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  CITY OF BEEVILLE

METER READER
	
	Job Title:

PT Meter Reader Technician
	EMPLOYMENT STATUS

	Department:

Utility Operations & Maintenance
	Regular         X                       
	Temporary      

	Grade: 2

Salary: $30,969 - $43,357
	Full-Time    [image: ]                    
	  Part-Time        X

	Reports To:
 
Utility Operator
	Exempt       [image: ]                    
	  Non-exempt    X


JOB DESCRIPTION

JOB SUMMARY:
Under direction of the Utility Operator, record and report readings of water meters for the Billing and Collection Department, and perform related duties as assigned.

ESSENTIAL FUNCTIONS:

The Meter Reader is responsible for providing excellent customer service by completing monthly reading activities safely and accurately.  The main duties of the position include reading residential and commercial water meters; reporting defects and irregular conditions in metering equipment and reporting changes in meter locations.  

· Read residential and commercial meters for the water utilities using hand-held computers.
· Perform data entry in hand-held computers. 
· Identify and report any condition or malfunction of water meters that would require repair.
· Repair and/or malfunctioning water meters. 
· Contact customers relative to meter location or access problems in person, by phone or in writing.
· Complete all given work-orders
  BASIC FUNCTIONS:
· Assist in repairing malfunctioning/ broken meters
· Clean water meters and water meter boxes. 
· Operate a City vehicle in daily performance of duties. 
· Other duties as assigned.

           ESSENTIAL WORK HABIT:
· Regular and consistent attendance in a workplace environment.
· Subject to overtime, holiday, and weekend work

QUALIFICATIONS
     KNOWLEDGE, SKILLS AND ABILITIES
Knowledge of:
· Customer relations’ techniques.
· Computer operations.
· Safe driving and work practices.
Ability to:
· Hear and see at a level sufficient to read gauges and dials and accurately record data. 
· Maintain harmonious and cooperative working relationships with other City employees and the public.
· Work in weather conditions of extreme heat and cold and to tolerate dust, pollen wind and rain. 
· Perform manual labor and walk long distances daily. 
· Ability to repetitively lift 50 pounds on an ongoing basis. 
· Work a flexible schedule to meet the meter reading needs of the City.
· Work well under pressure, be punctual, and have regular attendance to meet established deadlines. 
· Perform duties in environments where animals may be present. 
· Organize and maintain accurate records.
· Use a personal computer for performing data entry and record keeping. 
· Calculate and record figures accurately and rapidly.
· Understand and carry out written and oral directions. 
· Communicate by radio to other field or office employees.
· Meet departmental standards for both quantity and accuracy of work.
MINIMUM REQUIRES FOR EMPLOYMENT
EDUCATION, EXPERIENCE, AND CERTIFICATION
· High School Diploma or G.E.D.
· Valid TX Driver’s License or available alternate means of transportation.
· Must pass a pre-employment drug screen and criminal background investigation 
· Ability to obtain a minimum of TCEQ “D” License within six months
· Meter reading for water utility preferred.
· One year of experience in a position requiring individual management of duties in a timely manner.
· Basic experience in computer skills preferred.

PHYSICAL REQUIREMENTS: 

· Working conditions are primarily outside with frequent exposure to inclement weather
· Ability to move about an office or building.  Ability to transport self from building to 
building and to attend various functions and meetings at other sites either within or outside the City.
· Sufficient manual dexterity with or without reasonable accommodation, which permits the employee to operate a computer, telephone and related equipment.
· Sufficient clarity of speech and hearing or other communication capabilities, with or without reasonable accommodation, which permits the employee to communicate effectively.
· Sufficient vision or other powers of observation, with or without reasonable accommodation, which permits the employee to review a wide variety of materials in electronic or hardcopy form.
· Sufficient personal mobility and physical reflexes, with or without reasonable accommodation, which permits the employee to function within the general office environment. (Standing/walking, sitting, lifting/carrying, pushing/pulling, reaching and bending).
alysis of Phy Demands of Position

NOTHING CONTAINED IN THIS JOB DESCRIPTION OR ANY OTHER MATERIALS OR INFORMATION DISTRIBUTED BY THE CITY OF BEEVILLE CREATES A CONTRACT OF EMPLOYMENT BETWEEN AN EMPLOYEE AND THE CITY.













[bookmark: _Hlk22307287]SIGNATURES AND DATES
Reasonable accommodations may be made to enable qualified individuals with disabilities to perform the essential functions of this job.
Check the appropriate box and fill in the appropriate accommodations, if required, then sign and date.
I have read and understand this job description and acknowledge that I am able to complete the 
Essential function of my job without accommodations.
I have read and understand this job description and I would require the following reasonable accommodations to fulfill the essential functions of this job:
_________________________________________________________________________________________________________
_________________________________________________________________________________________________________
_________________________________________________________________________________________________________

________________________________________________________		________________________ 
Employee Signature						Date

	________________________________________________________		________________________
	Supervisor Signature						Date

	________________________________________________________		________________________
	Human Resources						Date




for the purpose of compliance with the Americans with Disabilities Act (ADA)
This job description does not take into account potential reasonable accommodations. 
The City of Beeville is an Equal Opportunity Employer and does not discriminate on the basis of race, color, national origin, sex, religion, age, or disability in employment or the provision of services.
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