
PENTLAND TOWNSHIP BOARD 

REGULAR MEETING 

AGENDA 

JUNE 9, 2020 
 

 

Call to Order and Roll Call 

Changes to the Agenda 

Brief Public Comment 

Approval of Minutes 

Approval of Bills  

Treasurer’s Report 

New business 

• Updates from our new Utilities Superintendent! 

o Any employment matters to discuss? 

o First impressions of our water and sewer systems? 

Old Business: 

• Wastewater litigation with the Village and sewer lagoon update 

• Future Hall Bookings  

• Liquor Inspection Reports 

• Water and Sewer Update 

• Open for Other Reports 

• Communications 

Extended Public Comment 

Next Regular Meeting – July 14, 2020 

Adjournment 



Quarter 2013 2014 2015 2016 2017 2018 2019 2020

1st 5,394.43         4,032.27         6,925.47         197.13            6,275.97         9,733.32         3,491.94         7,376.99        

2nd 5,742.17         1,675.68         8,733.81         9,312.15         6,867.93         4,872.05         4,385.50        

3rd 5,394.43         4,838.41         2,180.33         1,899.47         403.24            11,043.86       10,477.54      

4th 13,899.92       10,566.60       35,126.85       12,866.68       18,941.26       25,736.50       18,460.42      

Calendar Year Totals 30,430.95$    21,112.96$    52,966.46$    24,275.43$    32,488.40$    51,385.73$    36,815.40$    7,376.99$      

Average 2013‐2019 35,443.32$    (ongoing)

Fiscal Year Totals 29,068.79$    24,006.16$    46,238.12$    30,354.27$    35,945.75$    45,144.35$    40,700.45$    ‐$               

Average 2013‐2019 35,126.24$    (ongoing)

Notes:

Year Quarter Check Amount Check date

2015 First 1842 6,925.47         8/7/2015

2015 Second 1843 8,733.81         8/7/2015

2015 Third 1943 2,180.33         11/10/2015

2015 Fourth 2045 35,126.83       2/9/2016

2016 First 2166 197.13            5/10/2016

2016 Second 2300 9,312.15         8/9/2016

2016 Third 2424 1,899.47         11/10/2016

2016 Fourth 2522 12,866.68       2/14/2017

2017 First 2618 6,275.97         5/8/2017

2017 Second 2749 6,867.93         8/10/2017

2017 Third 3235 403.24            10/9/2018

2017 Fourth 3236 18,941.26       10/9/2018

2018 First

2018 Second

2018 Third

2018 Fourth

2019 First 3537 3,491.94         6/11/2019

2019 Second 3613 4,385.50         8/13/2019

2019 Third 3715 10,477.54       12/10/2019

2019 Fourth 3793 18,460.42       2/11/2020

2020 First 3936 7,376.99         6/9/2020

Note:

This is for the fire agreement only, not for the fire tanker.

3505 51,385.73       5/14/2019

Amount Billed by the Village

Newberry Fire Department ‐ billed to us by the Village each quarter

Last updated June 7, 2020

Fiscal Year Total is a better fit for our township's budget: Q2 thru Q4, plus Q1 of following year.

Fire bills  ‐ checks and amounts

2015 ‐ Today
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Note – because of the public health emergency caused by the corona virus (also known as 

‘COVID 19’), the Township Board’s meeting today was held electronically, in accordance with 

Governor Whitmer’s Executive Orders 2020-15 and 2020-21. 

Board members and others were able to either call in or connect via Zoom.com.   

The meeting was called to order at 7:00 pm by Supervisor Janet Maki. 

Board members present: Treasurer Jean Foley, Trustee Bill Glime, Trustee Martin Lehto, 

Supervisor Janet Maki, and Clerk Greg Rathje.  Absent: none. 

Also present: Utilities Superintendent Mike Richards, Deputy Clerk Caryn DeWyse, Deputy 

Treasurer Deb Burbach, Lilly Harmon, and Christine Rathje. 

There was no brief public comment. 

Clerk Rathje presented the minutes of the regular meetings of April 14, 2020 for approval. 

Motion by Lehto, seconded by Foley, to approve these minutes.  Ayes: All. Motion carried. 

The bills were presented by Clerk Rathje. 

Motion by Maki, seconded by Glime, to approve the following five items in one motion: 

1. There were no General Fund, Sewer Fund, or Water Fund checks issued per Pentland 

Township’s “Post Audit” policy.  (This policy explains how bills are paid between 

meetings) 

2. General Fund check numbers 3872 through 3905 and EFT64 for payment today. 

3. Sewer Fund check numbers 5184 and 5185 for payments approved today. 

4. Water Fund check number 6121 for payments approved today. 

5. Transfer $42,023.94 from First National Bank of St. Ignace’s Municipal Account to the 

Checking Account. 

The vote on all of the above items - Ayes: All. Motion carried. 

The Board then moved to new business. 

The Board considered this year’s ballot for the Cloverland Electric Co-op Board of Directors.  

There were two candidates to choose from. 

After discussion, there was unanimous consent to not cast a vote in this year’s election. 
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Clerk Rathje shared a sober update on the state’s finances and how they will eventually impact 

our township’s budget in the near future because of a large decline in tax revenues because the 

stay at home emergency order to respond to the corona virus emergency.   

No action was taken by the Board at this time. 

The Board then held a discussion on how to proceed after receiving three applications to fill the 

Utilities Superintendent position after Superintendent Richards retires at the end of this month. 

There was unanimous consent to not interview John Levien at this time because he does not have 

the required certifications, and thank him for applying for the position. 

There was unanimous consent to have a special meeting in person at the township hall next 

Tuesday, May 19, at 7:00 pm to interview the two candidates who do have at least one of the 

required certifications - David Patterson and Andrew J. Downey IV. 

The Board then turned towards old business. 

The Board heard a brief update about the township’s ongoing litigation with the Village of 

Newberry over sewer treatment rates.   

Treasurer Foley reported there is one upcoming event scheduled at the hall at the end of 

May…assuming the current restrictions are lifted by then. 

Clerk Rathje reported the township received a set of liquor inspection reports from the Sheriff’s 

Department for the past two months.  All of the establishments that were open received a grade 

of “good”. 

Mike Richards gave his monthly utility report.  The township’s water and sewer systems 

continue to be in generally good shape; and he’s wrapping up a few items before he retires in a 

few weeks. 

Under other reports, Treasurer Foley discussed tax collections issues she’s been working on. 

There was no extended public comment. 

The Board will have a meeting next Tuesday, May 19, at 7:00 pm for utilities superintendent 

interviews and perhaps reach a decision.  The next regular meeting of the township board is 

scheduled for Tuesday, June 9, 2020, at 7:00 pm at the Pentland Township Hall.   

Motion by Foley, seconded by Glime, to adjourn the meeting. Ayes: All. Motion carried. 

The meeting adjourned at 7:37 pm. 

 



Page 3 of 3  May 12, 2020 

____________________________  ____________________________ 

Gregory Rathje    Janet Maki 

Pentland Township Clerk   Pentland Township Supervisor 
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Tonight’s meeting was held at the Pentland Township Hall: 15474 M-28, Newberry, MI 49868. 

The meeting was called to order at 7:00 pm by Supervisor Janet Maki. 

Board members present: Treasurer Jean Foley, Trustee Bill Glime, Trustee Martin Lehto, 

Supervisor Janet Maki, and Clerk Greg Rathje.  Absent: none. 

Also present: Utilities Superintendent Mike Richards and Christine Rathje. 

Tonight’s meeting was called at last week’s regular meeting so the Board could interview 

candidates for a new Utility Superintendent to replace Mike Richards, who will be retiring at the 

end of the month. 

Under changes to tonight’s agenda, a quick election update was added to the agenda just before 

extended public comment. 

There was no brief public comment. 

The first item on the agenda was to discuss the mechanics of the interviews and search process. 

One part of this discussion was to set the hourly rate to pay Superintendent Richards after he 

retires at the end of this month.  Former Utilities Superintendent Gary Falher came back to help 

several times various issues and emergencies in the first few years after he retired in 2010.  

By unanimous consent, the Board agreed to set Mike Richards’ hourly wage to $23.78 per hour, 

which is his ending salary converted to an hourly rate (at 40 hours a week, 52 weeks a year). 

The Board then interviewed two candidates for the Utilities Superintendent position. 

The Board first interviewed David Patterson, who discussed his extensive work history which 

included currently working for the Village of Newberry’s utility systems. 

The Board then interviewed Andrew J. Downey IV (who goes by ‘AJ’ as his first name), who 

shared his experience working for Pentland Township with Superintendent Richards on our 

water and sewer systems the past several years. 

After the two interviews, the Board then discussed the merits of the two applicants. 

A consensus emerged to offer the Utilities Superintendent job to AJ Downey. 

The Board then discussed and reached consensus on terms to offer to Mr. Downey: 

• His starting date would be June 1, 2020. 
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• The pay would be a salary of $42,300 per year. 

• The pay would be paid out in 12 monthly payments. 

• He would receive his paychecks at the monthly township board meetings 

• The Board has a “457” retirement plan and are willing to match up to $3,000 per year of 

his contribution pending a discussion of the arrangements for this with Mr. Downey and 

our plan’s provider. 

• One pre-employment condition of this job offer is that Mr. Downy passes a pre-

employment physical and drug screening at Helen Newberry Joy Hospital (HNJH).  

• Our township’s attorney, Craig Rolfe, will prepare an employment agreement the Board 

will vote on at our next meeting on June 9.  A copy will be shared with Mr. Downey 

ahead of time for your review. 

• Mr. Downey will be on a probationary period for the first 60 days; after which, the Board 

will revisit the probation. 

• The Board will set aside time at our June 9 meeting for Mr. Downey and the Board to 

talk with Mr. Downey how his first week on the job went and any issues or questions he 

or the Board would like to discuss. 

• The Board asked Trustee Bill Glime to be available to you as another resource you could 

reach out to (or course, this is in addition to in addition to Mike Richards of course!).  

Trustee Glime has a lot of experience with water and sewer systems, and we think he 

(like Mike Richards) could also be a big help to Mr. Downey. 

After reaching a consensus on the top candidate and terms to offer, the Board then proceeded to a 

formal vote. 

Motion by Rathje, seconded by Lehto, to hire AJ Downey as the new Utilities Superintendent 

with the above terms for an employment agreement.  Ayes: all. Motion passed. 

The Board then moved on to other matters. 

Even though all five board members were present, MCL 41.72 would allow the Board to take up 

any other lawful business it wished to pursue, the Board did not pursue any other formal business 

tonight. 

Clerk Rathje provided an update on changes to the August election – the Bureau of Elections will 

send absentee ballot applications to every voter in the township, which will change how the 

workflow of the election will happen – many more absentee ballots to process, but probably 

fewer voters in person on election day. 

Under extended public comment, Christine Rathje about voting by absentee ballot. 
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The next regular meeting of the township board is scheduled for Tuesday, June 9, 2020,  

at 7:00 pm at the Pentland Township Hall.   

Motion by Foley, seconded by Lehto, to adjourn at 8:33 pm.  Ayes: all. Motion passed. 

 

____________________________  ____________________________ 

Gregory Rathje    Janet Maki 

Pentland Township Clerk   Pentland Township Supervisor 



 

CHECK #PAYEE AMOUNT DESCRIPTION

General Fund checks paid ahead of time: (legally known as "post audit" payments)
No early bills paid since the May 12 meeting. -$                -$                  -$               

Total -$                 -$                -$                  -$               

General Fund checks to be paid today:
Payroll:

3906 Void -$                 Voided -$                -$                  -$               

3907 Deborah Burbach 123.99$           Deputy Treasurer - 1 mtg & zero hrs 123.99$          -$                  -$               

3908 Caryn DeWyse 142.67$           Deputy Clerk - 1 mtg & 1.25 hrs 142.67$          -$                  -$               

3909 AJ Downey 3,458.24$       
Labor - Utilities - 49 hrs for May and first paycheck as 

Utiilities Supervisor.
582.37$          1,437.94$        1,437.94$     

3910 Jean Foley 677.78$           Treasurer 677.78$          -$                  -$               

3911 Bill Glime 177.83$           
Trustee - partial pay for April and special board mtg 

on 5/19.
177.83$          -$                  -$               

3912 Martin Lehto 382.23$           
Trustee & Property Watch and special board mtg on 

5/19.
382.23$          -$                  -$               

3913 Janet Maki 2,487.21$       Supervisor & Assessor 2,487.21$      -$                  -$               

3914 Gregory Rathje 914.99$           Clerk 750.29$          -$                  164.70$        

3915 Michael Richards 3,814.38$       
Utilities Superintendent (retired) - payout of vacation 

and sick time.
762.88$          1,525.75$        1,525.75$     

3916 Terrie Slack 1,390.05$       Admin Assistant & Interim Custodian - 1.17 hours 471.85$          459.10$           459.10$        

Total 13,569.37$     6,559.10$      3,422.79$        3,587.49$     

Remittances:
EFT 65 US Government 3,804.38$       Electronic Fund Transfer (EFT) Fed.Tax/FICA/SocSec 1,877.24$      963.57$           963.57$        
3917 Michigan Dept. of Treasury 671.99$           State Withholding 333.87$          169.07$           169.05$        

Total 4,476.37$       2,211.11$      1,132.64$        1,132.62$     

Accounts Payable:

3918 AT&T 333.53$           Phone bill 81.23$            126.16$           126.14$        

3919 Cloverland Electric 1,769.06$       Regular monthly bill 621.93$          563.49$           583.64$        

3920 Cloverland Electric 63.54$             Twp hall - used to be annual. 63.54$            -$                  -$               

3921 Cloverland Electric 40.94$             Pentland School H20 Tower - used to be annual. -$                -$                  40.94$           

3922 Fosters Ace Hardware 12.47$             Repairs to lift station. -$                12.47$             -$               

3923 LARS 100.00$           Luce Area Radio Assoc. hall refund 100.00$          -$                  -$               

3924 Lynn Auto Parts 47.03$             Oil change for truck -$                23.51$             23.52$           

3925 Mac's Market 330.00$           Chlorine for water system -$                -$                  330.00$        

3926 National Office Products 128.32$           Office supplies for utilities. -$                64.16$             64.16$           

3927 Newberry News 24.00$             Notice - utility superintendent job posting -$                12.00$             12.00$           

3928 Pentland Utilities 3,550.00$       Hydrant Rental 3,550.00$      -$                  -$               

3929 Rathje, Greg 24.33$             Stamp - "Received" for incoming mail. 24.33$            -$                  -$               

3930 Rolfe, Craig 1,475.70$       All sewer lawsuit. -$                1,475.70$        -$               

3931 Sault Ste. Marie 36.00$             Water testing -$                -$                  36.00$           

3932 Security Benefit Group 80.00$             457 Plan (w/out Richards & Carmody) 80.00$            -$                  -$               

3933 Slack, Terrie 48.30$             84 miles @ 57.5 cents/mile 48.30$            -$                  -$               

3934 US Postal Service 76.00$             PO Box rental for 12 months 76.00$            -$                  -$               

3935 Verizon 48.45$             Cell phone -$                24.22$             24.23$           

3936 Village of Newberry 7,376.99$       1st Quarter fire bill. 7,376.99$      -$                  -$               

3937 Visa 790.00$           Fuel, stamps, and office supplies 115.95$          337.02$           337.03$        

16,354.66$     12,138.27$    2,638.73$        1,577.66$     -$              

Grand Total for Today 

(checks 3906 - 3937)
34,400.40$     

<-- This amount will be transferred from General Fund's 

Money Market to Checking.
20,908.48$    7,194.16$        6,297.77$     -$              

Sewer Fund Checks (post audit and today)

5186 Pentland Twp General Fund 1,971.15$       06/09 Repay General Fund Advance -$                1,971.15$        -$               

5187 Pentland Twp General Fund 7,194.16$       06/09 Repay General Fund for today's bills -$                7,194.16$        -$               

Water Fund Checks (post audit and today)

6122 Pentland Twp General Fund 6,297.77$       06/09 Repay General Fund for today's bills -$                  -$                    6,297.77$     
End of List!

Total

JUNE 2020 MONTHLY BILLS
Last updated June 9, 2020

General Fund Sewer Fund Water Fund Liquor Fund

Last printed 6/9/2020 10:34 AM Page 1 of 1



Date

Sewer 

Fund 

Check # Amount Balance

Paid back

 so far Note

11/12/2013 na ‐$                      343,000.00$        ‐$                   Starting balance

3/31/2020 na ‐$                      201,527.62$        141,472.38$     Ending balance FY 2019 ‐ 2020

1 4/14/2020 5182 1,854.04$             199,673.58$        143,326.42$     For March 2020

2 5/12/2020 5184 1,841.63$             197,831.95$        145,168.05$     For April 2020

3 6/9/2020 5186 1,971.15$             195,860.80$        147,139.20$     For May 2020

4

5

6

7

8

9

10

11

12

13

14

15

16

17

18

19

20

21

22

23

24

25

26

27

28

29

30

31

32

33

34

35

36

Background:

FY 2020‐2021 General Fund Repayment Status

(to repay monies advanced to the Sewer Fund)

Over the years, the township's sewer fund borrowed money from the township's general fund.

Starting in late 2013, home customers begain paying a $5.20 monthly charge to repay this loan (commercial 

customers and larger residential customers pay $5.20 for every 4,000 gallons of sewer).

The loan is expected to be paid off by 2033 (perhaps sooner).  When paid off, this monthly charge ends.

6/7/2020 8:50 PM



PENTLAND TOWNSHIP - SUMMARY OF ACCOUNTS AT MONTH END MONTH END

5/31/2020

GENERAL FUND Notes

First National Bank of St. Ignace - Checking 10,248.12$         

First National Bank of St. Ignace - Money Market 283,738.63$       

First National Bank of St. Ignace - Money Market for future purchases 97,138.93$         

First National Bank of St Ignace CD - Fire Truck 2015-2019 192,927.15$       
CD #13466 matures 03/25/2023 1.50% 36 months. 

Five CD's consolidated into one on 3/25/2020.
First National Bank of St Ignace CD - General Fund 31,940.27$         CD #13466 matures 03/25/2023 1.15% 36 months

SEWER FUND

mBank Checking - Operating $232,270.81

mBank CD - Sewer Reserve 12,558.57$        
CD #24768 cashed in March 25, 2020 for sewer lift 

station repair (deposited into sewer checking).

mBank CD - Sewer Reserve 2019 10,234.15$         
CD #2455 matures 03/27/2022 1.98% 36 months

For future repairs.

WATER FUND

First National bank of St. Ignace CD - Water Reserve 44,021.52$         CD #12291 matures 09/30/2021 1.70% 36 months

TAX COLLECTION
mbank Checking 3,623.30$           

mBank Checking
Includes cash in bank, water bond & interest 

redemption, and equipment reserve.
277,594.71$       

Last printed 6/7/2020 9:41 PM



Sewer System Assessment 

M28 Lift station: 
Below Ground Level Pump System 

7.5 Condition rating

Pump 1: 4300 hrs 

Pump 2: 4500 hrs 

Immediate requirements: 
Replace door 
Clean 
OSHA Fall protection Chain 

Future Requirements: 
Continue routine maintenance 
Plan on Radio and OCS change out over the next 5 years. 

From AJ Downey
2020-06-09



M123 Lift Station: 
Above Ground Level Pump System 
 

5.0  Condition rating 

 
Pump 1: 3700 hrs 
 
Pump 2: 3500 hrs 
 

Immediate requirements: 
Replace door 
Clean 
Suction pipe replacement ($13,500.00) 
Corrosion arresting  
 
Future Requirements: 
Due to proximity to road and salt damage this lift station has deteriorated at a much faster rate than the 
other stations.  
Continue routine maintenance 
Plan on Radio and OCS change out over the next 5 years. 

 
 

 
 



 
 

 
 
 

 



Cherry Hill Lift Station: 
20 ft Deep Pit Pump System 
 

8.5 Condition rating 

 
Pump 1: 3500 hrs ? 
 
Pump 2: 3500 hrs ? 
 
Future Requirements: 
Good Condition 
Continue routine maintenance 
Plan on Radio and OCS change out over the next 5 years. 
 

 
 

 
 
 
 



Old Industrial Park Lift Station: 
Above Ground Pump System 
 

8.0 Condition rating 

 
Pump 1: 3400 hrs  
 
Pump 2: 3100 hrs  
 
Future Requirements: 
Good Condition 
Continue routine maintenance 
Plan on Radio and OCS change out over the next 5 years. 

 
 
 
 
 
 
 
 
 

 



New Industrial Park Lift Station:  
Above Ground Pump System 
 

9.5 Condition rating 

 
Pump 1: 7 hrs  
 
Pump 2: 7  hrs  
 
Future Requirements: 
Excellent Condition Not even broken in yet. 
Continue routine maintenance 
Plan on Radio and OCS change out over the next 5 years. 
 
 
 
 

 

 



PENTLAND TOWNSHIP 
ESTABLISHED 1887 
PO Box 412 
Newberry, Michigan 49868 

 

 

 

June 9, 2020 

 

To:  Township Board 

 

From: Greg Rathje 

  Township Clerk 

 

Re:  Two items found in the files 

 

I found two items in the files recently that might be of interest. 

 

One was the job description the Board (or at least Clerk Dave Carmody) 

wrote when Mike Richards was hired in 2010 

 

We might want to revisit this job description over the next few months 

as AJ settles in – does this explain what his job really is?  Should it be 

updated? 

 

The other was a list of tasks that the utility systems need done over the 

course of a year.  I think Mike shared with us roughly around 2015 (but 

I’m not sure of the date). 

 

This might be helpful to AJ (and for us) to understand what the sewer 

and water systems need done each month… if this list is still current 

today.  Maybe we should ask AJ what he thinks? 

 

That’s it! 



... "-. 

PENTLAND TOWNSHIP
 
POSITION DESCRIPTION
 

/ 

Class Title: Sewer & Water Superintendent 

Date: July 15, 2010 Location:
 

GENERAL PURPOSE
 

Perfonns a variety of supervisory, administrative, skilled, technical, and maintenance work in the
 
planning, construction, operation, repair, maintenance, and replacement of Township water and
 
sewer systems.
 

SUPERVISION RECEIVED:
 

Works under the general supervision of the Pentland Township Board.
 

SUPERVISION EXERCISED
 

Exercises close supervision over all utility employees.
 

ESSENTIAL DUTIES AND RESPONSIBILITIES 

Plans, schedules and implements construction, maintenance, and operation and construction 
activities designed to provide quality water and sewer, for the township; oversees construction and 
maintenance work to determine acceptability and conformance to standards. 

Trains, supervises and disciplines employees performing the duties of maintenance, construction 
and repair of water and sewer facilities. .
 

Supervises the control and use of, and assumes responsibility for all materials, supplies and
 
equipment used in the maintenance, construction and repair of water systems, sewer collection,
 
and other department facilities.
 

Inspects, maintains, and supervises the repair of all machines, pumps, tanks, meters, buildings,
 
and sewer system at frequent intervals to insure that all aspects of the systems are functioning
 
properly.
 

Requisitions needed supplies for the departments and maintains a variety of records relating to
 
persolUlel, equipment, supplies, water consumption and reports..
 

I 



/ 

Advises township officials in matters relating to department activities; provides infonnation to 
various civic, school and public groups and individuals regarding water and sewer problems and 
sefV1ces. 

Supervises, instructs and assists assigned crews in installing new water and sewer lines, installing 
and relocating fire hydrants and meters, and maintaining the existing water supply, distribution, 
and sewer collection systems. 

Insures that all necessary materials, supplies and equipment are available by maintaining an 
inventory of parts and materials and obtaining necessary parts, tools and supplies. 

Supervises the location of gas, telephone, power, television, water and sewer lines from the 
appropriate sources prior to excavation and informs crew of such locations. 

Responds to complaints regarding water leaks, pressure loss or no water; evaluates situation, 
detennines if liability lies with the township or the property owner; explains fmdings to propelty 
owners and notifies township if necessary. 

Contacts residents and business owners in area where services will be discontinued and explains 
when services will be shut off and how soon it will be turned back on. 

Insures the proper maintenance of equipment and tools by supervising and participating in cleaning 
and checking equipment and tools after use. 

Oversees the safety of assigned maintenance workers and equipment operators by instructing 
individuals in proper safety procedures and monitoring work in progress. 

Inspects and assists in the control and use of supplies and equipment used in the maintenance, 
construction and repair of water lines, sewer lines, and other department facilities to insure that aU 
equipment is in proper working order. 

Analyzes annual operating costs and makes recommendations for department budgets. 

Analyzes and projects the needs of the township for equipment and materials for maintenance of 
the systems. 

Provides recommendations regarding heavy equipment purchases and requisitions all supplies and 
materials needed for effective department operation. 

PERJPHERAL DUTIES 



Operates a variety of power construction and maintenance equipment used in the water and sewer 
departments. 

/ 

DESIRED MINIMUM QUALIFICAnONS 

Education and Experience: 

(A) Graduation from high school education or GED equivalent, and 
(B) Seven (7) years of experience relating to the construction, repair and maintenance of 

water and sewer systems including the operation of related maintenance equipment, or 
(C) Any equivalent combination of education and experience. 

Necessary knowledge, Skills and Abilities: 

(A) Thorough knowledge of equipment, facilities, materials, methods and procedures used 
in public water supply and distribution systems, and sewer collection systems; Thorough 
knowledge of pipe installation, connection and repair. 

(B) Skill in operation of the listed tools and equipment. 
(C) Ability to guide, direct and motivate employees; Ability to operate and maintain various 

equipment used in water maintenance and repair such as backhoe, dump trucks and sewer 
cleaners; Ability to organize and supervise the activities of various crews performing construction 
and maintenance work; Ability to corrununicate effectively, verbally and in writing; Ability to 
establish and maintain effective working relationships with employees, other departments and the 
public. 

SPECIAL REQUIRENIENTS 

Valid State Dtiver's license, or ability to obtain one. 

TOOLS AND EQUIPI\.1ENT USED 

Knowledge of operation and use of motorized vehicles and equipment, including dump truck, 
pickup truck, utility truck, backhoe, saws, pumps, compressors, sanders, generators, trencher, 
common hand and power tools, shovels, wrenches. Skill in use of detection devices, phone, 
personal computer including word processing and other software, copy and fax machine. 

PHYSICAL DEMANDS 

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

While performing the duties of this job, the employee is regularly required to use hands to fmger, 
handle, feel or operate objects, tools, or controls and reach with hands and arms. The employee 



frequently is required to stand and talk or hear. The employee is occasionally required to walk; sit; 
climb or balance; stoop, kneel, crouch, or crawl; and smell. 

/ 

The employee must frequently lift
. 

and/or move up 
. 
to 25 pounds and occasionally lift and/or move 

up to 100 pounds. Specific vision abilities required by this job include close vision, distance vision, 
color vision, peripheral vision, depth perception, and the ability to adjust focus. 

WORK ENVIRONMENT 

The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job. Reasonable accommodations may 
be made to enable individuals with disabilities to perfonn the essential functions. 

While perronning the duties of this job, the employee occasionally works in outside weather 
conditions. The employee occasionally works near moving mechanical parts and is occasionally 
exposed to wet and/or humid conditions and vibration. The employee occasionally works in high, 
precarious places and is occasionally exposed to fumes or airborne particles, toxic or caustic 
chemicals, and risk of electrical shock. 

The noise level in the work envirorunent is usually loud in field settings, and moderately quiet in 
office settings. 

SELECTION GUIDELINES 

Fonnal application, rating of education and experience; oral interview and reference check; job 
related tests may be required. 

The duties listed above are intended only as illustrations of the various types of work that may be 
pelformed. The omission of specific statements of duties does not exclude them from the position 
if the work is similar, related or a logical assignment to the position. 

The job description does not constitute an employment agreement between the employer and 
employee and is subject to change by the employer as the needs of the employer and requirements 
of the job change. 

Approval: _ Approval: _
 

Supervisor Appointing Authority
 

Effective Date: Revision History: 
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Yearly duties
 

January
 
Total pumpage forms for #1 and #2 wells
 
Check cross connection forms
 

February 
DEQ sends well pumpage forms/cross connection forms/water sample testing summary 

for the year to be completed 

March 
Water Quality (consumer confidence) report which is due July 1 

April 

Send out let run shutoff notices around mid month 
Change over equipment from winter to summer 

May 

Clean and fill #2 water tower with chlorinated water/let stand for 24 hours, 
do two consecutive samples/if good get ready to flush mains 
Mail flushing notice and summer watering forms with May billings 
Switch wells(#2 well as primary,#l well as backup and run once a week to keep it active 

June/JulY,August 

Summer work(mowing/flushing deadend mains/Etc.) 

September 

Pump out hydrants toward the end of the month/drain water tower #2 
Switch wells(run #1 well as primarY/#2 as backup and run once a week to keep it active 
Make sure all water samples for the State are done 

October 

Flush deadend mains/check hydrants to make sure they are off and not leaking 

November 

Get buildings ready for winter,switch equipment over from summer to winter 

December 

Early to mid month send out let run notices to frost customers. 



Monthly duties 

Water samples for distribution system. Collect two samples for bacti testing. Fax results to D.E.Q.
 
If one or more are positive, resample locations again plus one upstream/one downstream/one
 
at each tower online and one for each active well.
 
Chlorinate and flush the system. The following month do five samples and if all are okay we are back
 

in compliance.
 
The first or as close to the first as possible, read all customer meters, check reports for abnormal flows,
 
run bills, put in envelopes and mail to customers.
 

Send the flow totals for the lift stations to the Village.
 

Do lift station and equipment maintenance.
 

On the 15th do shutoffs for past due bills. 

Daily duties 

Check main control panel for alarms, disable security system for the day, check linktab to confirm
 
communication system is working. Read and record well flows and hour meter totals at each
 
pumphouse. Check M-123 and Cherry Hill lift station flow meters to make sure they match the
 
totals in the escape program. Check all the lift stations to make sure they are working properly,
 
and compare hour meter to the previous days readings.At 9 A.M. read and record flow totals for M123
 
and Cherry Hill lift stations.
 
Check e-mail for MISS DIGS and do any that are in the area of the utilities.
 
Every Monday read and record electric and hour meters at all lift stations.
 

General duties 

Summer: Flush deadend watermains, mow hall/lift stations/well house#l/water tower#l/office.
 
Trim grass around hydrants.
 

Winter: Plow office/lift stations/wellhouse#l/small garage by tower#1.
 
Keep area around hydrants shoveled out/check to make sure hydrants are not leaking and filling with
 
water.
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