
CITY OF KINGMAN, ARIZONA
POSITION DESCRIPTION

CLASS TITLE: Administrative Assistant II / Cross-Connection Specialist

BAND SALARY GRADE
B 209

DEPARTMENT

Public Works

ACCOUNTABLE TO

Water Superintendent

FLSA STATUS

Non-Exempt
REVISION DATE: July 2005

GENERAL PURPOSE

Performs specialized technical work of considerable difficulty in the inspection of industrial and
commercial establishments to ensure compliance with permit requirements, ordinances and state and
federal regulations regarding cross connections.

SUPERVISION RECEIVED

Works under the general supervision of the Utilities Superintendent.

SUPERVISION EXERCISED

Work performed on city installations by city employees and others.

ESSENTIAL DUTIES AND RESPONSIBILITIES

Investigates industrial and commercial on-site water systems for proper cross-connection devices to
ensure the city water supply is not contaminated or endangering public health.

Visually inspects new construction work for compliance with cross-connection ordinances and
engineering standards and follows up on deficiencies.

Reviews civil and architectural drawings for compliance with backflow prevention ordinances.

Conducts annual testing and maintenance of backflow prevention devices using various testing
gauges and hand tools to insure that devices are in proper operating condition.

Notifies customers and maintains records of annual backflow prevention device testing.

Develops and presents training and public awareness programs on cross-connection control and
backflow prevention.

Communicates verbally, face-to-face, and by telephone with citizens, local businesses, and city staff
in both one-on-one and group settings.



Maintains files and prepares forms, schedules, permits, and various activity reports. Develops
surveys, draft ordinances and special programs.

Explains, interprets and enforces the city cross-connection code and other codes, ordinances and
guidelines related to cross connection control.

DESIRED MINIMUM QUALIFICATIONS

Education and Experience:

(A) Completion of high school education supplemented by courses in water technology,
cross-connection control or a related field.

(B) Considerable (2-5 years) experience in water distribution, treatment or water
production.

Necessary knowledge, skills and abilities:

(A) Considerable knowledge of the ordinances, rules and regulations governing the causes
and control of contamination of the city potable water supply; considerable knowledge of the
techniques involved in testing, identifying and correcting problems with cross-connection control
devices.

(B) Skill in the use and maintenance of testing equipment and ability to operate a variety
of equipment and machinery requiring continuous or repetitive arm-hand movements.

(C) Must have the ability to identifypossible cross-connections within user's system for
conformance with specifications and ordinances; read and interpret plans for the proper cross-
connection control devices; mus have the ability to lift and move heavy objects both short and long
distances; the ability to work in small areas and climb ladders or steps to reach objects.

(D) Observes and monitors data to determine compliance with prescribed operating and
safety standards.

(E) Ability to prepare concise, clear and accurate reports; ability to establish and maintain
effective working relationships with business and city officials; ability to operate personal computer.

SPECIAL REQUIREMENTS

(A) Must possess, or be able to obtain within one year an Arizona Grade I Water
Treatment Certificate.

(B) Must be certified by an agency recognized by F.C.C.C. and H.R. to perform
performance tests and backflow assemblies.

(C) Must have a valid Arizona driver's license, or the ability to obtain one.

TOOLS AND EQUIPMENT USED

Knowledge of operation and use of motorized vehicles and equipment, including pickup truck, utility
truck, and backhoe; Knowledge of operation and use of saws, pumps, aeroil propane kettle,
compressors, sanders, generators, common hand and power tools, shovels, wrenches, detection
devices, mobile radio, phone, ditch witch.
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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 accommodations may be made to
enable individuals with disabilities to perform the essential functions.

Work is performed mostly in field settings. Considerable outdoor work is required in the inspection
of various land use developments, construction sites, or public works facilities. Hand-eye
coordination is necessary to operate testing instruments, computers and various pieces of office
equipment.

While performing the duties of this job, the employee is required to stand; walk; use hands to finger,
handle, feel or operate objects, tools, or controls; reach with hands and arms; and talk and hear. The
employee is occasionally required to sit; climb or balance; stoop, kneel, crouch, or crawl;

The employee must occasionally lift and/or move up to 50 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 perform the essential functions.

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

May involve attendance at evening and special meetings beyond normal work hours; Subject to “on
call” and may be required to work evenings and weekends. The noise level in the work environment
is usually moderate.

SELECTION GUIDELINES

Formal 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
performed. 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.


