
 

 

TASK LIST 
UTILITY SERVICES SPECIALIST 2025 

 
1. Communicates, by written correspondence, telephone or in person, with homeowners, 

architects, engineers, builders and owners and managers of commercial and industrial 
establishments to advise on rates, the efficient and effective uses of electrical energy 
and water, and their potential cost and environmental benefits. 

 
2. Designs, develops, implements, and evaluates energy and water efficiency, 

conservation, load management programs, rate options and other value-added 
programs and services. 

 
3. In response to customers’ requests, personally performs on-site investigations 

including, but not limited to, energy and water use assessments and surveys, to 
recommend conservation techniques, water conservation systems and energy 
efficient systems, and writes correspondence to customers referencing same. 

 
4. Applies various rate options to customers’ rates and energy/water use, based on 

billing history and computer charts, to determine potential savings of cost-effective 
conservation and appropriate rate schedules. 

 
5. Extracting customers’ energy and water usage history from a customer database and 

building computer charts, graphs and spreadsheet programs, to determine present 
and future use patterns and the contribution of each type of load to energy use and 
service preferences. 

 
6. Observes, measures and calculates the operation of lighting, heating, ventilating, air 

conditioning, water heating, landscape irrigation, refrigeration and various equipment 
to compare actual and expected water and energy use and recommend conservation 
techniques, water conservation systems and energy efficient systems. 

 
7. Writes technical, narrative, and analytical reports to management and customers on 

topics including, but not limited to, cost-effective energy and water systems efficiency 
opportunities identified at on-site investigations. 

 
8. Performs rate and water and energy use analysis to determine potential savings and 

return on investment (ROI) of service improvements. 
 

9. Makes oral presentations and demonstrations before various groups to promote 
energy and water conservation, load management, alternative energy sources and 
other Department programs and issues. 

 
10. Attends meetings, seminars and conferences with representatives of other energy and 

water related industries, agencies and utilities to provide information, learn new 
developments and represent the Department. 

 
11. Communicates by written correspondence, telephone or in person with customers, 

representatives of other utilities, governmental agencies, trade groups and others to 



 

 

provide technical support, exchange information and promote Department programs 
and initiatives. 

 
12. Writes, designs, and revises various energy and water conservation programs, 

literature, and forms. 
 

13. Reads research articles, looks up information, obtains information from other 
agencies, manufacturers, and trade allies to writeup various reports and 
correspondence. 

 
14. Performs in a lead capacity by providing technical support, such as answering 

technical questions from other Utility Services Specialists (USS). 
 

15. Supervises other USS’s in the absence of the supervisor, such as approving daily time 
sheets, making staff assignments, and responding to supervisory matters that require 
immediate attention. 

 
16. Makes classroom presentations and provides on-the-job training to assist in training 

new employees. 
 

17. Develops and uses automated systems and related software applications to capture, 
analyze and report detailed customer data and facilitate customer communications 
and transactions. 

 
18. Inspects the installation of equipment, to determine if the equipment meets the 

Department’s rebate program requirements. 
 

19. Applies incentive schedules to the results of personally inspected equipment 
installation, to calculate a Department’s rebate program payment(s). 

 
20. Reviews payment request for completeness, checks status and distributes necessary 

documents for Department rebate programs. 
 

21. Serves as the primary point of contact with the Department’s largest commercial and 
industrial customers by telephone, written correspondence or in person, in all matters 
concerned with water and electricity service. 

 
22. Provides advice and information to designated major commercial and industrial 

customers with electricity outages, to provide 24-hour on-call service. 
 

23. Evaluates the effectiveness of implemented programs or service improvements by 
comparing projected performance and energy and/or water consumption levels to 
make appropriate adjustments and improvements to implemented programs. 

 
24. conducts complex load and rate analysis to design energy and water rate options and 

evaluate impacts on various customer groups. 
 



 

 

25. Administers contracts by preparing Request for Proposals (RFP), agreements and 
related documents, negotiating contract terms and conditions, coordinating approvals, 
ensuring accurate and timely processing of contract and related documents, 
overseeing assignment of work to contractors, and comparing contract terms and 
conditions with actual performance to develop, implement, support, evaluate and 
verify utility programs in addition to other functions. 

 
26. Conducts, analyzes, and reports on marketing research on customer and competitor 

needs, expectations, operations, and marketplace trends to improve customer 
experience. 

 
27. Analyzes, interprets and explains the meaning and impact of water and energy related 

legislation and regulatory actions to customers and other stakeholders. 
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