
Utilities Superintendent, FT Regular   1 

THE CITY OF PORTALES, NEW MEXICO 

 

POSITION POSTING #2013 - 051 

 

POSITION:    UTILITIES SUPERINTENDENT   

DEPARTMENT:    WATER & SEWER DEPARTMENT    

STATUS:   EXEMPT 

REPORTS TO:   CITY MANAGER & PUBLIC WORKS DIRECTOR 

SHIFT:      REGULAR - 40 HOURS PER WEEK 

SALARY:   MINIMUM $33,300   

 

GENERAL DESCRIPTION: 
 
Under general direction from the City Manager and the Public Works Director, is responsible for overall 
functions of water and wastewater department.  Oversees the daily operations of the Wastewater Treatment 
Plant, sewer collection system, and water distribution system.  Works with the City Clerk concerning billing 
problems and customer complaints.  Oversees all maintenance, construction, and repair to all the 
aforementioned systems.  Prepares and administers department budget.  Deals with Public Works 
Committee and the City Council as needed.  Is an integral part of short and long range planning for the 
department.  Deals with consultants and state and federal regulating agencies.  

 

TASKS AND RESPONSIBILITIES: 
 
Although the following are typical of the tasks and responsibilities routinely performed, additional tasks and /or 
responsibilities requiring comparable or lesser skills, knowledge, or dexterity may be assigned.  

 
1. Oversees the daily operations of water and wastewater department including but not limited to: 

budgets, purchasing and preparations of reports and planning.   
2. Maintains records and maps, and is responsible for overall management of the department. 
3. Works with the City Manager, Public Works Director, City Council, Public Works Committee to 

provide information and reports as needed.  Works with consultants and regulatory agencies.   
4. Deals with the public concerning complaints and requests.  Works with billing, concerning daily 

problems and complaints. 

 

KNOWLEDGE, EXPERIENCE, AND SKILLS: 
 

1. Level III water and/or Level III wastewater certificates from State of New Mexico, or the ability and 
experience to obtain within 12 (twelve) months.   

2. Ability to plan, organize, and supervise activities and employees. 
3. Good oral and written communication skills, ability to work with the public and solve customer 

problems. 
4. Fundamental knowledge of computer; word processing, internet, email, spreadsheets, and data base 

programs.    
5. Three (3) years minimum experience as manager or supervisor in a related field.            

 

COMMENTS ON PHYSICAL REQUIREMENTS:   The physical requirements of this job are being able to 
bend, stoop and kneel.  Also must be able to lift up to 100 lbs.  Requires good eyesight.  Must be able to 
perform physical labor for sustained periods of time with exposure to the elements. 
 

WORK SCHEDULE: 

 
The regular work week is 40 hours - Monday through Friday, 8:00 a.m. to 5:00 p.m., with one hour off for 
lunch.  Additional time may be required to work after regular hours, on weekends, and holidays. 
 

DEADLINE TO SUBMIT APPLICATION:  by 5:00 p.m. Wednesday, October 9, 2013 

 
EOE 


