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SENI R COMMERCI AL FI ELD REPRESENTATI VE, 1602

Summary of Duties : Perforns highly technical inspections of water and
electric nmeters and services for conpliance with Departnment of Wter
and Power regul ations; estimates charges for unnetered water and
electricity; may investigate water and el ectric service

irregularities; may supervise and work with, or assist in supervising
enpl oyees engaged in the field activities of Comrercial D vision or
Qustomer Services D vision of the Departnent of Water and Power; and
does rel ated wor k.

D stinguishing Features : A Senior Commercial Field Representative
perforns highly technical inspections of water and el ectric services,
nmet er connections, and appliances for conpliance w th Departnent

regul ations. An enployee of this class may al so i nvestigate service
facilities where illegal wring, inproper connections or diversion of
service is involved. A Senior Commercial Field Representative may

al so supervise and work with, or assist in supervising and training

ot her enpl oyees in the Commercial D vision or Custoner Services
Dvision involved in the field collection of utility bills, inspection
and investigation of water and el ectric services, turning water and
electric services on and off, or reading of water and el ectric neters.
An enpl oyee of this class has considerable public contact and is
frequently required to use independent judgment in determning courses
of action to be taken.

The class of Senior Commercial Field Representative is distinguished
fromthe class of Commercial Field Representative in that enpl oyees of
the latter class conduct |less difficult inspections and investigations
of water and electric nmeters and services and do not nornally have any
supervi sory responsibility. |In addition, enployees of the forner

cl ass nust have a greater know edge of electricity, circuitry, and
basi ¢ pl unbi ng than enpl oyees of the latter class in order to perform
their regularly assigned duties.

This class is distinguished fromthe class of Commrercial Field
Supervi sor in that enpl oyees of the latter class are full-tine
supervi sors of one of several units in the Commercial D vision while
enpl oyees in the class of Senior Commercial Field Representative nay
be wor ki ng supervisors or assist a Comrercial Field Supervisor in
supervising a unit.

Exanples of Duties : |Inspects water and el ectric services, neter
connections, and appliances; investigates and reports service rate
classification; estinmates charges for unnmetered water and electricity;
interviews custoners to adjust conplaints or to explainthe causes of
hi gh or I ow consunption or billing irregularities; drives autonotive
equi prent incidental to assigned duties;




I nvestigates service facilities where illegal wring, inproper
connections, or diversion of service is suspected or indicated,
gathers evidence for use in prosecuting and in collecting settlenents
for such irregularities; issues and presents notices to nake
settlenents; serves court summonses; interviews custoners, nakes
arrangenents for, and collects settlenents; explains or recomrends
adjustnents of water and electric bills; investigates and records data
relative to connected | oads and rate classifications; collects anmounts
due for unnetered or diverted service;

Assigns field books to neter readers and insures that all books are
read; issues instructions and equi pnent to Meter Readers; receives and
settles custoners' conplaints agai nst Meter Readers; investigates
danmages to custoners' property allegedly caused by Meter Readers;
trains Meter Readers in the detection of junpers and ot her service
irregularities; requisitions, maintains, and issues uniforns;

Supervi ses and works with, or assists in supervising, enployees in
field service activities at a district office, including the field
collection of utility bills, inspection and investigation of water and
electric services, turning water and electric services on and off, or
reading of water and electric neters; fulfills supervisory affirmative
action responsibilities as set forth in the AQty's Affirmative Action
Program resolves custoners' conplaints concerning field service unit
activities; nakes field trips to insure adherence to established
policies and to investigate harassnent, accidents, and injuries
involving field personnel; coordi nates and nay conduct the training of
new enpl oyees; prepares periodi c and special reports; may process
conpl eted field work and cash collected by field personnel; may review
conpleted field investigations; and nmay occasionally be assigned to
other duties for training purposes or to neet technol ogi cal changes or
emner genci es.

Qualifications : A good know edge of the policies, procedures, rules,
and regul ati ons of the Departnent of Water and Power related to
commercial field service activities; a good know edge of the rules and
regul ati ons of the Comrercial D vision and Qustoner Services D vision
relating to the furnishing of utility services; a good know edge of
the operation of electric and water nmeters, electric appliances, and
water facilities; a good know edge of the laws pertaining to the

col l ection of delinquent accounts, serving |egal processes, and
applicable crimnal |aw provisions; a good know edge of the electric
and water rate schedul es of the Departnent of Water and Power; a good
know edge of safety practices and principles; a general know edge of
the principles of supervision, and common office practices and
procedures; a general know edge of nenoranda of understandi ng as they
relate to subordinate personnel; a general know edge of the geography
and topography of the Gty; a general know edge of the | aws and

regul ations related to equal enploynent opportunity and affirmative
action; a general know edge of Gty personnel rules,

regul ations and procedures; the ability to deal tactfully and



effectively with the public, sonetines under adverse conditions; the
ability to naintain routine records; and the ability to wite clear
and conci se reports.

(ne year of experience as a Commercial Field Representative or in a
class at that |evel which provides experience in the turning on and
off of water or electric services, or in the field collection of
utility bills is required for Senior Comrercial Field Representative.

License: Awvalid California driver's license is required.
Physical Requirenents : Strength to performaverage lifting up to 15

pounds and occasionally over 25 pounds; good speaki ng and heari ng
ability; and good eyesight.

Persons with nedical limtations nmay, wth reasonabl e accomrodati ons,
be capabl e of performng the duties of some of the positions in this
class. Such determ nation nust be nade on an individual basis in
[ight of the person's [imtations, the requirenments of the position,
and the appointing authority's ability to effect reasonabl e
accomodations to the person's limtations.

As provided in GQvil Service Coomssion Rule 2.5 and Section 4.55
of the Admnistrative Code, this specification is descriptive,
expl anatory and not restrictive. It is not intended to declare
what all of the duties and responsibilities of any position shal
be.



