
Job Description                                                                       Decatur Utilities  
 

Job Title: Operations Assistant  
Work Group: Gas, Water & Wastewater Operations 

Reports To: GW Operations Superintendent  

FLSA Status: Non-Exempt 

  

Residency Required: No 

Work Location: 10th Avenue Service Center (105 10th Avenue, NE)  

Last Revision: August 2017 
 

 

SUMMARY 

Performs general clerical support duties related to construction activities including work order processing, vehicle 

maintenance, locates and various queries and entries into Decatur Utilities’ databases.   
 

ESSENTIAL DUTIES AND RESPONSIBILITIES 

A commitment to safety, providing reliable utility services, protecting public health and providing excellent customer 

service are the responsibilities of all job positions at Decatur Utilities. We believe that teamwork, open 

communication, honesty, integrity, fairness, diversity and respect for each other are essential traits to perform all job 

duties. 
 

 Coordinates all utility work order documents and assists in reconciling and verifying man-hours and materials 

used on projects. 

 Tracks information and maintains database for work order data, including man-hour and materials. 

 Coordinates vehicle maintenance schedules, schedules truck repairs and enters vehicle inspection data.  

 Responds to customer inquiries about work progress, scheduling status, service interruptions, etc. 

 Maintains database for workgroup training hours. Assists in assembling classroom and training materials when 

required. 

 Operates a company vehicle periodically to deliver invoices and pick up mail from Main Office. 

 Retrieves and/or inputs information into NISC & CIS databases. 

 Copies and distributes revision updates to crew safety manuals. 

 Monitors and assists with gate access for employees, vendors and deliveries.  

 Prepares various reports and provides administrative support to construction and engineering work groups 

as requested. 

 Assists in coordination of meals for meetings, abnormal work schedules or storm related events. 

 Establishes and maintains filing system for ongoing work and customer estimates for service cost inquiries. 

 Compiles daily, weekly, and monthly reports of utility crew activities and distributes to appropriate personnel. 

Coordinates with outside vendors for any building maintenance items and deliveries. 

 Orders and stocks office and janitorial supplies at 10th Avenue Service Center. 

 Maintains safety record board citing lost time incidents, vehicular and first aid incidences. 

 Keeps bulletin boards updated and orderly. 

 Receives incoming telephone calls and two-way radio transmissions. 

 Greets and assists any incoming visitors.   

 Assists with time entry into NISC. 

 Assists with calling in locates to Alabama One-Call System. 

 Takes notes and prepares meeting minutes for GWWW meetings.  

 Other duties as assigned. 
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SUPERVISORY RESPONSIBILITIES: 

This job has no supervisory responsibilities. 
 

QUALIFICATIONS 

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The 

requirements listed below are representative of the knowledge, skill and/or ability required. Reasonable 

accommodations may be made to enable individuals with disabilities to perform the essential functions. 
 

EDUCATION AND/OR EXPERIENCE 

Associate degree or equivalent in related business or CIS field of study from accredited junior college or university 

is preferred, but not required, along with 2-4 years additional work related administrative experience. 
 

COMMUNICATION SKILLS 

Ability to read and interpret work order documents and reports.  Ability to prepare routine reports and business 

correspondence. Ability to effectively interact and communicate with customers, co-workers, supervisors, vendors 

and contractors. Internal communications consists of daily contact with GWWW Operations Superintendent, 

GWWW Field Superintendent, Engineers, Dispatchers, Warehouse and Administrative employees. External contacts 

include Line Locate center, contractors/developers, customers, truck repair and material vendors.  
 

COMPUTER SKILLS 

Must be proficient in using Microsoft Office Suite (Microsoft Outlook, Word, Access & Excel) along with the 

financial and customer information systems programs.  This includes using software applications for email, word 

processing, database tracking and spreadsheet applications and using Internet Explorer to navigate online 

Employee Self Serve webpage for personal payroll, benefit and employee information.  Other office skills include 

ability to use copier, scanner, fax and calculator. 
 

MATHEMATICAL SKILLS  

Ability to use mathematical concepts such as addition, subtraction, multiplication, division, fractions, decimals, 

percentages and averages and apply to practical business situations.    
  

REASONING/COMPLEXITY  

Ability to use moderate judgment and analytic ability to carry out instructions furnished in written, oral or diagram 

form to perform somewhat complex calculations, solve minor problems and organize and record complex data 

for reports and detailed forms. 
 

PHYSICAL DEMANDS/WORK ENVIRONMENT 

No significant physical demands.  Job requires the ability to sit at desk the majority of the time.  Job requires the 

ability to speak, see and hear; use hands and fingers to navigate computer screens.  Job occasionally requires 

some very light lifting of files, office supplies or packages up to 25 pounds.  Occasionally may be required to stoop 

or bend.  Work environment is an office setting with no major source of discomfort.  The noise level in the work 

environment is usually quiet. 
 

CERTIFICATES, LICENSES, TRAINING  

Valid Alabama Driver's License, Customer Service Skills and applicable safety training as scheduled. 
 

OTHER REQUIREMENTS 

Available to work scheduled and unscheduled times to accommodate customer demands and emergency 

situations; maintain professional business appearance and image; subject to random drug testing and driver’s 

license checks if required to drive company vehicle; knowledgeable of utility construction methods, materials and 

units. 


