Town of Speedway WWTP
Assistant Superintendent
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WASTEWATER TREATMENT PLANT
ASSISTANT SUPERINTENDENT
This job description is intended to present a descriptive list of the range of duties for this position. It is not intended to reflect all duties performed within the job.
SUMMARY DESCRIPTION 
Under administrative direction, directs, manages, supervises and coordinates the activities and operations of the wastewater treatment plant and laboratory; ensures work quality and adherence to established policies and procedures; performs the more technical and complex tasks relative to assigned area of responsibility; and provides highly responsible administrative support to the Superintendent.
REPRESENTATIVE DUTIES 

The following duties are typical for this position. Incumbents may not perform all of the listed duties and/or may be required to perform additional or different duties from those set forth below to address business needs and changing business practices.

1. Function as Acting Superintendent and perform all job functions of the Superintendent in the Superintendent’s absence.
2. Assist the Superintendent and the Chief Operator in supervising and participating in the day to day functions of the wastewater treatment plant.
3. Manage, direct, oversee and administer all requirements of the Landfill Groundwater Monitoring Plan.
4. Identify resource needs; review needs with appropriate management staff; allocate resources accordingly.

5. Participate in the development of policies and procedures; monitor work activities to ensure compliance with established policies and procedures; make recommendations for changes and improvements to existing policies and procedures.

6. Manage Accounts Receivable; generate purchase orders and track expenditures.
7. Function as Industrial Pretreatment Coordinator. Manage and oversee all requirements of the Industrial Pretreatment program.
8. Coordinate laboratory sampling and analysis and ensure plant compliance with current standard methods and QA/QC requirements as established by local, State and Federal agencies.

9. Process weekly payrolls and maintain personnel records.
10. Direct and participate in public relations tours of the plant.
11. Participate with the Superintendent in implementing the Stormwater Quality Management Plan.
12. Participate in the selection of plant operations staff; provide or coordinate staff training; work with employees to correct deficiencies; participate in implementing discipline procedures.

13. Participate in determining materials and equipment needs.
14. Prepare analytical and statistical reports on operations and activities; make legible and correct entries in English in logs, charts, and records both manually and by computer keyboard.

15. Attend and participate in professional group meetings; stay abreast of new trends and innovations in the field of wastewater treatment plant operations.

16. Provide responsible staff assistance to the Superintendent.
17. Perform related duties as required

QUALIFICATIONS 

The following generally describes the knowledge and ability required to enter the job and/or be learned within a short period of time in order to successfully perform the assigned duties.

Knowledge of:

Operations, services and activities of a comprehensive wastewater treatment plant program.

Principles and practices of wastewater treatment operations and discharge compliance.

Pertinent Federal, State and Local laws, codes and regulations.
Principles and practices of program development and administration.
Principles of supervision, training and performance evaluation.

Principles and practices of laboratory sampling, testing and interpretation. 
Principles and practices of Industrial Pretreatment programs.
Office procedures, methods, and equipment including computers and applicable software applications. 
Ability to:

Oversee, direct, and coordinate the work of lower level staff.

Select, supervise, train and evaluate staff.

       Troubleshoot and resolve plant process control issues.
Participate in the development and administration of department goals, objectives, and procedures.
Interpret and explain town policies and procedures.
Interpret and apply Federal, State, and Local policies, laws, and regulations.
Prepare clear and concise reports.

Operate office equipment including computers and supporting software applications. 

Analyze problems, identify alternative solutions, project consequences of proposed actions, and                                                                                                               

implement recommendations in support of goals. 
Communicate clearly and concisely, both orally and in writing.

Establish and maintain effective working relationships with those contacted in the course of work.
Education and Experience Guidelines - Any combination of education and experience that would likely provide the required knowledge and abilities is qualifying. A typical way to obtain the knowledge and abilities would be:
Education/Training:

High school diploma or equivalent. Some college level course work in water science, chemistry, environmental science or a related field preferred.
Experience:

Five years of increasingly responsible wastewater treatment plant operations experience including two years of administrative and supervisory responsibility.
License or Certificate:

Valid Indiana driver’s license.

Possession of a valid Class 4 Indiana Wastewater Treatment Operator certificate.

PHYSICAL DEMANDS AND WORKING ENVIRONMENT 

The conditions herein are representative of those that must be met by an employee to successfully perform the essential functions of this job.

Environment: Office and field environment; exposure to noise, dust, grease, smoke, fumes, gases, and inclement weather conditions.
Physical: Sufficient physical ability to work in an office setting and operate office equipment; walking, standing or sitting for prolonged periods of time; operating motorized equipment and vehicles.
Vision: See in the normal visual range with or without correction; vision sufficient to read computer screens and printed documents and to operate equipment.
Hearing: Hear in the normal audio range with or without correction.
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