments, current literature and sources of information regarding
civil engineering.
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Principles and practices of civil engineering, design and construction.
CEQA.
Principles and practices of land surveying and mapping.
Investigation, design and construction of water works projects.
Applicable laws, regulatory codes and practices, and Authority specifications
related to development and construction of water facilities.
Best Management practices and state and federal safety regulations related to
confined spaces and construction practices.
Policies and regulations governing the construction, connections, disinfection,
extension and maintenance of water systems and facilities.
Groundwater basins and surface water hydrology.
Federal and State regulations related to water supply operations and
environmental issues.
Management and supervisory principles and practices, including: budgeting,
goals and objectives development, personnel management, work planning,
administration, and organization.
Modern methods, techniques, equipment, and materials used in the design and
construction of a wide variety of waterworks capital projects.
Principles of supervision, training and performance evaluation.
Computer systems and applications commonly used in engineering.
Principles and practices of sound business communications; correct English
usage, including spelling, grammar, and punctuation.
Principles, practices, and methods of engineering economics, statistics,
implementation, and management.
Modern office procedures and practices, equipment, and clerical techniques.
Computer programs and software, such as Microsoft Office.
Principles and practices of modern office management.
Proper English usage, including spelling, grammar, and punctuation.

Ability to:
• Under direction, make complex engineering calculations and prepare
engineering plans and specifications.
• Supervise the preparation of engineering records and prepare comprehensive
technical reports.
• Communicate clearly and concisely, both orally and in writing.
• Select, supervise, train, motivate, and evaluate professional and technical
subordinates.
• Plan, organize, assign, review and evaluate the work of professional, technical,
and administrative support staff.
• Conduct independent project engineering projects and manage contracted
consultant engineering firms.
• Develop persuasive oral presentations of ideas and recommendations in both
small and large group settings.
• Analyze technical design engineering, construction engineering, surveying,
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facility location, and corrosion control; evaluate alternative approaches; adopt
effective solutions.
Prepare detailed written material, including staff and administrative reports,
analyses of policies, and changes to established programs and policies.
Exercise sound, independent judgment and initiative within established
guidelines.
Understand, interpret, explain, and apply Federal, State, local, and Authority
codes, rules, regulations, policies and procedures, and Authority standards and
specifications; exercise independent judgment and initiative within established
guidelines.
Collect relevant data and information, analyze, interpret, and make sound
recommendations on both work flow and personnel related issues.
Perform work in accordance with established safety regulations, guidelines and
practices.
Operate a computer and related software applications.Perform mathematical
calculations as needed.
Maintain complete, accurate records and documentation.
Read, interpret, and explain contract plans, specifications and complex
technical information and manuals orally and in writing.
Maintain confidentiality of privileged or sensitive information.
Keyboard proficiently.
Use interpersonal skills effectively as applied to interaction with coworkers,
supervisor, the general public, etc., sufficient to exchange or convey
information and to receive work direction.

Education/Training/Experience (positions in this class typically require):
Any combination equivalent to experience and education that could likely provide
the required knowledge and abilities would be qualifying. A typical way to obtain
the knowledge and abilities would be:
• Equivalent to completion of the twelfth grade.
• Bachelor’s degree from an accredited college or university with major study in
Civil Engineering.
• Ten (10) years of professional engineering experience in water utility design
and construction management, three (3) years of which are in progressively
responsible supervisory and administrative capacity.
Licenses/Certifications – Required Conditions of Employment:
• Possess and maintain a valid California Class C Driver License.
• Maintain an acceptable, safe, and active driving record, together with proof of
insurability.
• Possess a Certificate of Registration as a Professional Civil Engineer in the
State of California.
Physical Requirements:
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The physical demands described here are representative of those that must be
met by an employee to successfully perform the essential functions of this
job. Reasonable accommodations may be made to enable individuals with
disabilities to perform the following essential functions:
• Hear normal conversation in person and on the telephone.
• Mobility of arms to reach, and the dexterity of hands to grasp and manipulate
small objects and to write legibly.
• Visual ability (which may be corrected) to read small print and video messages,
including good peripheral vision and depth perception.
• Speak in a normal voice; able to be heard and understood on the telephone, in
person, and to communicate clearly and concisely, both orally and in writing.
• Sit or stand for prolonged periods of time.
• Use office equipment such as personal computers, copiers and fax machines.
• Operate standard passenger vehicles.
• Lift, carry, push or pull up to thirty-five (35) pounds.
• Keyboarding for extended periods of time.
• Fingering, grasping, talking, hearing, seeing, and repetitive motions.
• Mobility to stand, walk, stoop, bend and extend legs on uneven ground.
• Wear appropriate personal protective apparel and equipment as required per
standard operating procedures (SOP).
• Climb ladders and stairs on water storage tanks and facilities and work on top
of these structures.
Working Hours:
• Flex Schedule: Monday through Thursday 7:00 AM - 5:00 PM (9/80); Friday
8:00 AM – 5:00 PM, and every other Friday off or, as assigned by the
supervisor.
Other Conditions:
It is important that incumbents in this position maintain a professional and
businesslike image to the public at all times:
• A neat, clean and pressed appearance in clothing, hair and personal hygiene is
important every day.
• Good judgment is expected in determining proper dress and appearance.
• All facial hair must be kept neat and trimmed.

CLASS HISTORY
Date Established
Former Title
DOT Covered
Employee
FLSA Exemption Status
Bargaining Unit
Grade

No
Exempt
Middle Management
N/A
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Water Resources and Environmental
Reviewed
Revised
Approved

04/2014
08/2015, 04/2016, 07/2/2022
08/12/2015, 04/27/2016,07/2022
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ASSISTANT BOARD SECRETARY/ADMINISTRATIVE
ASSISTANT
Organizational Chart

Department: Administration

Disclaimer:
The specific statements shown in each section of this job description are not intended
to be all-inclusive. They represent typical elements and criteria necessary to
successfully perform the job.
Definition:
• Perform a variety of complex, sub-professional, technical, administrative, and
confidential administrative duties for which a broad working knowledge of
Sweetwater Authority’s (Authority) organizational operating policies and
procedures is required.
Supervision Received/Exercised:
• General supervision is provided by the General Manager and Assistant General
Manager (herein referred to as “Management”). Includes general work
assignments that may be provided directly by Management.
• Direct supervision is provided by the Board Secretary/Administrative Assistant.
• Responsibilities may include technical and training assistance to the Office
Assistant.
• There are no staff supervisory responsibilities for this position.

ESSENTIAL FUNCTIONS
Example of Duties/Responsibilities:
• Perform a variety of technical and routine administrative work for which a broad
working knowledge of the Authority’s operating policies and procedures and the
Authority’s organization is required.
• Work with the Board of Directors of the Authority and South Bay Irrigation District
(SBID) (herein referred to as “Board”) and the Members and Alternates of the
Citizens Advisory Committee (CAC).
• Provide basic research assistance to Management and Department Heads on a
variety of routine administrative subjects.
• Assist in the pPrepareation of meeting agenda packages and related material, as
required.
• Be prepared to pPerform duties of the Board Secretary/Administrative Assistant
in his/her absence; these may include attendance at meetings, preparation of
agenda and minutes, document recording and upload to website, edit, audio and
video files and up load to website, and compilation and recording of data required
by Accounting staff for payment of per diem and reimbursement of expenses.
• Manage Public Records Act requests and coordinate with departments and legal
counsel as necessary.
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Keyboard, format, edit and proofread a variety of reports, documents and
memos, agreements, presentations, press and website releases.
Maintain and schedule Management’s calendar.
Develop Assist in reports preparation.
Respond to general citizen inquiries and complaints via phone, email or personal
contact.
Perform as the Secretary at meetings as assigned, including preparing agendas,
minutes, and audio files for meetings.
Transcribe Board meeting minutes.
Set up and clean up of Board Room before and after Board meeting.
Assist at functions outside the Authority. (e.g., set up, registration table).
Create spreadsheets and tables as required.
Distribute incoming and outgoing mail for Management.
Participate in conducting surveys and studies by gathering, compiling, tabulating,
analyzing, and reporting data.
Assist in cCoordinateing Authority administrative activities among two or more
departments or offices.
Prepare and revise various Board policies.
Prepare and process routine administrative documents.
Assist other administrative personnel while performing a variety of technical
duties involving personnel, purchasing, budgeting, Board support and other
areas.
Independently prepare correspondence and memoranda in routine matters.
Assist in budget preparation work.
Coordinate travel arrangements.
Coordinate and schedule meetings.
Establish and maintain effective working relationships with co-workers,
customers, vendors, Board members, and the public.
Perform other duties of a similar nature or level.

QUALIFICATIONS
Knowledge of:
• Modern office procedures and practices, equipment, and clerical techniques.
• Computer programs and software, such as Microsoft Office.
• Principles and procedures for reporting and business writing.
• Principles and practices of public administration, including budgeting,
purchasing, and maintenance of records.
• Business English, usage, spelling and punctuation.
• Effective public relations techniques (i.e., customer service skills in dealing with
the Board, the public and co-workers).
• Simple research and statistical methods.
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•

Proper English usage, including spelling, grammar, and punctuation.

Ability to:
• Communicate clearly and concisely, both orally and in writing.
• Collect, compile, analyze and interpret statistical data.
• Keyboard at a corrected speed of fifty-five (55) words per minute.
• Maintain highly sensitive and confidential information.
• Work collaboratively.
• Interpret and apply policies, laws and rules.
• Analyze situations carefully, employ good judgment and make sound decisions
in accordance with established procedures and policies.
• Develop and maintain complex filing systems and bookkeeping records.
• Use office equipment such as telephone, dictating equipment, copiers, scanners,
and fax machines.
• Perform highly detailed work on multiple, concurrent tasks.
• Work under intensive and constantly changing deadlines.
• Use interpersonal skills effectively as applied to interaction with coworkers,
supervisor, the general public, etc., sufficient to exchange or convey information
and to receive work direction.
Education/Training/Experience (positions in this class typically require) :
Any combination equivalent to experience and education that could likely provide
the required knowledge and abilities would be qualifying. A typical way to obtain the
knowledge would be:
• Equivalent to completion of the twelfth grade, including or supplemented by
specialized administrative assistant, business office and/or business
management training.
• Five (5) years of work experience performing increasingly responsible
administrative support and clerical work.
• Experience in a government or public utility is highly desirable.
Licenses/Certifications – Required Conditions of Employment:
• Possess and maintain a valid California Class C Driver License.
• Maintain an acceptable, safe, and active driving record, together with proof of
insurability.
• New Hires – The Authority requires all new hires to be fully vaccinated for
COVID-19, prior to being employed by the Authority, subject to limited
exceptions. New hires will be required to submit proof of status as fully
vaccinated prior to their start date, unless a request for a reasonable medical,
disability or religious accommodation has been approved. Fully vaccinated
currently means at least two weeks after completing a primary vaccination and
receiving a booster if booster eligible. This may change based upon guidance
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from the CDC, CDPH or CalOSHA.
Physical Requirements:
The physical demands described here are representative of those that must be met
by an employee to successfully perform the essential functions of this job.
Reasonable accommodations may be made to enable individuals with disabilities to
perform the following essential functions:
• Hear normal conversation in person, and on the telephone.
• The mobility of arms to reach, and the dexterity of hands to grasp and
manipulate small objects and to write legibly.
• Visual ability (which may be corrected) to read small print and video messages,
including good peripheral vision and depth perception.
• Speak in a normal voice, able to be heard and understood on the telephone, in
person, and to communicate clearly and concisely.
• Sit or stand for prolonged periods of time.
• Mobility to stand, stoop, and frequent bending and stooping.
• Use office equipment such as personal computers, copiers and fax machines.
• Operate standard passenger vehicles.
• Lift, carry, push or pull up to twenty-five (25) pounds.
• Keyboarding for extended periods of time.
• Fingering, grasping, talking, hearing, seeing, and repetitive motions.
Working Hours:
• Flex Schedule: Monday 8:00 A.M. – 5:00 P.M.; Tuesday through Friday 8:00
A.M. – 5:30 P.M. (9/80), and every other Monday off or, as assigned by the
supervisor.
• This position may require work after business hours.
Other Conditions:
It is important that incumbents in this position maintain a professional and
businesslike image to the public at all times:
• A neat, clean and pressed appearance in clothing, hair and personal hygiene is
important every day.
• Good judgment is expected in determining proper dress and appearance.
• All facial hair must be kept neat and trimmed.
CLASS HISTORY
Date Established
Former Title
DOT Covered Employee
FLSA Exemption Status
Bargaining Unit
Grade

Administrative Aide
No
Exempt
Confidential
N/A
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Reviewed
Revised
Approved

02/2014, 11/2019
07/2015, 04/04/2017, 12/2019, 07/2022
08/03/2015, 04/18/2017, 12/06/2019
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ENGINEERING OFFICE ASSISTANT I
Department: Engineering and Operations

Organizational Chart

Disclaimer:
The specific statements shown in each section of this job description are not intended
to be all-inclusive. They represent typical elements and criteria necessary to
successfully perform the job.
Definition:
• Perform routine administrative and secretarial duties under immediate
supervision for the Sweetwater Authority (Authority) Engineering and Operations
Department.
Supervision Received/Exercised:
• General direction is provided by the General Manager and Assistant General
Manager.
• Direct supervision is provided by the Director of Engineering and Operations.
• Technical direction may be provided by Engineering staff with the order of priority
left to the discretion of the Director of Engineering and Operations.
• Technical and training assistance is provided by the Engineering Office Assistant
II or III.
• There are no staff supervisory responsibilities for this position.

ESSENTIAL FUNCTIONS
Example of Duties/Responsibilities:
• Assist with creating, revising, and inputting various administrative documents
such as work orders, contracts, specifications, memoranda, letters, purchase
requisitions, bid documents, Request for Proposals (RFP), statistical and general
reports.
• Assist with producing correspondence, transmittals, faxes, memos, forms, and
legal documents.
• Assist with posting/uploading documents to the Authority’s website.
• Proofread documents from Engineering and Operations and other departments;
edit, revise, and ensure technical and grammatical accuracy.
• Maintain extensive department files, databases, books, reference manuals, and
reports conducting research and compiling data.
• Provide support and assistance as needed with the preparation of bid documents
for external contractors and consultants; including addenda, plan holder’s list,
Ebidboard postings, pre-bid meeting minutes, notice of award documents,
rejection letters, process of contract documents for legal counsel approval, and
the preparation of Notice to Proceed and Notice of Award letters.
•

Conduct monthly inspections of the Administration Building First Aid Kit(s); order
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items to be replenished and return expired items to the Authority’s safety office.
Escort the storage vendor representative to each shred bin located at the
Administration Building to replace the full bin with an empty bin.
Receive and distribute incoming mail; receive, send and distribute interoffice mail
for the Authority’s courier; assemble, weigh, and apply postage to outgoing
Authority business mail for USPS pickup.
Perform as the Engineering and Operations Department rReceptionist in an
efficient and courteous manner, screen calls and visitors; refer inquiries from
contractors, consultants, engineers, and others as appropriate; respond to
complaints from the public and requests for information regarding the intent of
instructions, precedents, and regulations.
Perform other general engineering duties, such as: make routine appointments,
arrange conferences, and meetings; transcribe dictation from rough drafts or
digital recordings; make deliveries/pickups; use photocopier and fax machine;
receive and distribute mail; order office supplies; attend computer training
classes, as required; prioritize workload.
Provide back-up support as the Authority’s Telephone Receptionist for the
Customer Service section.
Send and receive radio messages for field employees.
Establish and maintain effective working relationships with co-workers,
customers, vendors, Board members, and the public.
Perform other duties of a similar nature or level.

QUALIFICATIONS
Knowledge of:
• Modern office procedures and practices, equipment, and clerical techniques.
• Computer programs and software, such as Microsoft Office.
• Proper English usage, including spelling, grammar, and punctuation.
Ability to:
• Perform routine clerical work.
• Understand and carry out oral and written directions.
• Deal with the public tactfully; follow written and oral instructions.
• Operate a computer and related software applications.
• Learn office methods, procedures, rules, and policies.
• Learn to operate office machines, including word processing equipment, digital
recorder, copy and fax machines, and calculators.
• Learn to use computer programs and software, such as Microsoft Office, Maximo,
infraMAP, and Geographical Information System (GIS).
• Learn principles and practices of business communication.
• Learn database management principles
• Learn to conduct research of existing records including the use of the Internet.
• Communicate clearly and concisely, both orally and in writing.
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Keyboard at a corrected speed of forty-five (45) words per minute.
Perform receptionist duties in an efficient and courteous manner.
Use interpersonal skills effectively as applied to interaction with coworkers,
supervisor, the general public, etc. sufficient to exchange or convey information and
to receive work direction.

Education/Training/Experience (positions in this class typically require):
Any combination equivalent to education and experience that could likely provide
the required knowledge and abilities would be qualifying. A typical way to provide
the knowledge and abilities would be:
• Equivalent to completion of the twelfth grade, preferably supplemented by
courses in business practices, keyboarding, and computer applications.
• One (1) year of increasingly responsible clerical experience, or, an equivalent
combination of education and experience sufficient to successfully perform the
essential duties of the job, such as those listed above.
Licenses/Certifications – Required Conditions of Employment:
• Possess and maintain a valid California Class C Driver License.
• Maintain an acceptable, safe, and active driving record, together with proof of
insurability.
• Obtain within one (1) year of hire date, a Notary Public Commission.

Physical Requirements:
The physical demands described here are representative of those that must be met
by an employee to successfully perform the essential functions of this job.
Reasonable accommodations may be made to enable individuals with disabilities to
perform the following essential functions:
• Hear normal conversation in person and on the telephone.
• Mobility of arms to reach, and the dexterity of hands to grasp and manipulate
small objects and to write legibly.
• Visual ability (which may be corrected) to read small print and video messages,
including good peripheral vision and depth perception.
• Speak in a normal voice; able to be heard and understood on the telephone, in
person, and to communicate clearly and concisely, both orally and in writing.
• Sit or stand for prolonged periods of time.
• Mobility to stand, stoop and bend.
• Use office equipment such as personal computers, copiers and fax machines.
• Operate standard passenger vehicles.
• Lift, carry, push or pull up to twenty-five (25) pounds.
• Keyboarding for extended periods of time.
• Fingering, grasping, talking, hearing, seeing, and repetitive motions.
• Use of step ladder to file and re-file documents.
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Working Hours:
• 8:00 AM - 5:00 PM, Monday through Friday or, as assigned by the supervisor.
Other Conditions:
It is important that incumbents in this position maintain a professional and
businesslike image to the public at all times:
• A neat, clean and pressed appearance in clothing, hair and personal hygiene is
important every day.
• Good judgment is expected in determining proper dress and appearance.
• All facial hair must be kept neat and trimmed.
CLASS HISTORY
Date Established
Former Title
DOT Covered Employee
FLSA Exemption Status
Bargaining Unit
Grade
Reviewed
Revised
Approved

Engineering Clerk I
No
Non-Exempt
Employees’ Committee
8.5
04/2018, 4/2021
05/2018, 06/2019, 4/2021,12/2021, 07/2022
06/07/2018, 4/13/2021,12/2/2021, 07/2022

Page 4 of 4

138

ENGINEERING OFFICE ASSISTANT II
Department: Engineering and Operations

Organizational Chart

Disclaimer:
The specific statements shown in each section of this job description are not intended
to be all-inclusive. They represent typical elements and criteria necessary to
successfully perform the job.
Definition:
• Perform a variety of moderately complex routine administrative and secretarial
duties under immediate supervision for the Sweetwater Authority (Authority)
Engineering and Operations Department.
Supervision Received/Exercised:
• General direction is provided by the General Manager and Assistant General
Manager.
• Direct supervision is provided by the Director of Engineering and Operations.
• Technical direction may be provided by Engineering staff with the order of priority
left to the discretion of the Director of Engineering and Operations.
• Technical and training assistance is provided by the Engineering Office Assistant
III.
• Responsibilities include providing technical and training assistance for the
Engineering Office Assistant I.

ESSENTIAL FUNCTIONS
Example of Duties/Responsibilities:
• Operate word processing system: Create, revise, and input various administrative
documents such as work orders, contracts, specifications, memoranda, letters,
purchase requisitions, bid documents, Request for Proposals (RFP), statistical
and general reports.
• Create and maintain template documents.
• Assist with producing correspondence, transmittals, faxes, memos, forms, and
legal documents.
• Assist with the maintainance of department records: Work orders, service orders,
requisitions, labor costs, time sheets, and work project records.
• Assist with routine correspondence not requiring the Director of Engineering and
Operations personal attention.
• Provide support and assistance as needed to the Board Secretary/Administrative
Assistant with the preparation of the Board Operations Committee packets:,
including pPrepareing agendas; coordinate with other departments for adding
agenda items; proofing and editing draft memos,; sketches;, figures,; and
attachments; prepare draft minutes for the Director of Engineering and
Operations; edit, revise, and finalize for Management review; produce a
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bookmarked portable document format (PDF) document; maintain electronic
files, and assist with distribution internally and to Operations Committee
members.
Assist with posting/uploading documents to the Authority’s website.
Assist with the preparation of the annual budget.
Proofread documents from Engineering and Operations, and other departments;
edit, revise, and ensure technical and grammatical accuracy.
Initiate and maintain extensive department files, databases, books, reference
manuals, and reports conducting research and compiling data.
Perform as the Engineering and Operations rReceptionist in an efficient and
courteous manner, screen calls and visitors; refer inquiries from contractors,
consultants, engineers, and others as appropriate; respond to complaints from
the public and requests for information regarding the intent of instructions,
precedents, and regulations.
Assist with the preparation of bid documents for external contractors and
consultants; including addenda, plan holder’s list, E-bid board postings, pre-bid
meeting minutes, notice of award documents, rejection letters, process of
contract documents for legal counsel approval, and the preparation of Notice to
Proceed and Notice of Award letters.
Conduct monthly inspections of the Administration Building First Aid Kit(s); order
items to be replenished and return expired items to the Authority’s safety office.
Escort the storage vendor representative to each shred bin located at the
Administration Building to replace the full bin with an empty bin.
Receive and distribute incoming mail; receive, send and distribute interoffice mail
for the Authority’s courier; assemble, weigh, and apply postage to outgoing
Authority business mail for USPS pickup.Receive and distribute incoming mail at
the Administration Building by assembling, weighing, and applying postage to
outgoing Authority business mail for USPS pickup.
Assist with maintaining the Engineering Department’s document storage: Box
and store Engineering documents, maps, project records, etc.; update the
inventory storage report, and the Authority’s account online through the vendor’s
website; generate carton pick-up and drop-off orders; prepare and process
destruction requests, and conduct annual inventory audits in accordance with the
Authority’s Retention of Public Records policy and government codes.
Perform other general engineering duties, such as: make routine appointments,
arrange conferences, and meetings; transcribe dictation from rough drafts or
digital recordings; make deliveries/pickups; use photocopier and fax machine;
receive and distribute mail; order office supplies; attend computer training
classes, as required; prioritize workload.
Provide back-up support as the Authority’s Telephone Receptionist for the
Customer Service section.
Send and receive radio messages for field employees.
Establish and maintain effective working relationships with co-workers,
customers, vendors, Board members, and the public.
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Perform other duties of a similar nature or level.

QUALIFICATIONS
Knowledge of:
• Modern office procedures and practices, equipment, and clerical techniques.
• Computer programs and software, such as Microsoft Office.
• Computer programs and software, such as Microsoft Office, Maximo, infraMAP, and
Geographical Information System (GIS).
• Organization, procedures and operating details of the Engineering and Operations
Department.
• Principles and practices of business communication.
• Database management principles
• Proper English usage, including spelling, grammar, and punctuation.
Ability to:
• Perform routine clerical work.
• Work independently.
• Conduct research of existing records including the use of the Internet.
• Attend technical meetings and take notes and develop written reports
summarizing meeting events.
• Perform receptionist duties in an efficient and courteous manner.
• Operate office machines, including word processing equipment, digital recorder,
copy and fax machines, and calculators.
• Understand office methods, procedures, rules, and policies.
• Understand and carry out oral and written directions.
• Deal with the public tactfully; follow written and oral instructions.
• Operate a computer and related software applications.
• Communicate clearly and concisely, both orally and in writing.
• Keyboard at a corrected speed of forty-five (45) words per minute.
• Use interpersonal skills effectively as applied to interaction with coworkers,
supervisor, the general public, etc. sufficient to exchange or convey information
and to receive work direction.
Education/Training/Experience (positions in this class typically require):
Any combination equivalent to education and experience that could likely provide
the required knowledge and abilities would be qualifying. A typical way to provide
the knowledge and abilities would be:
• Equivalent to completion of the twelfth grade, preferably supplemented by
courses in business practices, keyboarding, and computer applications.
• Two (2) years of increasingly responsible clerical experience, or, an equivalent
combination of education and experience sufficient to successfully perform the
essential duties of the job, such as those listed above.
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Licenses/Certifications – Required Conditions of Employment:
• Possess and maintain a valid California Class C Driver License.
• Maintain an acceptable, safe, and active driving record, together with proof of
insurability.
• Obtain within one (1) year of hire date, a Notary Public Commission.
Physical Requirements:
The physical demands described here are representative of those that must be met
by an employee to successfully perform the essential functions of this job.
Reasonable accommodations may be made to enable individuals with disabilities to
perform the following essential functions:
• Hear normal conversation in person and on the telephone.
• Mobility of arms to reach, and the dexterity of hands to grasp and manipulate
small objects and to write legibly.
• Visual ability (which may be corrected) to read small print and video messages,
including good peripheral vision and depth perception.
• Speak in a normal voice; able to be heard and understood on the telephone, in
person, and to communicate clearly and concisely, both orally and in writing.
• Sit or stand for prolonged periods of time.
• Mobility to stand, stoop and bend.
• Use office equipment such as personal computers, copiers and fax machines.
• Operate standard passenger vehicles.
• Lift, carry, push or pull up to twenty-five (25) pounds.
• Keyboarding for extended periods of time.
• Fingering, grasping, talking, hearing, seeing, and repetitive motions.
• Use of step ladder to file and re-file documents.
Working Hours:
• 8:00 AM - 5:00 PM, Monday through Friday or, as assigned by the supervisor.
Other Conditions:
It is important that incumbents in this position maintain a professional and
businesslike image to the public at all times:
• A neat, clean and pressed appearance in clothing, hair and personal hygiene is
important every day.
• Good judgment is expected in determining proper dress and appearance.
• All facial hair must be kept neat and trimmed.
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CLASS HISTORY
Date Established
Former Title
DOT Covered Employee
FLSA Exemption Status
Bargaining Unit
Grade
Reviewed
Revised
Approved

No
Non-Exempt
Employees’ Committee
12.0
02/2009, 02/2012, 08/7/ 2012, 06/2019
12/2005, 05/2015, 03/2016, 05/2018, 08/2019, 07/2022
07/31/2015, 04/18/2016, 06/07/2018,07/2022
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ENGINEERING OFFICE ASSISTANT III
Department: Engineering and Operations

Organizational Chart

Disclaimer:
The specific statements shown in each section of this job description are not intended
to be all-inclusive. They represent typical elements and criteria necessary to
successfully perform the job.
Definition:
• Perform a variety of complex administrative and secretarial duties for the
Sweetwater Authority (Authority) Engineering and Operations Department.
Supervision Received/Exercised:
• General direction is provided by the General Manager and Assistant General
Manager.
• Direct supervision is provided by the Director of Engineering and Operations.
• Technical direction may be provided by Engineering and Operations staff with
the order of priority left to the discretion of the Director of Engineering and
Operations.
• Responsibilities include providing technical and training assistance for the
Engineering Office Assistant I and II.

ESSENTIAL FUNCTIONS
Example of Duties/Responsibilities:
• Operate word processing system: Create, revise, and input various administrative
documents such as work orders, contracts, specifications, memoranda, letters,
purchase requisitions, bid documents, Request for Proposals (RFP), statistical
and general reports.
• Create and maintain template documents.
• Responsible for producing correspondence, transmittals, faxes, memos, forms,
and legal documents not requiring the Supervisor’s personal attention.
• Receive, process, and maintain department records: Work orders, service
orders, requisitions, labor costs, time sheets, and work project records.
• Compose routine correspondence not requiring the Director of Engineering and
Operation’s personal attention.
• Send and receive radio messages for field employees.
• Provide support and assistance as needed to the Board Secretary/Administrative
Assistant: with the Ppreparation of the Operations Board Committee packets:
Prepare agendas; coordinate with other departments for adding agenda items;
proof and edit draft memos, sketches, figures, and attachments; prepare draft
minutes for the Director of Engineering and Operations; edit, revise, and finalize
for Management review; produce a bookmarked portable document format (PDF)
document; maintain electronic files, and distribute internally and directly to
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Operations Committee members.
Post/upload documents to the Authority’s website.
Coordinate the preparation of annual budget write-ups.
Proofread documents from Engineering and Operations and other departments;
edit, revise, and ensure technical and grammatical accuracy.
Initiate and maintain extensive department files, databases, books, reference
manuals, and reports conducting research and compiling data.
Perform as the Engineering and Operations Receptionist in an efficient and
courteous manner, screen calls and visitors; refer inquiries from contractors,
consultants, engineers, and others as appropriate; respond to complaints from
the public and requests for information regarding the intent of instructions,
precedents, and regulations.
Manage bid documents for external contractors and consultants, including
addenda, plan holder’s list, E-bid board postings, pre-bid meeting minutes, notice
of award documents, rejection letters, process of contract documents for legal
counsel approval, and the preparation of Notice to Proceed and Notice of Award
letters.
Conduct monthly inspections of the Administration Building First Aid Kit(s); order
items to be replenished and return expired items to the Authority’s safety office.
Escort the storage vendor representative to each shred bin located at the
Administration Building to replace the full bin with an empty bin.
Receive and distribute incoming mail; receive, send and distribute interoffice mail
for the Authority’s courier; assemble, weigh, and apply postage to outgoing
Authority business mail for USPS pickup.Receive and distribute incoming mail at
the Administration Building by assembling, weighing, and applying postage to
outgoing Authority business mail for USPS pickup.
Manage and maintain the Engineering Department’s document storage: Box and
store Engineering documents, maps, project records, and related documents;
update the inventory storage report, and the Authority’s account online through
the vendor’s website; generate carton pick-up and drop-off orders; prepare and
process destruction requests, and conduct annual inventory audits in accordance
with the Authority’s Retention of Public Records policy and government codes.
Perform other general engineering duties, such as: Make routine appointments,
arrange conferences, and meetings; transcribe dictation from rough drafts or
digital recordings; make deliveries/pickups; use photocopier and fax machine;
receive and distribute mail; order office supplies; attend computer training
classes, as required; prioritize workload.
Act as Receptionist in the absence of the Administrative Assistant and Board
Secretary/Administrative Assistant.
Provide back-up support as the Authority’s Telephone Receptionist for the
Customer Service section.
Send and receive radio messages for field employees.
Establish and maintain effective working relationships with co-workers,
customers, vendors, Board members, and the public.
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•

Perform other duties of a similar nature or level.

QUALIFICATIONS
Knowledge of:
• Modern office procedures and practices, equipment, and clerical techniques.
• Computer programs and software, such as Microsoft Office, Maximo, infraMAP,
and Geographical Information System (GIS).
• Organization, procedures and operating details of the Engineering and
Operations Department.
• Principles and practices of business communication.
• Database management principles
• Proper English usage, including spelling, grammar, and punctuation.
Ability to:
• Work independently in the absence of supervision.
• Analyze situations carefully and adopt effective courses of action.
• Train staff in the full range of work assigned.
• Compile and maintain complex and extensive records and prepare reports using
spreadsheet or graphical software.
• Perform routine clerical work.
• Conduct research of existing records including the use of the Internet.
• Attend technical meetings and take notes and develop written reports
summarizing meeting events.
• Perform receptionist duties in an efficient and courteous manner.
• Operate office machines, including word processing equipment, digital recorder,
copy and fax machines, and calculators.
• Understand office methods, procedures, rules, and policies.
• Understand and carry out oral and written directions.
• Deal with the public tactfully.
• Operate a computer and related software applications.
• Communicate clearly and concisely, both orally and in writing.
• Keyboard at a corrected speed of fifty (50) words per minute.
• Use interpersonal skills effectively as applied to interaction with coworkers,
supervisor, the general public, etc. sufficient to exchange or convey information
and to receive work direction.
Education/Training/Experience (positions in this class typically require):
Any combination equivalent to education and experience that could likely provide
the required knowledge and abilities would be qualifying. A typical way to obtain the
knowledge and abilities would be:
• Equivalent to completion of the twelfth grade, supplemented by specialized
clerical courses.
• Three (3) years of increasingly responsible clerical experience or, an equivalent
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combination of education and experience sufficient to successfully perform the
essential duties of the job, such as those listed above.
Licenses/Certifications – Required Conditions of Employment:
• Possess and maintain a valid California Class C Driver License.
• Maintain an acceptable, safe, and active driving record, together with proof of
insurability.
• Obtain within one (1) year of hire date, a Notary Public Commission.
Physical Requirements:
The physical demands described here are representative of those that must be met
by an employee to successfully perform the essential functions of this job.
Reasonable accommodations may be made to enable individuals with disabilities to
perform the following essential functions:
• Hear normal conversation in person and on the telephone.
• Mobility of arms to reach, and the dexterity of hands to grasp and manipulate
small objects and to write legibly.
• Visual ability (which may be corrected) to read small print and video messages,
including good peripheral vision and depth perception.
• Speak in a normal voice; able to be heard and understood on the telephone, in
person, and to communicate clearly and concisely, both orally and in writing.
• Sit or stand for prolonged periods of time.
• Mobility to stand, stoop and bend.
• Use office equipment such as personal computers, copiers and fax machines.
• Operate standard passenger vehicles.
• Lift, carry, push or pull up to twenty-five (25) pounds.
• Keyboarding for extended periods of time.
• Fingering, grasping, talking, hearing, seeing, and repetitive motions.
• Use of step ladder to file and re-file documents.
Working Hours:
• 8:00 AM - 5:00 PM, Monday through Friday, or as assigned by the supervisor.
Other Conditions:
It is important that incumbents in this position maintain a professional and
businesslike image to the public at all times:
• A neat, clean and pressed appearance in clothing, hair and personal hygiene is
important every day.
• Good judgment is expected in determining proper dress and appearance.
• All facial hair must be kept neat and trimmed.
CLASS HISTORY
Date Established
Former Title
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DOT Covered Employee
FLSA Exemption Status
Bargaining Unit
Grade
Reviewed
Revised
Approved

No
Non-Exempt
Employees’ Committee
14.0
10/2010, 02/2012, 04/2016, 06/2018,06/2019, 07/2022
04/18/2016, 06/07/2018 , 07/2022
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FACILITIES MAINTENANCE SPECIALIST
Department: Engineering and Operations

Organizational Chart

Disclaimer:
The specific statements shown in each section of this job description are not intended
to be all-inclusive. They represent typical elements and criteria necessary to
successfully perform the job.
Definition:
• Responsible for maintaining Authority buildings and facilities and coordinating
contractual work
• Project management and inspection of private contract construction work related
to infrastructure throughout the Authority’s properties, ensuring compliance for
quality and quantity of materials, construction methods, equipment and
workmanship
• Draft and implement section budgets
• Maintain safety and security (including security systems) of Authority
facilities
Supervision Received/Exercised:
• General supervision is provided by the Director of Engineering and Operations.
• Direct supervision is provided by the Distribution Manager.

ESSENTIAL FUNCTIONS
Example of Duties/Responsibilities:
• Inspect buildings and facilities to ensure external contractors are performing
required services and to identify needed maintenance.Supervise outside
contractors, including setting standards and overseeing and inspecting their
contracts; schedule and attend field meetings with contractors and other agencies.
• Inspect and approve all Authority facilities maintenance work performed by private
contractors; notifiy contractor whenever a violation of safety procedures is observed
in the field.
• Coordinate facilities maintenance activities by prioritizing and scheduling projects
within areas of responsibility with all applicable Authority departments.
• Gather information on how to perform tasks from written sources, vendors and
professionals.
• Administer and maintain the Authority’s security cameras at all properties; work with
security vendors and the Authority’s Information Systems (IS) staff to ensure proper
operation and protocols are in place; respond to any after-hours alarms on Authority
property and assist IS staff to resolve any problems.
• Maintain, troubleshoot and coordinate repairs and changes to Authority buildings
and systems such as security, HVAC and building improvements; including sheet
metal work and fabrication.
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•
•

•
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•
•

•

•
•
•
•
•
•
•
•

Assist other staff by providing technical advice and performing maintenance
activities.
Provides customer service by responding to requests from staff, vendors and
visitors.
Assist with the preparation and implemention of the budget for all expenditures with
various contract vendors and materials and supplies; track contract work to ensure
compliance with budgets. Purchase materials and supplies required for projects.
Develops Scope of Work for facility projects going out to bid. Prepares and solicits
requests for quotes/bids and cost estimates from outside vendors. Assists in
negotiating contracts and evaluates proposals and invoices submitted for work
performed. Schedules, coordinates and inspects the work of vendors for facility
HVAC, electrical, plumbing and painting. Creates task orders, processes requisitions
and PO’s for facility work completed by outside vendors
Supervise services delivered by contractors and approve payment.
Monitor building and facility systems to ensure proper settings and working order.
Coordinate the completion of maintenance requests; ensure emergency requests
are handled expeditiously.Conduct site assessments and field visits on Authority
properties and make recommendations and suggestions regarding vegetation and
restoration issues, oversight of the Authority’s garden areas, plant material selection
and replacement, irrigation adjustments, interface with the contractor for
maintenance requirements.
Reviews and prepares a variety of schedules, work orders, logs and/or reports,
whichincludes: compiling and calculating information and data; checking, recording
and updating records; and/or, preparing other related information. Submits
information to appropriate individual(s).
Maintains lighting systems throughout the facility, cleaning fixtures and replacing
bulbs and lamps.
Performs routine repairs and maintenance on plumbing fixtures, such as faucets and
valves.
Maintain a variety of tools and equipment, which includes cleaning, lubricating, and
organizing.
Conduct monthly inspections of the Administration Building First Aid Kit(s); order
items to be replenished and return expired items to the Authority’s safety office.
Order and maintain inventory; processes related invoices.
Responds to emergencies after hours and on weekends as necessary.
Establish and maintain effective working relationships with co-workers,
customers, vendors, Board Members, and the public.
Perform other duties of a similar nature or level.

QUALIFICATIONS
Knowledge of:
• Building maintenance pracices, carpentry, plumbing, electrical, concrete and
related building and facility trades.
• Computer software programs including Word, Excel and building maintenance
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•
•

systems (BMS).
Basic electrical, electronic and HVAC controls, systems and processes.
Safe work methods and safety regulations pertaining to the work.
Inventory controls.
Applicable building codes.

Ability to:
• Coordinate and schedule building maintenance activities;
• Perform building and facility maintenance activities;
• Coordinate and monitor the work of external contractors;
• Reviewcontractor bids;
• Use computers and related software applications;
• Maintain inventory;
• Monitor and make minor repairs;
• Exercise independent judgment and initiative with minimum supervision.
• Utilize proper safety techniques and equipment and safely work on ladders and
scaffolding.
• Handle several projects at one time, requiring organization skills, planning and
setting work priorities.
• Prepare basic and complex records and reports to account for tracking work
performed and maintain required documentation.
• Read and interpret manuals, blueprints and drawings.
• Properly and safely, operate vehicles and equipment to maintain district facilities
such as forklifts, scissor lifts, pallet jacks, hand trucks, delivery trucks and
pneumatic tools and equipment.
• Establish and maintain effective working relationships with those encountered in
the course of work.
Education/Training/Experience (positions in this class typically require) :
Any combination equivalent to experience and education that could likely provide the
required knowledge and abilities would be qualifying. A typical way to obtain the
knowledge and abilities would be:
• Equivalent to completion of the twelfth grade, preferably supplemented by
courses in computer applications.
• Four (4) years of skilled journey-level experience in building and facility
maintenance or other related trade and a combination of education and
experience sufficient to successfully perform the essential duties of the job as
listed above..
Licenses/Certifications – Required Conditions of Employment:
• Possess and maintain a valid California Class “C” Driver License.
• Maintain an acceptable, safe, and active driving record, together with proof of
insurability.
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•
•
•

Possession of or ability to obtain valid CPR/AED and First Aid certification within
six months and maintain valid certification thereafter.
Possession of or ability to obtain forklift certification within six months and
maintain valid certification thereafter.
New Hires – The Authority requires all new hires to be fully vaccinated for
COVID-19, prior to being employed by the Authority, subject to limited
exceptions. New hires will be required to submit proof of status as fully
vaccinated prior to their start date, unless a request for a reasonable medical,
disability or religious accommodation has been approved. Fully vaccinated
currently means at least two weeks after completing a primary vaccination and
receiving a booster if booster eligible. This may change based upon guidance
from the CDC, CDPH or CalOSHA.

Physical Requirements:
The physical demands described here are representative of those that must be met by
an employee to successfully perform the essential functions of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the
following essential functions:
• Frequently works in outside weather conditions, near moving mechanical parts,
and/or exposed to wet or humid conditions and vibration.
• Work in high, precarious places and confined spaces and is occasionally
exposed to fumes or airborne particles, toxic or caustic chemicals, and risk of
electrical shock.
• The noise level in the environment is occasionally loud.
• Hear normal conversation in person and on the telephone.
• Mobility of arms to reach, and the dexterity of hands to grasp and manipulate
small objects and to write legibly.
• Visual ability (which may be corrected) to read small print and video messages,
including good peripheral vision and depth perception.
• Speak in a normal voice; able to be heard and understood on the telephone, in
person, and to communicate clearly and concisely, both orally and in writing.
• Sit or stand for prolonged periods of time.
• Mobility to stand, walk, stoop, bend, and extend legs on uneven ground.
• Work outside in weather extremes of the local climate.
•
•
•
•
•
•
•
•

•

Exposure to dust, temperature, inclement weather, and alternating noise levels.
Work near moving mechanical parts.
Exposure to alternating noise levels.
Use office equipment such as personal computers, copiers and fax machines.
Operate standard passenger vehicles, forklifts, and loaders.
Lift, carry, push or pull up to ninety (90) pounds.
Keyboarding for extended periods of time.
Fingering, grasping, talking, hearing, seeing, and repetitive motions.
Climb ladders and stairs.
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Working Hours:
• Flex Schedule: Monday through Thursday 6:00 A.M. - 3:30 P.M. (9/80); Friday
6:00 A.M. - 2:30 P.M., and every other Friday off or, as assigned by the
supervisor.
Other Conditions:
It is important that incumbents in this position maintain a professional and
businesslike image to the public at all times:
• A neat, clean and pressed appearance in clothing, hair and personal hygiene
is important every day.
• Good judgment is expected in determining proper dress and appearance.
• All facial hair must be kept neat and trimmed.

CLASS HISTORY
Date Established
Former Title
DOT Covered
Employee
FLSA Exemption
Status
Bargaining Unit
Grade
Reviewed
Revised
Approved

07/22
New
No
Non Exempt
Employees’ Committee
15.0
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RECORDS MANAGEMENT SPECIALIST

Organizational Chart

Department: Administration

Disclaimer:
The specific statements shown in each section of this job description are not intended
to be all-inclusive. They represent typical elements and criteria necessary to
successfully perform the job.
Definition:
• Perform a variety of records management functions, including: Organization,
implementation and maintenance of the Sweetwater Authority (Authority)-wide
Records Management Program.
• Ability to organize and manage competing priorities; comprehensive ability to
effectively utilize a personal computer and peripherals, along with related word
processing, spreadsheet programs and customizing specialized software are
necessary.
• Knowledge of computer software applications and records retention schedules
based on Federal and California legal requirements.
• Effectively interact with consultants, vendors, government agencies and public
officials.
Supervision Received/Exercised:
• General supervision is provided by the General Manger and Assistant General
Manager.
• Direct supervision is provided by the Director of Administrative Services.
• There are no staff supervisory responsibilities for this position.

ESSENTIAL FUNCTIONS
Example of Duties/Responsibilities:
General
• Prepare budget for records management system development, implementation
and upgrades including labor resources, hardware and software.
• Generate original, clear and concise business correspondence, which may
require posting and/or publication.
• Assist with composing, editing and proofreading correspondence, memos, flyers,
agendas, minutes, resolutions, reports, policies and other documents as needed.
• Assist with the preparation of the Committee and Board packets: Prepare
agendas; coordinate with other departments for adding agenda items; proof and
edit draft memos, sketches, figures, and attachments; prepare draft minutes;
edit, revise, and finalize for Management review; produce a bookmarked portable
document format (PDF) document; maintain electronic files.
• Review vendor contracts for completeness, including proper insurance
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•
•
•
•

verification, and follow-up routinely.
Perform copying, faxing, filing, scanning and other routine administrative tasks.
Provide support as needed to comply with Public Records Requests.
Establish and maintain effective working relationships with co-workers,
customers, vendors, Board Members, and the public.
Perform other duties of a similar nature or level.

Records Management
• Develop, implement, and maintain the Authority’s Records Management
Program, to ensure the proper identification and retention of all Authority records
from creation or receipt, through distribution, use, maintenance and disposition.
• Propose, evaluate, review, and implement records management program
hardware and software solutions.
• Maintain current records systems and procedures to facilitate the orderly
retention, retrieval and destruction of records.
• Oversee and coordinate the collection, indexing, imaging, storage and retrieval of
documents.
• Facilitate the access and availability of documents to appropriate parties, while
maintaining the security of documents and the records management system.
• Respond to public records request in accordance with the Public Records Act.
• Maintain strict confidentiality of privileged information and effectively utilize
Authority resources.
• Prepare flow charts and procedures manuals depicting the steps for document
control, storage and destruction.
• Develop and maintain record retention schedules based on legal, historical,
departmental and other requirements.
• Coordinate the orderly destruction of expired documents in accordance with
approved retention schedules.
• Provide records management expertise in the development of a vital records
listing.
• Proposes space allocation and document storage solutions.
• Conduct annual inventories for document storage.
• Provide records management training for Authority staff.

QUALIFICATIONS
Knowledge of:
• Library system operations, practices, policies and procedures to include a
general knowledge of reporting, recordkeeping and other office systems and
practices.
• Archiving systems as well as storage and retrieval systems.
• Public Records Act.
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Leadership techniques, principles and procedures to schedule and train Authority
staff.
Knowledge of State and Federal privacy and security laws related to public
records.
Principles and practices of sound business communication.
Principles and procedures for report and business writing.
Computer programs and software, such as Microsoft Office, Adobe Acrobat
Professional, Microsoft SharePoint, and transcribing equipment.
Internet research techniques.
Research methods and data analysis techniques.
Communication principles and practices.
Principles of business letter writing and report preparation.
Basic business arithmetic.
Modern office procedures and practices, equipment, and clerical techniques.
Proper English usage, including, spelling, grammar, and punctuation.
Basic functions of public agencies.

Ability to:
• Manage and maintatin important and complex records with a high level of accuracy
and maintain confidentiality.
• Compile and maintain records management system documentation.
• Deal with the public and city officials and respond to requests and inquiries in
person and over the telephone with tact and diplomacy.
• Analyze and resolve problems in a logical and effective manner.
• Perform research, compile and analyze data, and write clear, concise and accurate
reports on complex subjects.
• Interpret, apply and explain applicable rules and regulations.
• Understand and follow oral and written instructions.
• Maintain accurate records and files.
• Simultaneously manage multiple job assignments.
• Develop and maintain cooperative and professional relationships with employees
and all levels of management to include representatives from other departments
and organizations.
• Utilize a personal computer with records management, word processing,
spreadsheet, and related software to complete a variety of tasks.
• Use various MS Office programs, including Word, Excel, PowerPoint, and
Outlook.
• Demonstrate strong attention to detail.
• Demonstrate excellent organizational and prioritization skills.
• Work independently in the absence of supervision.
• Keyboard proficiently.
• Communicate clearly and concisely, both orally and in writing.
• Understand and interpret established rules and procedures and explain them to
employees and the public.
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•
•
•
•
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Work well with all levels of management, staff, and vendors.
Problem-solve and make informed decisions within bounds of authority.
Effectively perform multiple, concurrent tasks with constant interruptions.
Provide options and make recommendations to supervisor and all levels of
management.
Demonstrate strong follow up skills.
Use interpersonal skills effectively as applied to interaction with coworkers,
supervisor, the general public, etc., sufficient to exchange or convey information
and to receive work direction.

Education/Training/Experience (positions in this class typically require) :
Any combination equivalent to experience and education that could likely provide the
required knowledge and abilities would be qualifying. A typical way to obtain the
knowledge and abilities would be:
• Equivalent to completion of the twelfth grade.
• Any combination of training, education and experience, which demonstrates
possession of the knowledge and abilities stated above and the ability to perform
the duties of the position.
• Experience can be supplemented with completion of course work leading to an
Associate’s degree in Business Administration, Public Administration or a closely
related field.
• Three (3) years of experience in administration or, an equivalent combination of
education and experience sufficient to successfully perform the essential functions
of the job such as those listed above.
• Experience in a government or public utility and Public agency elected official
interaction is highly desirable.
Licenses/Certifications – Required Conditions of Employment:
• Possess and maintain a valid California Class “C” Driver License.
• Maintain an acceptable, safe, and active driving record, together with proof of
insurability.
• An acceptable general background check to include a local and state criminal
history check.
• Certified Records Manager (CRM) is desirable.
• New Hires – The Authority requires all new hires to be fully vaccinated for
COVID-19, prior to being employed by the Authority, subject to limited
exceptions. New hires will be required to submit proof of status as fully
vaccinated prior to their start date, unless a request for a reasonable medical,
disability or religious accommodation has been approved. Fully vaccinated
currently means at least two weeks after completing a primary vaccination and
receiving a booster if booster eligible. This may change based upon guidance
from the CDC, CDPH or CalOSHA.
Physical Requirements:
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The physical demands described here are representative of those that must be met by an
employee to successfully perform the essential functions of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the
following essential functions:
• Hear normal conversation in person and on the telephone.
• The mobility of arms to reach, and the dexterity of hands to grasp and manipulate
small objects and to write legibly.
• Visual ability (which may be corrected) to read small print and video messages,
including good peripheral vision and depth perception.
• Speak in a normal voice; able to be heard and understood on the telephone, in
person, and to communicate clearly and concisely, both orally and in writing.
• Sit or stand for prolonged periods of time.
• Mobility to stand, stoop and bend.
• Use office equipment such as personal computers, copiers and fax machines.
• Operate standard passenger vehicles.
• Lift, carry, push or pull up to thirty-five (35) pounds.
• Keyboarding for extended periods of time.
• Fingering, grasping, talking, hearing, seeing, and repetitive motions.
Working Hours:
• 8:00 AM - 5:00 PM, Monday through Friday or, as assigned by the Supervisor.
Other Conditions:
It is important that incumbents in this position maintain a professional and businesslike
image to the public at all times:
• A neat, clean and pressed appearance in clothing, hair and personal hygiene is
important every day.
• Good judgment is expected in determining proper dress and appearance.
• All facial hair must be kept neat and trimmed.

CLASS HISTORY
Date Established
Former Title
DOT Covered Employee
FLSA Exemption Status
Bargaining Unit
Grade
Reviewed
Revised
Approved

July 2022
No
Exempt
Confidential
N/A
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REVISED
SWEETWATER AUTHORITY
MONTHLY PAY – RANGE – ALL POSITIONS
Revised - Fiscal Year 2021-20222022-2023
Effective 05/11/202207/01/2022

ENGINEERING and Operationsand OPERATIONS
Director of Engineering and Operations
Engineer (Unfunded)
Engineering Manager-Construction/Watershed
Engineering Manager-Infrastructure /Inspection
Engineering Manager-Water
Resources/Environmental
Engineering Office Assistant I
Engineering Office Assistant II
Engineering Office Assistant III
Engineering Technician
Engineering Technician Supervisor
Environmental Project Manager
Lead Watershed Caretaker
Office Assistant I
Office Assistant II
Office Assistant III
Principal Engineer
Principal Engineering Technician
Principal Engineering Technician/Design Tech.
Reservoir Operations SpecialistWatershed
Caretaker Manager
Senior Engineering Technician
Watershed Caretaker Crew Supervisor
Watershed Caretaker I
Watershed Caretaker II
Engineering and Operations
Distribution Manager
Equipment Mechanic
Equipment Mechanic Supervisor
Equipment Operator
Equipment Service Worker (Unfunded)
Facilities Maintenance Specialist
Field Crew Supervisor
Operations Clerk I
Operations Clerk II
Operations Clerk III
Senior Equipment Mechanic
Utility Leadworker
Utility Worker I
Utility Worker II
Utility Worker II/Locator
Welder I/Utility Worker II (Unfunded)
Welder II/Utility Worker II (Unfunded)

15,233-18,513
9,298-11,300
12,346-15,005
12,630-15,35113,640-16,579
12,707-15,44413,724-16,680
4,213-5,119
5,005-6,081
5,522-6,710
5,944-7,2246,123-7,441
9,261-11,2559,539-11,593
8,230-10,0028,477-10,302
6,094-7,4046,277-7,626
4,339-5,273
5,155-6,263
5,688-6,911
11,553-14,04011,900-14,461
8,189-9,9518,435-10,250
9,036-10,9819,307-11,311
9,730-11,82511,861-14,415
7,064-8,5847,276-8,842
7,604-9,2427,832-9,520
4,764-5,7894,907-5,963
5,258-6,3885,416-6,580
11,190-13,59911,861-14,415
5,660-6,8775,830-7,083
7,989-9,7098,229-10,000
5,800-7,0485,974-7,260
4,648-5,648
5,974-7,260
7,604-9,2427,832-9,520
3,820-4,640
4,648-5,648
5,130-6,233
6,094-7,4046,277-7,626
6,094-7,4046,277-7,626
4,764-5,7894,907-5,963
5,258-6,3885,416-6,580
5,800-7,0485,974-7,260
5,522-6,710
5,800-7,048

