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Proprietary Notice 
This proposal or quotation includes data that shall not be disclosed outside the receiving organization and shall not be 
duplicated, used or disclosed — in whole or in part — for any purpose other than to evaluate this proposal or quotation. If, 
however, a contract is awarded to the Consortium as a result of — or in connection with — the submission of this data, the 
receiving organization shall have the right to duplicate, use or disclose the data to the extent provided in the resulting 
contract. This restriction does not apply where information was known to the recipient prior to receipt of such information 
from IEM or becomes publicly known through no fault of the recipient or is received without obligation of confidentiality from a 
third party owing no obligation of confidentiality to ATCO/Quanta. 

ANNEX IV OPERATOR EMPLOYMENT REQUIREMENTS 
To be eligible for employment, all applicants must: 

 Be legally authorized to work in the United States;
 Be at least 18 years of age (some positions may have other age requirements);
 Be able to pass a thorough background check (including criminal history record checks, previous

employment verifications and references);
 Be able to pass a drug screening and medical assessment (where necessary); and
 Have a safe driving record (if applicable to the position).

In addition to the above list, a comprehensive list of individual job requirements will be listed on each 
job description. A preliminary listing of job descriptions for core, strategic and support jobs are 
outlined in the following Sections (A – C of this Appendix 1). These job descriptions have been 
assembled to reflect the needs of the business.  
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A. CORE POSITION JOB DESCRIPTIONS
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APPRENTICE JOURNEYMAN LINEWORKER 
DEPARTMENT TBD 
REPORTS TO TBD 
CLASSIFICATION Non-Exempt 
UNION Union 

POSITION OVERVIEW 
Under the supervision of a licensed Journeyman Lineworker, this position will build, install, repair, 
maintain, construct and troubleshoot overhead transmission lines, overhead distribution lines, 
substations and communication systems. 

ESSENTIAL JOB SKILLS/DUTIES 
 Participates in the development and complies with project safety plans
 Regularly participates in daily Job Hazard Analysis discussions and reviews
 Follows all safety policies and procedures and complies with Department of Transportation

(D.O.T) rules and regulations
 Promotes proactive safety activities by observing, analyzing, encouraging safe work behaviors,

conducting audits, following safety policies and procedures and correcting unsafe conditions.
 Ensures equipment is maintained and operating properly and any employee operating

equipment is certified to do so
 Operates all equipment properly and safely including following the rules of the road while driving

an vehicle
 Conducts a daily tailgate safety meeting and Job Hazard Analysis detailing the safe work plan

associated with planned tasks
 Strings, splices, transfers, clips and sags wire in energized or de-energized circuits and connects

wires and transformers as specified or directed
 Operates Pullers and Tensioners and other equipment involved in pulling wire
 Shortens or lengthens lines by adding or removing wire using a variety of splices, connectors,

sleeves or clamps
 Regularly works above ground on poles or steel towers using climbers and a safety harness or

operating man lift equipment, boom truck, crane or other specialized equipment
 Uses a variety of underground locating and fault-finding equipment
 Routes or re-routes power lines over, under or around existing lines and structures or in close

proximity to energized lines
 Selects and utilizes a variety of “hot work” tools and makes use of rubber gloves, sleeves, line

hoses, mechanical jumpers, fiber guards, blankets, bat wings and other protective devices s
specified

 Works on multiple voltages as required
 Installs, removes, transfers, maintains and repairs cross arms, pines, insulators, guys, braces,

transformers, switch racks and other overhead pole equipment using a variety of hand tools,
equipment and power tools
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 Installs and removes primary and secondary current transformers, cut-outs, disconnecting
switches, circuit breakers and other overhead line devices

 Utilizes rigging block and tackle and winches to raise and lower equipment
 Performs line switching as directed
 Performs emergency repairs, phases and connects circuits under load and conducts load checks

and balances feeders
 Inspects lines, poles, cross arms, braces and equipment for signs of damage or wear and tear
 Assists in carrying poles, digging holes, piking, and guying poles and other tasks involved in

setting or replacing poles. Digs holes for poles or towers using power equipment such as an
augur or power borer

 Installs ground wires and ground rods
 Erects steel towers and secures them to the footing
 Reads blueprints, schematics and other project documents required for construction
 Stakes line for new tower construction, clears right of way, builds right of way roads, builds

stream crossings and landing sites to accommodate equipment
 Builds rebar cages for footings, prefabricates lattice footings and constructs forms for the above

ground part of the concrete footer
 Sets up a hand line for tools, equipment and rescue
 Installs grounds and insulating devices on lines prior to beginning work
 Utilizes hot sticks or hot arms to establish a work area
 Digs trenches, lays out and installs grounding conductors and connections and conduit
 Established guard structures around roads, railroads and power lines
 Installs outdoor lighting and signals
 Assembles substation structures and I builds buss bars as needed and installs substation

equipment to include transformers, insulators, circuit breakers, capacitors, circuit switches,
disconnect switches, high-voltage fuses, voltage regulators

 Utilizes a broad array of hand tools, power assisted tools, meter, heavy equipment, hot sticks
and climbing tools to perform responsibilities

 Adheres to internal standards, policies and procedures
 Performs other duties as assigned

EDUCATION AND EXPERIENCE 
REQUIRED EDUCATION AND EXPERIENCE 

 High School Diploma or G.E.D.
 Knowledge of electrical utility construction practices to include overhead transmission, overhead

distribution, substation, drilled pier foundation, street lighting and renewable energy projects
 Strong communication and interpersonal skills
 Must be able to read blueprints and specification to determine the scope of work: locations,

quantities, and sizes of materials required
 Knowledge of tools required for tasks
 Ability to identify safety risks (DOT/OSHA) and the precautions required to eliminate those risks
 Ability to operate Bucket Truck and Digger Derrick



ANNEX IV OPERATOR EMPLOYMENT REQUIREMENTS 

Page 6     Puerto Rico Public-Private Partnerships Authority 

LICENSES/CERTIFICATIONS 

 OSHA Certification, 10 Hour Minimum, 30 Hour Desired
 Valid driver’s license and ability to obtain CDL
 Certified in CPR/First Aid and Pole Top Rescue
 Apprentice Journeyman Lineman certification

TRAVEL REQUIREMENTS 

Travels Yes 
Percent of Time 25% 
Overnight Required Yes 

PHYSICAL DEMANDS 

Stationary Position Seldom 
Climb Frequently 
Kneel Constantly 
Grab Constantly 
Bend Constantly 
Lift/Carry Over Over 51 lbs. 
Vision Vision acuity to operate vehicle when necessary 
Hearing Understanding sounds required for operating a vehicle 

WORKING CONDITIONS 

Wet or Humid Frequently 
Working Near/On Moving Mechanical 
Parts Frequently 

Working On/Near Heavy Machinery Frequently 
Working in High Places Frequently 
Exposed to Fumes/Airborne Particles Frequently 
Exposed to Toxic or Caustic Chemicals Frequently 
Outdoor Weather Conditions Frequently 
Work with Electricity Constantly 
Work with Explosives N/A 
Risk of Radiation N/A 
Noise Conditions Frequently 
Other Environmental Conditions 
Include: 



ANNEX IV OPERATOR EMPLOYMENT REQUIREMENTS 

Page 7     Puerto Rico Public-Private Partnerships Authority 

Note: This job description is not designed to cover or contain a comprehensive listing of activities, 
duties or responsibilities that are required of the employee. Duties, responsibilities, working 
conditions, physical demands and activities may change or new ones may be assigned at any time 
with or without notice.  
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CLERK 
DEPARTMENT Customer Service 
REPORTS TO TBD 
CLASSIFICATION Non-Exempt 
UNION TBD 

POSITION OVERVIEW 
This position is responsible for providing routine clerical and/or customer service support to the 
business area. In addition, this position is responsible for greeting and interacting with customers and 
visitors. 

ESSENTIAL JOB SKILLS/DUTIES 
 Schedule appointments and book meetings (including logistics)
 Receive and coordinate information using templates
 Sort and file materials
 Order and maintain supplies
 Process invoices
 Time and data entry
 Prepare, sort and distribute mail and courier packages
 Assist with special events
 Greet and interact with public and/or visitors
 Respond to and redirect customer inquiries
 Provide general information and maintain materials
 Adheres to internal standards, policies and procedures
 Performs other duties as assigned

EDUCATION AND EXPERIENCE 
REQUIRED EDUCATION AND EXPERIENCE 

 High School Diploma or G.E.D.
 Two years of customer service experience
 Proficient skills in the use of computer applications (MS Office)
 Organizational and time management skills
 Strong communication skills (both oral and written)
 Attention to detail

TRAVEL REQUIREMENTS 

Travels No 
Percent of Time N/A 
Overnight Required No 
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PHYSICAL DEMANDS 

Stationary Position Constantly 
Climb N/A 
Kneel Seldom 
Grab Frequently 
Bend Seldom 
Lift/Carry Over 5-10 lbs.
Vision 20/20 Corrected Vision
Hearing Receive detailed information if spoken to

WORKING CONDITIONS 

Wet or Humid N/A 
Working Near/On Moving Mechanical 
Parts N/A 

Working On/Near Heavy Machinery N/A 
Working in High Places N/A 
Exposed to Fumes/Airborne Particles N/A 
Exposed to Toxic or Caustic Chemicals N/A 
Outdoor Weather Conditions N/A 
Work with Electricity N/A 
Work with Explosives N/A 
Risk of Radiation N/A 
Noise Conditions N/A 
Other Environmental Conditions 
Include: 

Note: This job description is not designed to cover or contain a comprehensive listing of activities, 
duties or responsibilities that are required of the employee. Duties, responsibilities, working 
conditions, physical demands and activities may change or new ones may be assigned at any time 
with or without notice.  
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COLLECTIONS AGENT 

 DEPARTMENT  TBD

 REPORTS TO  TBD

 CLASSIFICATION  Non-Exempt

 UNION  TBD

POSITION OVERVIEW 
This position is responsible for collecting on delinquent customer accounts and resolving customer 
inquiries and issues in accordance with company guidelines. 

ESSENTIAL JOB SKILLS/DUTIES 
 Resolves delinquent accounts by acquiring payment or making payment arrangements
 Handles high-volume inbound calls from customers with general billing inquires and delinquent

accounts
 Researches/contacts references for customer and business accounts where credit decisions are

required
 Provides customers timely and accurate information
 Performs applicable data entry
 Adheres to internal standards, policies and procedures
 Performs other duties as assigned

EDUCATION AND EXPERIENCE 
REQUIRED EDUCATION AND EXPERIENCE 

 High School Diploma or G.E.D.
 One year of collections experience
 Strong communication skills (both oral and written)
 Attention to detail
 Strong data entry skills

TRAVEL REQUIREMENTS 

 Travels  No

 Percent of Time  N/A

 Overnight Required  No

PHYSICAL DEMANDS 

 Stationary Position  Constantly

 Climb  N/A

 Kneel  Seldom

 Grab  Frequently
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 Bend  Seldom

 Lift/Carry Over  5-10 lbs.

 Vision  20/20 Corrected Vision

 Hearing  Receive detailed information if spoken to

WORKING CONDITIONS 

 Wet or Humid  N/A

 Working Near/On Moving
Mechanical Parts

 N/A

 Working On/Near Heavy Machinery  N/A

 Working in High Places  N/A

 Exposed to Fumes/Airborne
Particles

 N/A

 Exposed to Toxic or Caustic
Chemicals

 N/A

 Outdoor Weather Conditions  N/A

 Work with Electricity  N/A

 Work with Explosives  N/A

 Risk of Radiation  N/A

 Noise Conditions  N/A

 Other Environmental Conditions
Include: 

 

Note: This job description is not designed to cover or contain a comprehensive listing of activities, 
duties or responsibilities that are required of the employee. Duties, responsibilities, working 
conditions, physical demands and activities may change or new ones may be assigned at any time 
with or without notice.  
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CREW LEADER 
DEPARTMENT TBD 
REPORTS TO TBD 
CLASSIFICATION TBD 
UNION TBD 

POSITION OVERVIEW 
This job class is responsible for the coordination, scheduling, monitoring, inspection and quality 
control of construction work, either contracted or completed by company Line Crews, and to ensure 
that work is completed in a safe, efficient and expeditious manner.  

ESSENTIAL JOB SKILLS/DUTIES 
 Determination and scheduling of work for contractors and company Line Crews, contractor

liaison on design, site issues, material and scope of work.
 Construction closeouts and project turnover to the OIC.
 Test and inspect facilities.
 Participate in the development of annual contracts, preparation of project tenders, and ensuring

that contractors perform in accordance with the terms of the contract.
 Project Management which include detailing construction plan requirements and provide

construction input/expertise with (scope, budgets, constructability, operations, etc.), as required
by members of the Project Team.

 Review and approval of contractor invoices, contractor PCRs, change requests, quality control,
etc.

 Prepare construction expenditure updates and forecasts to complete the work, as required.
 Evaluate and determine resource requirements to complete above tasks.
 Support the development of business cases for additional resources.
 Undertake a lead role with Construction Inspectors in completing above tasks.
 Provide back-up coverage for Area Construction/Maintenance Supervisor, as required.
 Adheres to internal standards, policies and procedures
 Performs other duties as assigned

EDUCATION AND EXPERIENCE 
REQUIRED EDUCATION AND EXPERIENCE 

 High School Diploma or G.E.D.
 Valid and appropriate vehicle operator’s license
 Valid First Aid Certificate with CPR certification
 A minimum of five years of experience at the Journeymen PLT level.
 Previous leadership experience
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 Incident investigation process experience
 Contractor and contract management and administration experience

TRAVEL REQUIREMENTS 

Travels Yes 
Percent of Time 20% 
Overnight Required Yes 

PHYSICAL DEMANDS 

Stationary Position Frequently 
Climb Seldom 
Kneel Seldom 
Grab Frequently 
Bend Frequently 
Lift/Carry Over 31-50 lbs.
Vision Vision acuity to operate vehicle when necessary
Hearing Understanding sounds required for operating a vehicle

WORKING CONDITIONS 

Wet or Humid Seldom 
Working Near/On Moving Mechanical 
Parts Seldom 

Working On/Near Heavy Machinery Frequently 
Working in High Places Seldom 
Exposed to Fumes/Airborne Particles Seldom 
Exposed to Toxic or Caustic Chemicals Seldom 
Outdoor Weather Conditions Seldom 
Work with Electricity Frequently 
Work with Explosives N/A 
Risk of Radiation N/A 
Noise Conditions Seldom 
Other Environmental Conditions 
Include: 

Note: This job description is not designed to cover or contain a comprehensive listing of activities, 
duties or responsibilities that are required of the employee. Duties, responsibilities, working 
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conditions, physical demands and activities may change or new ones may be assigned at any time 
with or without notice.  
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CUSTOMER SERVICE REPRESENTATIVE 
DEPARTMENT Customer Service 
REPORTS TO TBD 
CLASSIFICATION Non-Exempt 
UNION TBD 

POSITION OVERVIEW 
This position is responsible to respond to inbound inquiries through multiple channels in a manner that 
preserves the Company’s excellent reputation. This position is also responsible for the timely and 
accurate completion of site, account and customer updates in Customer Service Information System, 
order creation, Customer Service Information System exceptions, charge and statement verifications, 
financial reconciliations and invoicing and market transaction traffic reporting. The Customer Service 
Representative is accountable for the information relayed to customers and the completion of tasks 
and expected to utilize tools, systems, resources and their utility knowledge to deliver exceptional 
customer service. 

ESSENTIAL JOB SKILLS/DUTIES 
 Answer incoming customer, retailer and local office inquiries
 Use all available tools, resources, and decision making skills to manage inbound and outbound

inquiries
 Review customer data to proactively identify issues
 Strive for First Call Resolution by validating customer understanding
 Respond to customer inquiries concerning billing charges, usage, and meter reads
 Provide information to customers related to energy management
 Calculate customer bills by performing complex rate formulas
 De-escalate callers whenever possible
 Escalate/transfer customer calls to the appropriate internal department when warranted
 Respond to emergency customer calls in potentially life-threatening situations
 Obtain and verify customer information to maintain the accuracy of Customer Service

Information System
 Respond to and manage reception calls
 Adhere to metrics involved in scoring the quality of customer service, personal productivity

targets and contribute to overall service levels
 Make suggestions for ways of improving processes
 Send customer service requests to the appropriate departments, following established guidelines
 Warm transfer customer using Concierge service to Retailers regarding billing and payment

inquiries
 Complete outbound calling as required
 Review and Process exceptions, site, account and customer updates:
 Review data update requests via a variety of methods, for accuracy and confirm data aligns with

Terms & Conditions and Distribution tariffs



ANNEX IV OPERATOR EMPLOYMENT REQUIREMENTS 

Page 16     Puerto Rico Public-Private Partnerships Authority 

 Process data update requests by entering into company applications
 Monitor, troubleshoot and utilize experience and process to resolve Work Queues/Reports

associated with the life cycle of a site to resolve exception; such as but not limited to; Service
Account follow up with WQ

 Investigate site equipment issues; follow established processes including the use of email and
telephone with field operations, or other workgroups in the department to meet timelines and
desired outcomes

 Follow established processes including the use of email and telephone with field operations,
other workgroups in the department and customers to meet timelines and desired outcomes

 Identify and escalate all incidents including any quality defects
 Track and submit weekly status reports
 Charge/statement validation, financial controls, invoicing, market transaction traffic reporting and

correspondence:
 Perform post charging statement and charge check validation
 Provide Retailer and Retailer agents with invoices including supporting data as required
 Balance ledgers
 Input of payment and invoice items
 Capture the market transaction traffic information
 Identify and escalate all incidents including any quality defects
 Investigate returned mail, following established processes
 Strictly adhere to privacy laws, Code of Ethics and Business Conduct and other applicable Rules
 Utilize systems, processes and knowledge to resolve exceptions reporting and work queues
 Review, determine and execute appropriate course of action
 Track and submit weekly status reports
 Process integrity and knowledge transfer:
 Contribute to the creation of business documentation and training
 Support the yearly evergreen review of business documentation
 Support cross-training initiatives and perform related processing
 Support real-time process reviews
 Identify enhancement recommendations to system and process
 Support and participate in efforts to expand business knowledge across teams and workgroups
 Adheres to internal standards, policies and procedures
 Performs other duties as assigned

EDUCATION AND EXPERIENCE 
REQUIRED EDUCATION AND EXPERIENCE 

 High School Diploma or G.E.D.
 Minimum 1 – 3 year(s) related experience
 Demonstrated ability to problem solve
 Customer Service background
 Demonstrated competency in Microsoft Office (Excel, Word, Outlook, SharePoint)
 Call Center experience is an asset
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 Demonstrated ability to resolve account inquiries/issues utilizing Customer Service software and
other resources

 Demonstrated accountability and reliability
 Demonstrated ability to adapt to changes in work environment, processes or systems
 Effective verbal and written communication skills for a business environment
 Strong analytical, problem solving, deductive reasoning and decision making skills
 Highly intuitive and self-motivated problem solver
 Ability to analyze process and provide recommendations or improvement
 Effective customer service skills
 Ability to utilize time management skills and work under tight timelines
 Demonstrated attention to detail
 Effective interpersonal skills to build and maintain relationships with colleagues and stakeholders
 Desire to participate in progressive learning and development
 Receive performance feedback professionally and constructively
 General knowledge of the electric utility industry

TRAVEL REQUIREMENTS 

Travels No 
Percent of Time N/A 
Overnight Required No 

PHYSICAL DEMANDS 

Stationary Position Constantly 
Climb N/A 
Kneel N/A 
Grab N/A 
Bend N/A 
Lift/Carry Over Less than 5 lbs 
Vision 20/20 Corrected Vision 
Hearing Receive detailed information if spoken to 

WORKING CONDITIONS 

Wet or Humid N/A 
Working Near/On Moving Mechanical 
Parts N/A 

Working On/Near Heavy Machinery N/A 
Working in High Places N/A 
Exposed to Fumes/Airborne Particles N/A 
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Exposed to Toxic or Caustic Chemicals N/A 
Outdoor Weather Conditions N/A 
Work with Electricity N/A 
Work with Explosives N/A 
Risk of Radiation N/A 
Noise Conditions N/A 
Other Environmental Conditions 
Include: 

Note: This job description is not designed to cover or contain a comprehensive listing of activities, 
duties or responsibilities that are required of the employee. Duties, responsibilities, working 
conditions, physical demands and activities may change or new ones may be assigned at any time 
with or without notice.  
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DISPATCHER 
DEPARTMENT TBD 
REPORTS TO TBD 
CLASSIFICATION Non-Exempt 
UNION TBD 

POSITION OVERVIEW 
This position is responsible for receiving, analyzing, and dispatching of inbound/outbound emergency 
and non-emergency inquiries from internal and external customers. Receives and transmits 
information through a variety of communication channels and provides support to the organization as 
required. 

ESSENTIAL JOB SKILLS/DUTIES 
 Obtain required details from internal and/or external customers, determine the priority of inquiry,

and dispatch work to the appropriate personnel as required
 Understand and follow emergency guidelines and company instructions
 Coordinate and respond to resource requests from company personnel for materials, services

and/or information
 Support the coordination of operations work and provide ongoing monitoring and utilization of

company personnel
 Perform quality checks on pending service calls to ensure all process requirements are met
 Read and interpret company electronic plans to assist internal customers in understanding

facilities
 Provide basic instruction and information to customers regarding the operation of equipment
 Participate in the ongoing maintenance of work area procedures, instructions, and related

resource documents
 Adheres to internal standards, policies and procedures
 Performs other duties as assigned

EDUCATION AND EXPERIENCE 
REQUIRED EDUCATION AND EXPERIENCE 

 High School Diploma or G.E.D.
 Strong computer keyboard skills are required. Must possess working knowledge of software

applications including Microsoft Word, Excel and Outlook
 Knowledge of the workgroups current computer systems
 Experience taking emergency, priority and service calls along with the utilizing of dispatching

systems
 Knowledge of customer service and field distribution operations
 Ability to read and interpret maps, coordinates and work plans
 Ability to work 12 hour shifts as required
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 Must demonstrate sound judgement and decision-making skills, good verbal and written
communication skills, learning ability, initiative, responsible work habits and the ability to work
well both independently and in a team environment

 Ability to work and problem solve under tight deadlines and constraints in a professional and
courteous manner with a customer service focus

 Ability to evaluate, prioritize and coordinate work in a fast paced and changing environment

TRAVEL REQUIREMENTS 

Travels No 
Percent of Time N/A 
Overnight Required No 

PHYSICAL DEMANDS 

Stationary Position Constantly 
Climb N/A 
Kneel Seldom 
Grab Frequently 
Bend Seldom 
Lift/Carry Over Less than 5 lbs. 
Vision 20/20 Corrected Vision 
Hearing Receive detailed information if spoken to 

WORKING CONDITIONS 

Wet or Humid N/A 
Working Near/On Moving Mechanical 
Parts N/A 

Working On/Near Heavy Machinery N/A 
Working in High Places N/A 
Exposed to Fumes/Airborne Particles N/A 
Exposed to Toxic or Caustic Chemicals N/A 
Outdoor Weather Conditions N/A 
Work with Electricity N/A 
Work with Explosives N/A 
Risk of Radiation N/A 
Noise Conditions N/A 
Other Environmental Conditions 
Include: 
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Note: This job description is not designed to cover or contain a comprehensive listing of activities, 
duties or responsibilities that are required of the employee. Duties, responsibilities, working 
conditions, physical demands and activities may change or new ones may be assigned at any time 
with or without notice.  
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ELECTRICAL TECHNICIAN 
DEPARTMENT TBD 
REPORTS TO TBD 
CLASSIFICATION Non-Exempt 
UNION TBD 

POSITION OVERVIEW 
This role will have responsibility to install, maintain, and repair electrical wiring, equipment, and 
fixtures. Additional responsibilities include Ensuring that work is in accordance with relevant codes 
and staying up to date on current codes and policies. 

ESSENTIAL JOB SKILLS/DUTIES 
 Plan layout and installation of electrical wiring, equipment, or fixtures based on job specifications

and local codes
 Connect wires to circuit breakers, transformers, or other components
 Test electrical systems or continuity of circuits in electrical wiring, equipment, or fixtures, using

testing devices, such as ohmmeters, voltmeters, or oscilloscopes, to ensure compatibility and
safety of system

 Use a variety of tools or equipment, such as power construction equipment, measuring devices,
power tools, and testing equipment, such as oscilloscopes, ammeters, or test lamps

 Inspect electrical systems, equipment, or components to identify hazards, defects, or the need
for adjustment or repair, and to ensure compliance with codes.

 Plan layout of construction, installation, or repairs
 Install electrical components, equipment, or systems
 Test electrical equipment or systems to ensure proper functioning
 Inspect electrical or electronic systems for defects
 Create construction or installation diagrams
 Other duties as required

EDUCATION AND EXPERIENCE 
REQUIRED EDUCATION AND EXPERIENCE 

 Journeyman Electrical License
 Vocational Training
 A minimum of 5 years of related on-the-job experience

TRAVEL REQUIREMENTS 

Travels Yes 
Percent of Time 5% 
Overnight Required Occasionally 
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PHYSICAL DEMANDS 

Stationary Position Seldom 
Climb Constantly 
Kneel Constantly 
Grab Constantly 
Bend Constantly 
Lift/Carry Over Over 51 pounds 
Vision 20/20 Corrected Vision 
Hearing Receive detailed information if spoken to 

WORKING CONDITIONS 

Wet or Humid Frequently 
Working Near/On Moving Mechanical 
Parts Constantly 

Working On/Near Heavy Machinery Constantly 
Working in High Places Frequently 
Exposed to Fumes/Airborne Particles Seldom 
Exposed to Toxic or Caustic Chemicals Seldom 
Outdoor Weather Conditions Constantly 
Work with Electricity Frequently 
Work with Explosives N/A 
Risk of Radiation N/A 
Noise Conditions Constantly 
Other Environmental Conditions 
Include: 

Note: This job description is not designed to cover or contain a comprehensive listing of activities, 
duties or responsibilities that are required of the employee. Duties, responsibilities, working 
conditions, physical demands and activities may change or new ones may be assigned at any time 
with or without notice.  
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FIELD REVENUE INVESTIGATOR 
DEPARTMENT TBD 
REPORTS TO TBD 
CLASSIFICATION TBD 
UNION TBD 

POSITION OVERVIEW 
The Field Revenue Investigator investigates activities to assure compliance with the company’s 
standard requirements for electrical service to consumers. This includes coordinating all activities 
associated with the investigation of power theft, preparing reports with supporting documentation, and 
securing all evidence to document all findings. 

ESSENTIAL JOB SKILLS/DUTIES 
 Reviews preliminary power diversion cases and decides whether to pursue further investigation
 Investigates cases pertaining to power theft on customer's premises
 Observes conditions to verify theft of power and secures evidence to document all findings
 Conducts interviews with customer enforcement officials at their premises and/or establishment,

with or without the presence of law
 Prepares reports of investigations with supporting documents for use by administrative or legal

authorities
 Establishes probable cause for prosecution of customer; participates in judicial proceedings on

the Company's behalf
 Testifies in court at administrative hearings and in civil and/or criminal courts as an expert

witness on power diversion and inquiries
 Provides instruction and assistance regarding the investigation of power theft to appropriate

personnel (Meter Servicemen, Meter Readers) officials
 Develops and recommends new techniques to combat power diversion
 Conducts presentations to civic and special interest groups on power diversion
 Adheres to internal standards, policies and procedures
 Performs other duties as assigned

EDUCATION AND EXPERIENCE 
REQUIRED EDUCATION AND EXPERIENCE 

 Graduation from an accredited college or university with an Associate degree in electrical or
mechanical engineering technology or related field

 Four (4) years of progressively responsible experience in meter service work, two (2) years of
which must have been as a Meter Serviceman 1st Class or Diversion Specialist

 Knowledge of principles involved in meter service and investigative procedures
 Knowledge of the principles of electricity as they apply and affect the installation and removal of

meters



ANNEX IV OPERATOR EMPLOYMENT REQUIREMENTS 

Page 25     Puerto Rico Public-Private Partnerships Authority 

 Knowledge of safety rules and regulations, occupational hazards and safety precautions of the
trade

 Ability to express oneself in a clear and concise manner verbally and in writing
 Ability to read maps and other engineering drawings and specifications; also to follow diagrams

and to make mathematical calculations
 Ability to obtain pertinent information through interviews; ability to prepare reports and

presentations
 Ability to prepare complex reports and work papers
 Ability to analyze reports to insure compliance with applicable rules, regulations, policies and

procedures
 Ability to understand and follow oral and written instructions
 Ability to react quickly and effectively in emergency situations
 Ability to establish a harmonious relationship with co-workers and to meet and deal tactfully with

the public
 Ability to exercise good judgment and caution to avoid injury
 Skill in determining working conditions of meters and detecting and correcting minor

malfunctions
 Advanced level of reasoning skills

TRAVEL REQUIREMENTS 

Travels Yes 
Percent of Time 5% 
Overnight Required Occasionally 

PHYSICAL DEMANDS 

Stationary Position Constantly 
Climb N/A 
Kneel Seldom 
Grab Frequently 
Bend Seldom 
Lift/Carry Over 5-10 lbs.
Vision 20/20 Corrected Vision
Hearing Receive detailed information if spoken to

WORKING CONDITIONS 

Wet or Humid N/A 
Working Near/On Moving Mechanical 
Parts N/A 

Working On/Near Heavy Machinery N/A 
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Working in High Places N/A 
Exposed to Fumes/Airborne Particles N/A 
Exposed to Toxic or Caustic Chemicals N/A 
Outdoor Weather Conditions N/A 
Work with Electricity N/A 
Work with Explosives N/A 
Risk of Radiation N/A 
Noise Conditions N/A 
Other Environmental Conditions 
Include: 

Note: This job description is not designed to cover or contain a comprehensive listing of activities, 
duties or responsibilities that are required of the employee. Duties, responsibilities, working 
conditions, physical demands and activities may change or new ones may be assigned at any time 
with or without notice.  
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FOREMAN LINEWORKER 
DEPARTMENT TBD 
REPORTS TO TBD 
CLASSIFICATION TBD 
UNION TBD 

POSITION OVERVIEW 
Under direction, this position directs and coordinates the work of Journeyman Lineworkers and field 
crews responsible for the installation, testing, and repair of aerial and underground electrical wire, 
fixtures, equipment, and performs related duties as required.  

ESSENTIAL JOB SKILLS/DUTIES 
 Supervises Journeyman and field crews engaged in the maintenance and repair of electrical

wires, fixtures, and equipment
 Prioritizes, schedules, and assigns work to Journeyman and their crews based on the extent of

work required, urgency, and availability of resources
 Reviews work orders to assess project size and scope and determine resources required to

complete jobs
 Assists in the preparation of detailed work reports indicating number of employees, job location,

time spent on each job, and related information
 Coordinates the training of subordinate personnel in proper safety methods and procedures
 Conducts regular and unannounced inspections of work in progress to ensure completion

according to specifications, work schedules, and applicable municipal codes
 Reviews and approves time and attendance records submitted by Journeyman
 Oversees the preparation of and completes staff performance appraisals and initiates and

administers disciplinary actions as required
 Adheres to internal standards, policies and procedures
 Performs other duties as assigned

EDUCATION AND EXPERIENCE 
REQUIRED EDUCATION AND EXPERIENCE 

 High School Diploma or G.E.D.
 Successful completion of a U.S. Department of Labor registered lineman apprenticeship training

program and journeyman status, plus two years of journey-level lineman work experience, of
which one years is in a supervisory role related to the responsibilities of the position; or an
equivalent combination of education, training, and experience

 Knowledge of electrical utility construction practices to include overhead transmission, overhead
distribution, substation, drilled pier foundation, street lighting and renewable energy projects

 Strong communication and interpersonal skills
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 Must be able to read blueprints and specification to determine the scope of work: locations,
quantities, and sizes of materials required

 Knowledge of tools required for tasks
 Ability to identify safety risks (DOT/OSHA) and the precautions required to eliminate those risks
 Ability to operate Bucket Truck and Digger Derrick

LICENSES/CERTIFICATIONS 

 OSHA Certification, 10 Hour Minimum, 30 Hour Desired
 Valid driver’s license and ability to obtain CDL
 Certified in CPR/First Aid and Pole Top Rescue

TRAVEL REQUIREMENTS 

Travels Yes 
Percent of Time 40% 
Overnight Required Yes 

PHYSICAL DEMANDS 

Stationary Position Frequently 
Climb Frequently 
Kneel Frequently 
Grab Frequently 
Bend Frequently 
Lift/Carry Over 31-50 lbs.
Vision Vision acuity to operate vehicle when necessary
Hearing Understanding sounds required for operating a vehicle

WORKING CONDITIONS 

Wet or Humid Frequently 
Working Near/On Moving Mechanical 
Parts Frequently 

Working On/Near Heavy Machinery Frequently 
Working in High Places Frequently 
Exposed to Fumes/Airborne Particles Seldom 
Exposed to Toxic or Caustic Chemicals Frequently 
Outdoor Weather Conditions Frequently 
Work with Electricity Frequently 
Work with Explosives N/A 
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Risk of Radiation N/A 
Noise Conditions Seldom 
Other Environmental Conditions 
Include: 

Note: This job description is not designed to cover or contain a comprehensive listing of activities, 
duties or responsibilities that are required of the employee. Duties, responsibilities, working 
conditions, physical demands and activities may change or new ones may be assigned at any time 
with or without notice. 
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GENERAL FOREMAN LINEWORKER 
DEPARTMENT Operations 
REPORTS TO TBD 
CLASSIFICATION TBD 
UNION TBD 

POSITION OVERVIEW 
Under direction, this position directs and coordinates the work of Journeyman Lineworkers and field 
crews responsible for the installation, testing, and repair of aerial and underground electrical wire, 
fixtures, equipment, and performs related duties as required.  

ESSENTIAL JOB SKILLS/DUTIES 
 Supervises foremen and field crews engaged in the maintenance and repair of electrical wires,

fixtures, and equipment
 Prioritizes, schedules, and assigns work to foremen and their crews based on the extent of work

required, urgency, and availability of resources
 Reviews work orders to assess project size and scope and determine resources required to

complete jobs
 Coordinates electrical construction work with other departments and contractors
 Coordinates the ordering of materials, tools, and equipment for assigned projects and authorizes

requisitions submitted by foremen
 Supervises the preparation of detailed work reports indicating number of employees, job

location, time spent on each job, and related information
 Coordinates the training of subordinate personnel in proper safety methods and procedures
 Conducts regular and unannounced inspections of work in progress to ensure completion

according to specifications, work schedules, and applicable municipal codes
 Reviews and approves time and attendance records submitted by foremen
 Oversees the preparation of and completes staff performance appraisals and initiates and

administers disciplinary actions as required
 Adheres to internal standards, policies and procedures
 Performs other duties as assigned

EDUCATION AND EXPERIENCE 
REQUIRED EDUCATION AND EXPERIENCE 

 High School Diploma or G.E.D.
 Successful completion of a U.S. Department of Labor registered lineman apprenticeship training

program and journeyman status, plus four years of journey-level lineman work experience, of
which two years is in a supervisory role related to the responsibilities of the position; or an
equivalent combination of education, training, and experience
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 Knowledge of electrical utility construction practices to include overhead transmission, overhead
distribution, substation, drilled pier foundation, street lighting and renewable energy projects

 Strong communication and interpersonal skills
 Must be able to read blueprints and specification to determine the scope of work: locations,

quantities, and sizes of materials required
 Knowledge of tools required for tasks
 Ability to identify safety risks (DOT/OSHA) and the precautions required to eliminate those risks
 Ability to operate Bucket Truck and Digger Derrick

LICENSES/CERTIFICATIONS 

 OSHA Certification, 10 Hour Minimum, 30 Hour Desired
 Valid driver’s license and ability to obtain CDL
 Certified in CPR/First Aid and Pole Top Rescue

TRAVEL REQUIREMENTS 

Travels Yes 
Percent of Time 10% 
Overnight Required Yes 

PHYSICAL DEMANDS 

Stationary Position Frequently 
Climb Seldom 
Kneel Seldom 
Grab Seldom 
Bend Seldom 
Lift/Carry Over 10-30 lbs.
Vision Vision acuity to operate vehicle when necessary
Hearing Understanding sounds required for operating a vehicle

WORKING CONDITIONS 

Wet or Humid Seldom 
Working Near/On Moving Mechanical 
Parts Seldom 

Working On/Near Heavy Machinery Seldom 
Working in High Places Seldom 
Exposed to Fumes/Airborne Particles Seldom 
Exposed to Toxic or Caustic Chemicals Seldom 
Outdoor Weather Conditions Seldom 
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Work with Electricity N/A 
Work with Explosives N/A 
Risk of Radiation Seldom 
Noise Conditions Seldom 
Other Environmental Conditions 
Include: 

Note: This job description is not designed to cover or contain a comprehensive listing of activities, 
duties or responsibilities that are required of the employee. Duties, responsibilities, working 
conditions, physical demands and activities may change or new ones may be assigned at any time 
with or without notice.  
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HEAVY EQUIPMENT OPERATOR 
DEPARTMENT TBD 
REPORTS TO TBD 
CLASSIFICATION Non-Exempt 
UNION TBD 

POSITION OVERVIEW 
This position will operate and maintain large commercial vehicles such as radial boom derrick truck 
(RBD), Single / Tandem axle truck trailer combinations, picker / knuckle boom trucks used in the 
construction and maintenance of power lines and other related facilities. Equipment includes; off road 
RBD/Nodwell (tracked vehicle), rubber tired / tracked excavators various trenching equipment and 
skid steer units. 

ESSENTIAL JOB SKILLS/DUTIES 

 Transport vehicles and equipment to and from job sites
 Safely operate vehicles and equipment on jobsites in support of construction of power line

projects
 Accurate and timely recordkeeping of logbooks for equipment and vehicles operated
 Accurate and timely upkeep of equipment / field maintenance requirements
 Load, haul and unload material, poles and electrical apparatus (transformers, regulators, etc.)

required for power line construction and maintenance
 Assist crews in construction of overhead and underground electrical facilities and provide

support in the training and development of Apprentice Powerline Technicians
 Adheres to internal standards, policies and procedures
 Performs other duties as assigned

EDUCATION AND EXPERIENCE 
REQUIRED EDUCATION AND EXPERIENCE 

 High school diploma or equivalent (GED)
 2 – 3 years of related experience operating the different pieces of equipment
 Must hold a valid Class A CDL
 A valid operator’s license / certification for all applicable pieces of equipment
 Vehicle and equipment maintenance experience and/or mechanical aptitude
 Strong interpersonal, team participation and communication skills
 Familiar with NSC as pertaining to operation of commercial vehicles
 Basic knowledge and understanding of electricity or previous experience working in the utility

industry
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TRAVEL REQUIREMENTS 

Travels Yes 
Percent of Time 25% 
Overnight Required Yes 

PHYSICAL DEMANDS 

Stationary Position Seldom 
Climb Frequently 
Kneel Frequently 
Grab Frequently 
Bend Frequently 
Lift/Carry Over Over 51 lbs. 
Vision Vision acuity to operate vehicle 
Hearing N/A 

WORKING CONDITIONS 

Wet or Humid Seldom 
Working Near/On Moving Mechanical 
Parts Constantly 

Working On/Near Heavy Machinery Constantly 
Working in High Places Frequently 
Exposed to Fumes/Airborne Particles Seldom 
Exposed to Toxic or Caustic Chemicals Seldom 
Outdoor Weather Conditions Seldom 
Work with Electricity Seldom 
Work with Explosives N/A 
Risk of Radiation N/A 
Noise Conditions Frequently 
Other Environmental Conditions 
Include: 

Note: This job description is not designed to cover or contain a comprehensive listing of activities, 
duties or responsibilities that are required of the employee. Duties, responsibilities, working 
conditions, physical demands and activities may change or new ones may be assigned at any time 
with or without notice.  
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JOURNEYMAN LINEWORKER 
DEPARTMENT TBD 
REPORTS TO TBD 
CLASSIFICATION Non-Exempt 
UNION Union 

POSITION OVERVIEW 
This position will build, install, repair, maintain, construct and troubleshoot overhead transmission 
lines, overhead distribution lines, substations and communication systems. 

ESSENTIAL JOB SKILLS/DUTIES 
 Participates in the development and complies with project safety plans
 Regularly participates in daily Job Hazard Analysis discussions and reviews
 Follows all safety policies and procedures and complies with Department of Transportation

(D.O.T) rules and regulations
 Promotes proactive safety activities by observing, analyzing, encouraging safe work behaviors,

conducting audits, following safety policies and procedures and correcting unsafe conditions.
 Ensures equipment is maintained and operating properly and any employee operating

equipment is certified to do so
 Operates all equipment properly and safely including following the rules of the road while driving

an vehicle
 Conducts a daily tailgate safety meeting and Job Hazard Analysis detailing the safe work plan

associated with planned tasks
 Strings, splices, transfers, clips and sags wire in energized or de-energized circuits and connects

wires and transformers as specified or directed
 Operates Pullers and Tensioners and other equipment involved in pulling wire
 Shortens or lengthens lines by adding or removing wire using a variety of splices, connectors,

sleeves or clamps
 Regularly works above ground on poles or steel towers using climbers and a safety harness or

operating man lift equipment, boom truck, crane or other specialized equipment
 Uses a variety of underground locating and fault-finding equipment
 Routes or re-routes power lines over, under or around existing lines and structures or in close

proximity to energized lines
 Selects and utilizes a variety of “hot work” tools and makes use of rubber gloves, sleeves, line

hoses, mechanical jumpers, fiber guards, blankets, bat wings and other protective devices s
specified

 Works on multiple voltages as required
 Installs, removes, transfers, maintains and repairs cross arms, pines, insulators, guys, braces,

transformers, switch racks and other overhead pole equipment using a variety of hand tools,
equipment and power tools
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 Installs and removes primary and secondary current transformers, cut-outs, disconnecting
switches, circuit breakers and other overhead line devices

 Utilizes rigging block and tackle and winches to raise and lower equipment
 Performs line switching as directed
 Performs emergency repairs, phases and connects circuits under load and conducts load checks

and balances feeders
 Inspects lines, poles, cross arms, braces and equipment for signs of damage or wear and tear
 Assists in carrying poles, digging holes, piking, and guying poles and other tasks involved in

setting or replacing poles. Digs holes for poles or towers using power equipment such as an
augur or power borer

 Installs ground wires and ground rods
 Erects steel towers and secures them to the footing
 Reads blueprints, schematics and other project documents required for construction
 Stakes line for new tower construction, clears right of way, builds right of way roads, builds

stream crossings and landing sites to accommodate equipment
 Builds rebar cages for footings, prefabricates lattice footings and constructs forms for the above

ground part of the concrete footer
 Sets up a hand line for tools, equipment and rescue
 Installs grounds and insulating devices on lines prior to beginning work
 Utilizes hot sticks or hot arms to establish a work area
 Digs trenches, lays out and installs grounding conductors and connections and conduit
 Established guard structures around roads, railroads and power lines
 Installs outdoor lighting and signals
 Assembles substation structures and I builds buss bars as needed and installs substation

equipment to include transformers, insulators, circuit breakers, capacitors, circuit switches,
disconnect switches, high-voltage fuses, voltage regulators

 Utilizes a broad array of hand tools, power assisted tools, meter, heavy equipment, hot sticks
and climbing tools to perform responsibilities

 Adheres to internal standards, policies and procedures
 Performs other duties as assigned

EDUCATION AND EXPERIENCE 
REQUIRED EDUCATION AND EXPERIENCE 

 High School Diploma or G.E.D.
 Knowledge of electrical utility construction practices to include overhead transmission, overhead

distribution, substation, drilled pier foundation, street lighting and renewable energy projects
 Strong communication and interpersonal skills
 Must be able to read blueprints and specification to determine the scope of work: locations,

quantities, and sizes of materials required
 Knowledge of tools required for tasks
 Ability to identify safety risks (DOT/OSHA) and the precautions required to eliminate those risks
 Ability to operate Bucket Truck and Digger Derrick
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LICENSES/CERTIFICATIONS 

 OSHA Certification, 10 Hour Minimum, 30 Hour Desired
 Valid driver’s license and ability to obtain CDL
 Certified in CPR/First Aid and Pole Top Rescue
 Apprentice Journeyman Lineman certification

TRAVEL REQUIREMENTS 

Travels Yes 
Percent of Time 25% 
Overnight Required Yes 

PHYSICAL DEMANDS 

Stationary Position Seldom 
Climb Frequently 
Kneel Constantly 
Grab Constantly 
Bend Constantly 
Lift/Carry Over Over 51 lbs. 
Vision Vision acuity to operate vehicle when necessary 
Hearing Understanding sounds required for operating a vehicle 

WORKING CONDITIONS 

Wet or Humid Frequently 
Working Near/On Moving Mechanical 
Parts Frequently 

Working On/Near Heavy Machinery Frequently 
Working in High Places Frequently 
Exposed to Fumes/Airborne Particles Frequently 
Exposed to Toxic or Caustic Chemicals Frequently 
Outdoor Weather Conditions Frequently 
Work with Electricity Constantly 
Work with Explosives N/A 
Risk of Radiation N/A 
Noise Conditions Frequently 
Other Environmental Conditions 
Include: 
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Note: This job description is not designed to cover or contain a comprehensive listing of activities, 
duties or responsibilities that are required of the employee. Duties, responsibilities, working 
conditions, physical demands and activities may change or new ones may be assigned at any time 
with or without notice.  
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LABORER 
DEPARTMENT TBD 
REPORTS TO TBD 
CLASSIFICATION Non-Exempt 
UNION Union 

POSITION OVERVIEW 
This position performs semi-skilled manual labor tasks that involve the use of some acquired skills in 
a safety sensitive environment. Duties require the ability to use a variety of hand tools, power tools, 
frequent operation of motor vehicles and other equipment. Written and verbal detailed instructions are 
given. Some independence of action is allowed as employees become familiar with the duties. 
Performance is monitored by a journeyman to ensure that all duties are completed within company 
specifications and best practices. 

ESSENTIAL JOB SKILLS/DUTIES 

 Assembly of standard parts such as electrical junction boxes and switches including hole
punching, mounting, and installation

 Assist Journeyman with basic technical work such as pulling wire and cables
 Building frames to mount equipment
 Install safety equipment and signage and fasten equipment into control buildings for
 shipping
 Wrapping and labeling equipment and panels for shipment
 Verify delivered material quantities match material delivery slips
 Conducting preventative maintenance and housekeeping
 Adheres to internal standards, policies and procedures
 Performs other duties as assigned

EDUCATION AND EXPERIENCE 
REQUIRED EDUCATION AND EXPERIENCE 

 High School Diploma or G.E.D.
 Must have valid Driver’s License
 CDL Class A
 OSHA 10 hour course is required
 Preferred Construction experience

TRAVEL REQUIREMENTS 

Travels Yes 
Percent of Time 25% 
Overnight Required Yes 
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PHYSICAL DEMANDS 

Stationary Position Seldom 
Climb Frequently 
Kneel Frequently 
Grab Frequently 
Bend Frequently 
Lift/Carry Over Over 51 lbs. 
Vision Vision acuity to operate vehicle when necessary 
Hearing Understanding sounds required for operating a vehicle 

WORKING CONDITIONS 

Wet or Humid Frequently 
Working Near/On Moving Mechanical 
Parts Frequently 

Working On/Near Heavy Machinery Frequently 
Working in High Places Frequently 
Exposed to Fumes/Airborne Particles Seldom 
Exposed to Toxic or Caustic Chemicals Seldom 
Outdoor Weather Conditions Frequently 
Work with Electricity Frequently 
Work with Explosives N/A 
Risk of Radiation N/A 
Noise Conditions Frequently 
Other Environmental Conditions 
Include: 

Note: This job description is not designed to cover or contain a comprehensive listing of activities, 
duties or responsibilities that are required of the employee. Duties, responsibilities, working 
conditions, physical demands and activities may change or new ones may be assigned at any time 
with or without notice.  
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FLEET MECHANIC 

 DEPARTMENT  TBD

 REPORTS TO  TBD

 CLASSIFICATION  Non-Exempt

 UNION  TBD

POSITION OVERVIEW 
The Fleet Mechanic is responsible for mechanical repair and maintenance duties on equipment and 
vehicles, including hydraulic systems.  

ESSENTIAL JOB SKILLS/DUTIES 
 Maintenance and repairs on all company vehicles, including but not limited to trucks, cars,

hydraulic equipment, tracked vehicles and trailers.
 Competency in the use of diagnostic equipment and troubleshooting of electronic control

systems
 Build, repair and transfer truck decks, toolboxes and trailers
 Install and repair electrical and mechanical winches
 Maintain the garage and the equipment within the garage
 Perform upfitting of many units within the Fleet
 May be required to perform welding duties associated with mechanical repair and maintenance
 May be required to perform over-the-phone and in-the-field troubleshooting and repair
 Assist in the direction and training of other equipment mechanics, apprentices and garage

helpers
 Perform necessary paperwork and electronic paperwork as required (including work orders,

invoices, timesheets, inventory levels)
 Adheres to internal standards, policies and procedures
 Performs other duties as assigned

EDUCATION AND EXPERIENCE 
REQUIRED EDUCATION AND EXPERIENCE 

 High School Diploma or G.E.D.
 4 or more years progressive experience involving vehicle and/or heady duty equipment

maintenance and repair
 Valid driver’s license
 Applicable certifications and utility fleet mechanic training

TRAVEL REQUIREMENTS 

 Travels  Yes

 Percent of Time  10%

 Overnight Required  Yes
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PHYSICAL DEMANDS 

 Stationary Position  Seldom

 Climb  Frequently

 Kneel  Constantly

 Grab  Constantly

 Bend  Frequently

 Lift/Carry Over  Over 51 lbs.

 Vision  Vision acuity to operate vehicle when necessary

 Hearing  Understanding sounds required for operating a vehicle

WORKING CONDITIONS 

 Wet or Humid  Frequently

 Working Near/On Moving
Mechanical Parts

 Constantly

 Working On/Near Heavy Machinery  Constantly

 Working in High Places  Seldom

 Exposed to Fumes/Airborne
Particles

 Seldom

 Exposed to Toxic or Caustic
Chemicals

 Seldom

 Outdoor Weather Conditions  Frequently

 Work with Electricity  Seldom

 Work with Explosives  N/A

 Risk of Radiation  N/A

 Noise Conditions  Frequently

 Other Environmental Conditions
Include: 

 

Note: This job description is not designed to cover or contain a comprehensive listing of activities, 
duties or responsibilities that are required of the employee. Duties, responsibilities, working 
conditions, physical demands and activities may change or new ones may be assigned at any time 
with or without notice.  
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METER READER 
DEPARTMENT TBD 
REPORTS TO TBD 
CLASSIFICATION Non-Exempt 
UNION TBD 

POSITION OVERVIEW 
This position is responsible for racking, washing, servicing, repairing, calibrating, and programming all 
types of electricity meters in accordance with company standards, as well as providing support on 
metering to all customers. 

ESSENTIAL JOB SKILLS/DUTIES 
 Racking, washing, servicing, repairing, calibrating, and programming of all types of electricity

meters
 Verifying meters under the direction of supervisor
 Inspecting, maintaining and repairing recording instruments as required
 Providing assistance and documentation to quality auditors
 Practice proper care and use of tools, instruments and equipment
 Attend technical training courses and seminars related to electricity meters, metering equipment

and meter technologies
 Adheres to internal standards, policies and procedures
 Performs other duties as assigned

EDUCATION AND EXPERIENCE 
REQUIRED EDUCATION AND EXPERIENCE 

 High School Diploma or G.E.D.
 Electrical Engineering Technology diploma from a recognized institute of technology
 Must have valid Driver’s License

TRAVEL REQUIREMENTS 

Travels Yes 
Percent of Time 10% 
Overnight Required Yes 

PHYSICAL DEMANDS 

Stationary Position Seldom 
Climb Frequently 
Kneel Frequently 
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Grab Frequently 
Bend Frequently 
Lift/Carry Over Over 51 lbs. 
Vision Vision acuity to operate vehicle when necessary 
Hearing Understanding sounds required for operating a vehicle 

WORKING CONDITIONS 

Wet or Humid Frequently 
Working Near/On Moving Mechanical 
Parts Frequently 

Working On/Near Heavy Machinery Frequently 
Working in High Places Frequently 
Exposed to Fumes/Airborne Particles Seldom 
Exposed to Toxic or Caustic Chemicals Seldom 
Outdoor Weather Conditions Frequently 
Work with Electricity Frequently 
Work with Explosives N/A 
Risk of Radiation N/A 
Noise Conditions Frequently 
Other Environmental Conditions 
Include: 

Note: This job description is not designed to cover or contain a comprehensive listing of activities, 
duties or responsibilities that are required of the employee. Duties, responsibilities, working 
conditions, physical demands and activities may change or new ones may be assigned at any time 
with or without notice.  
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METER TESTER 
DEPARTMENT TBD 
REPORTS TO TBD 
CLASSIFICATION Non-Exempt 
UNION TBD 

POSITION OVERVIEW 
This position is responsible for racking, washing, servicing, repairing, calibrating, programming, and 
testing all types of electricity meters in accordance with company standards, as well as providing 
support on metering to all customers. 

ESSENTIAL JOB SKILLS/DUTIES 
 Clean, diagnose, repair, program, verify, test, and seal electricity meters and metering

equipment
 Provide technical metering support to internal and external customers
 Inspect, maintain and repair indicating and recording instruments as required
 Provide assistance and documentation to quality auditors
 Document metering data as requested by internal and external customers
 Practice proper care and use of tools, instruments and equipment
 Attend technical training courses and seminars related to electricity meters, metering equipment

and meter technologies
 Take part in the development and coordinated execution of company-wide testing
 Provide technical expertise and feedback on new and existing processes
 Adheres to internal standards, policies and procedures
 Performs other duties as assigned

EDUCATION AND EXPERIENCE 
REQUIRED EDUCATION AND EXPERIENCE 

 High School Diploma or G.E.D.
 Electrical Engineering Technology diploma from a recognized institute of technology
 Must have valid Driver’s License
 2-5 years of directly related experience

TRAVEL REQUIREMENTS 

Travels Yes 
Percent of Time 10% 
Overnight Required Yes 
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PHYSICAL DEMANDS 

Stationary Position Seldom 
Climb Frequently 
Kneel Frequently 
Grab Frequently 
Bend Frequently 
Lift/Carry Over Over 51 lbs. 
Vision Vision acuity to operate vehicle when necessary 
Hearing Understanding sounds required for operating a vehicle 

WORKING CONDITIONS 

Wet or Humid Frequently 
Working Near/On Moving Mechanical 
Parts Frequently 

Working On/Near Heavy Machinery Frequently 
Working in High Places Frequently 
Exposed to Fumes/Airborne Particles Seldom 
Exposed to Toxic or Caustic Chemicals Seldom 
Outdoor Weather Conditions Frequently 
Work with Electricity Frequently 
Work with Explosives N/A 
Risk of Radiation N/A 
Noise Conditions Frequently 
Other Environmental Conditions 
Include: 

Note: This job description is not designed to cover or contain a comprehensive listing of activities, 
duties or responsibilities that are required of the employee. Duties, responsibilities, working 
conditions, physical demands and activities may change or new ones may be assigned at any time 
with or without notice.  
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SUBSTATION TECHNICIAN 
DEPARTMENT TBD 
REPORTS TO TBD 
CLASSIFICATION Non-Exempt 
UNION TBD 

POSITION OVERVIEW 
Technicians will perform electrical testing, maintenance, and start-ups of high voltage substations. 
Assignments are closely supervised and designed to further develop employee job knowledge and 
abilities.  

ESSENTIAL JOB SKILLS/DUTIES 
 Perform electrical testing services on power apparatus, substations, and switchgear included

(but not limited to) the following:
 Protective relays and relaying systems
 Circuit breakers
 Power transformers
 Current and potential transformers
 Meters, transducers, and power system metering
 Power Cables
 Grounding Systems
 Motors and Motor Starters
 Station Batteries and Chargers
 Alarm Systems and Annunciators

 Perform troubleshooting and problem identification and analysis. Make recommendations
regarding corrective action and/or repairs

 Generate technical reports detailing services provided, problems found, and corrective action
taken or recommended

 Represent the company in a professional manner with regard to communicating and interfacing
with clients

 Communicate effectively with the company management team on a regular basis regarding
project status and the scheduling of manpower and equipment

 Make safety a top priority, realizing that the company has Zero Tolerance for those who do
otherwise

 Adhere to policies and procedures as required
 Perform other duties as required
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EDUCATION AND EXPERIENCE 
REQUIRED EDUCATION AND EXPERIENCE 

 Associates or Bachelor’s degree in Electrical Engineering Technology, Electrical Engineering, or
equivalent is required.

 Technician experience in the high voltage industry will be accepted in lieu of degree. Applicable
technical military experience will be accepted in lieu of degree.

 Minimum 2 plus years of experience in the high voltage industry is preferred.
 Demonstrated knowledge of The Power Triangle
 Ability to understand the basics of one-line, three-line, AC/DC schemes, and connection
 diagrams
 Demonstrate a solid understanding of the purpose of a current transformer and a potential

transformer
 Ability to perform basic current transformer tests
 Ability to define typical AC & DC fundamentals
 Working knowledge of IEEE, ANSI, ICEA, and NETA standards
 Basic knowledge of various metering configurations and connections
 Proven knowledge of Vacuum versus Air Circuit Breakers
 Ability to understand the basic function and operation of an oil circuit breaker and a Gas
 Circuit Breaker
 Ability to understand the basics of a Potential Transformer (PT), Coupling Capacitor, Voltage

Transformer (CCVT), and a Current Transformer (CT)
 Understand the major components of a power transformer
 Basic knowledge of motor ratings and motor testing as applied to rotating machinery
 Proven knowledge of a capacitor bank and the different capacitor types
 Basic knowledge of electrical components, devices, and symbols
 Proven communication skills, both oral and written, to convey thoughts, and facts to a diverse

group of individuals including administrators, engineers, and senior management
 Demonstrated knowledge of the various functions and difference between protective relay types
 Understand the purpose of primary and secondary phasing
 Ability to work effectively in a team based environment
 Demonstrated proficiency with Microsoft Office Suite (Outlook, Word, Excel)

TRAVEL REQUIREMENTS 

Travels Yes 
Percent of Time 5% 
Overnight Required Occasionally 

PHYSICAL DEMANDS 

Stationary Position Seldom 
Climb Constantly 
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Kneel Constantly 
Grab Constantly 
Bend Constantly 
Lift/Carry Over Over 51 pounds 
Vision 20/20 Corrected Vision 
Hearing Receive detailed information if spoken to 

WORKING CONDITIONS 

Wet or Humid Frequently 
Working Near/On Moving Mechanical 
Parts Constantly 

Working On/Near Heavy Machinery Constantly 
Working in High Places Frequently 
Exposed to Fumes/Airborne Particles Seldom 
Exposed to Toxic or Caustic Chemicals Seldom 
Outdoor Weather Conditions Constantly 
Work with Electricity Frequently 
Work with Explosives N/A 
Risk of Radiation N/A 
Noise Conditions Constantly 
Other Environmental Conditions 
Include: 

Note: This job description is not designed to cover or contain a comprehensive listing of activities, 
duties or responsibilities that are required of the employee. Duties, responsibilities, working 
conditions, physical demands and activities may change or new ones may be assigned at any time 
with or without notice.  
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TELECOMMUNICATIONS TECHNICIAN 
DEPARTMENT TBD 
REPORTS TO TBD 
CLASSIFICATION Non-Exempt 
UNION TBD 

POSITION OVERVIEW 
The position requires a good working knowledge of all aspects of telecommunications construction, 
maintenance and service. 

ESSENTIAL JOB SKILLS/DUTIES 
 Performs the less difficult tasks of telecommunication engineering support work to design,

maintain, and operate telecommunication systems and facilities for the protection, control,
operation, and maintenance of the system

 Systems and facilities may include microwave, land and satellite data, paging and mobile radio,
fiber optics, SCADA, EMS, telephony, power line carrier, local area networks, wide area
networks, and digital transmission systems

 Plans network installations by studying customer orders, plans, manuals, and technical
specifications; gathering equipment, supplies, materials, and tools, assessing installation site;
preparing an installation diagram

 Establishes voice and data networks by running, pulling, terminating, and splicing cables;
installing telecommunications equipment, and cable trays; building ironwork and ladder racks;
establishing connections; programming features; establishing connections and integrations;
following industry standards; activating remote access tools; coordinating with contractors

 Verifies service by testing circuits, and equipment; identifying, correcting, or escalating problems
 Documents network by labeling and routing equipment and cables; recording configuration

diagrams and specifications
 Maintains network by troubleshooting and repairing outages; testing network back-up

procedures; updating documentation
 Maintains customer rapport by listening to and resolving concerns; answering questions
 Maintains safe work environment by following codes, standards, and legal regulations
 Updates job knowledge by participating in educational opportunities; reading technical

publications
 Enhances department and organization reputation by accepting ownership for accomplishing

new and different requests; exploring opportunities to add value to job accomplishments

EDUCATION AND EXPERIENCE 
REQUIRED EDUCATION AND EXPERIENCE 

 A two year technical degree in Telecommunications Technology or related field, or equivalent
related education, training and experience.
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TRAVEL REQUIREMENTS 

Travels Yes 
Percent of Time 50% 
Overnight Required Yes 

PHYSICAL DEMANDS 

Stationary Position Seldom 
Climb Constantly 
Kneel Constantly 
Grab Constantly 
Bend Constantly 
Lift/Carry Over Over 51 pounds 
Vision 20/20 Corrected Vision 
Hearing Receive detailed information if spoken to 

WORKING CONDITIONS 

Wet or Humid Frequently 
Working Near/On Moving Mechanical 
Parts Constantly 

Working On/Near Heavy Machinery Constantly 
Working in High Places Frequently 
Exposed to Fumes/Airborne Particles Seldom 
Exposed to Toxic or Caustic Chemicals Seldom 
Outdoor Weather Conditions Constantly 
Work with Electricity Frequently 
Work with Explosives N/A 
Risk of Radiation N/A 
Noise Conditions Constantly 
Other Environmental Conditions 
Include: 

Note: This job description is not designed to cover or contain a comprehensive listing of activities, 
duties or responsibilities that are required of the employee. Duties, responsibilities, working 
conditions, physical demands and activities may change or new ones may be assigned at any time 
with or without notice.  
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UTILITY TREE TRIMMER 
DEPARTMENT TBD 
REPORTS TO TBD 
CLASSIFICATION Non-Exempt 
UNION TBD 

POSITION OVERVIEW 
The Utility Tree Trimmer/Climber provides line clearing and tree trimming services for major electric 
utility providers. Services provided include pruning treetops, repairing damaged trees by trimming or 
removal as well as removing broken limbs from wires, roofs, and other objects. The Utility Tree 
Trimmer/Climber is responsible to properly maintain, prepare and operate all tools and equipment 
including hand tools, chainsaws, chippers, and aerial lifts. The Utility Trimmer/Climber position 
operates as part of a crew with supporting Ground men and Crew Foreman. 

ESSENTIAL JOB SKILLS/DUTIES 

 Ensure safe limits of approach and maintaining right-of-way access by eliminating problem
vegetation growing along high voltage power lines

 Use climbing equipment to climb and work at varying heights cutting, trimming and pruning trees
 Removing broken limbs from utility lines, roofs, and other objects
 Tree identification and pruning to industry guidelines
 Properly maintain, prepare and operate all tools and equipment including hand tools, chainsaws,

chippers, aerial lifts and more
 Performs all work in compliance with plans, specifications, codes, safety regulations, department

policies and procedures.
 Operate as an active crew member with supporting ground crew and foreman
 Follow all safety required safety procedures
 Adheres to internal standards, policies and procedures
 Performs other duties as assigned

EDUCATION AND EXPERIENCE 
REQUIRED EDUCATION AND EXPERIENCE 

 High School Diploma or G.E.D.
 Must have at least 1 year minimum of trimming experience with a Line Clearance Tree Industry

Company
 Must be familiar with local tree species, standards for tree maintenance and removal, tree care

safety and specialized equipment and vehicles.

TRAVEL REQUIREMENTS 

Travels Yes 
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Percent of Time 50% 
Overnight Required No 

PHYSICAL DEMANDS 

Stationary Position Seldom 
Climb Constantly 
Kneel Frequently 
Grab Frequently 
Bend Constantly 
Lift/Carry Over 5-10 lbs.
Vision 20/20 Corrected Vision
Hearing Receive detailed information if spoken to

WORKING CONDITIONS 

Wet or Humid Frequently 
Working Near/On Moving Mechanical 
Parts Constantly 

Working On/Near Heavy Machinery Constantly 
Working in High Places Constantly 
Exposed to Fumes/Airborne Particles Frequently 
Exposed to Toxic or Caustic Chemicals N/A 
Outdoor Weather Conditions Constantly 
Work with Electricity Constantly 
Work with Explosives N/A 
Risk of Radiation N/A 
Noise Conditions Frequently 
Other Environmental Conditions 
Include: 

Note: This job description is not designed to cover or contain a comprehensive listing of activities, 
duties or responsibilities that are required of the employee. Duties, responsibilities, working 
conditions, physical demands and activities may change or new ones may be assigned at any time 
with or without notice.  
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WAREHOUSE WORKER 
DEPARTMENT TBD 
REPORTS TO TBD 
CLASSIFICATION Non-Exempt 
UNION TBD 

POSITION OVERVIEW 
Overall scope and purpose of the Warehouse Worker is to perform warehousing tasks of receiving 
product, putting away product, picking product (filling orders), preparing product for shipment, general 
housekeeping, completing appropriate paperwork, operating equipment safely, and in some locations, 
loading trucks with product. 

ESSENTIAL JOB SKILLS/DUTIES 
 Load, unload, sort, consolidate, stack and stage products and materials using required

equipment
 Operate assigned warehouse equipment in performing the functions of the job
 Record receipts to appropriate forms and/or log books
 Executes routine tasks in and out of the warehouse as required
 Assist with physical inventories and cycle counts, ensuring proper stock rotation
 Practice and adhere to established safety rules and policies, as well as, established

housekeeping standards. Perform equipment safety review. Report any violations or hazards to
management immediately

 Keep all warehouse space clean and organized
 Adheres to internal standards, policies and procedures
 Performs other duties as assigned

EDUCATION AND EXPERIENCE 
REQUIRED EDUCATION AND EXPERIENCE 

 High School Diploma or G.E.D.
 Proficient math skills in unit of measurement and multiplication, division, addition, subtraction
 1-2 years previous warehouse experience
 Experience working in an electronic/computer work environment
 Interacts with co-workers, management, suppliers, and customers
 Physical ability to perform essential functions of the job
 Good communication and interpersonal skills
 Attention to detail; accurate and thorough
 Ability to work quickly and efficiently
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TRAVEL REQUIREMENTS 

Travels Yes 
Percent of Time 10% 
Overnight Required No 

PHYSICAL DEMANDS 

Stationary Position Seldom 
Climb Frequently 
Kneel Constantly 
Grab Constantly 
Bend Constantly 
Lift/Carry Over Over 51 lbs. 
Vision 20/20 Corrected Vision 
Hearing Understanding sounds required for operating vehicle 

WORKING CONDITIONS 

Wet or Humid Seldom 
Working Near/On Moving Mechanical 
Parts Constantly 

Working On/Near Heavy Machinery Frequently 
Working in High Places Seldom 
Exposed to Fumes/Airborne Particles N/A 
Exposed to Toxic or Caustic Chemicals N/A 
Outdoor Weather Conditions N/A 
Work with Electricity N/A 
Work with Explosives N/A 
Risk of Radiation N/A 
Noise Conditions Seldom 
Other Environmental Conditions 
Include: 

Note: This job description is not designed to cover or contain a comprehensive listing of activities, 
duties or responsibilities that are required of the employee. Duties, responsibilities, working 
conditions, physical demands and activities may change or new ones may be assigned at any time 
with or without notice.  
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B. STRATEGIC JOB DESCRIPTIONS
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ENGINEER – T&D 
DEPARTMENT TBD 
REPORTS TO TBD 
CLASSIFICATION Exempt 
UNION Non-Union 

POSITION OVERVIEW 
Executes complex assignments requiring the use of advanced techniques, resulting in the 
development of new or improved processes, equipment and/or technological methods. May develop 
and evaluate plans for major projects. May assess feasibility or soundness of proposed applications 
when data is insufficient or testing is advisable. May coordinate departmental or divisional project 
studies, reports or project design assignments. Progressive design and project management 
responsibilities. Provide leadership, guidance and instruction to less experienced staff members. 
Regularly meets and corresponds with clients or outside personnel. 

ESSENTIAL JOB SKILLS/DUTIES 
 High voltage AC and DC Electrical power and distribution system design
 Specialist equipment support, for example: turbo generators, transformers, switchgear, cables
 Working on innovation projects in the transmission and distribution sector, taking new systems

and technologies from ideation through to delivery
 Managing the production of drawings. Preparing and co-ordinating electrical reports and

specifications
 Attending meetings and with good communication skills to develop clients requirements
 Managing a project team to ensure production of deliverables to agreed timelines and within

budget
 Supporting financial performance in specified areas
 Supporting the procurement of work and negotiating contracts / agreements with clients
 Supporting Grid Connection studies, Demand side Response and Smart Grids
 Verification and approval of technical output
 Project supervision and control of risks
 Adheres to internal standards, policies and procedures
 Performs other duties as assigned

EDUCATION AND EXPERIENCE 
REQUIRED EDUCATION AND EXPERIENCE 

 Masters in Science in Electrical Engineering (or equivalent experience)
 Minimum of 3 years’ Electrical Power & HV experience applied to transmission and distribution

networks.
 Have up to date knowledge and experience in the electrical discipline in particular relation to the

following sectors:
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 Transmission and Distribution
 Industrial and Energy
 Private Wire Networks / Micro Grids
 Network Power Systems Modelling & Analysis
 Application of regulated industry standards, methodologies and principles.
 Can demonstrate familiarity with transmission and distribution technical procedures and policy
 Eliciting clients’ technical needs and developing relationships
 Technical leadership on projects
 Have a natural acumen for building and developing client relationships
 Mentoring and development of junior engineers
 Physical ability to perform essential functions of the job
 Good communication and interpersonal skills
 Attention to detail; accurate and thorough
 Ability to work quickly and efficiently

TRAVEL REQUIREMENTS 

Travels Yes 
Percent of Time 40% 
Overnight Required Yes 

PHYSICAL DEMANDS 

Stationary Position Frequently 
Climb Seldom 
Kneel Seldom 
Grab Seldom 
Bend Seldom 
Lift/Carry Over Less than 5 lbs. 
Vision 20/20 Corrected Vision 
Hearing Receive detailed information if spoken to 

WORKING CONDITIONS 

Wet or Humid Seldom 
Working Near/On Moving Mechanical 
Parts Seldom 

Working On/Near Heavy Machinery Seldom 
Working in High Places Seldom 
Exposed to Fumes/Airborne Particles N/A 
Exposed to Toxic or Caustic Chemicals N/A 
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Outdoor Weather Conditions N/A 
Work with Electricity N/A 
Work with Explosives N/A 
Risk of Radiation N/A 
Noise Conditions Seldom 
Other Environmental Conditions 
Include: 

Note: This job description is not designed to cover or contain a comprehensive listing of activities, 
duties or responsibilities that are required of the employee. Duties, responsibilities, working 
conditions, physical demands and activities may change or new ones may be assigned at any time 
with or without notice.  
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LABOR RELATIONS OFFICIALS 
DEPARTMENT TBD 
REPORTS TO TBD 
CLASSIFICATION Exempt 
UNION Non-Union 

POSITION OVERVIEW 
This individual will be responsible for supervising the day to day operations of Labor Relations for the 
company, provide training and guidance to managers on the interpretation of the CBA, and will advise 
on union-related issues. This individual will respond to employee questions and concerns as they 
relate to the CBA and will work closely with onsite HR and management as needed. This position will 
require considerable interface with employees, union representatives, multiple levels of management 
and Human Resources, and the company’s Legal and Labor Relations departments.  

ESSENTIAL JOB SKILLS/DUTIES 

 Analyze collective bargaining agreement, interpret contract language, and provide counsel to
supervisory management in the development of labor relations policy and practice with the union

 Assist in administering, interpreting and negotiating Collective Bargaining Agreements
 Represent management and meet with supervisors and union representatives to investigate and

resolve grievances.
 Make final decisions on second and third step grievances after investigating same.
 Represent management in labor contract negotiations, arbitrations, mediations, and legal

actions. Assist the chief negotiator at the table with information on provisions of current
contractual language and significance of proposed changes.

 Verify consistent application of the terms of collective bargaining agreements by monitoring day-
to-day implementation of policies/practices concerning wages, hours, and working conditions.

 Prepare reference documents and statistical data concerning labor legislation, labor market
conditions, prevailing union/management practice, wage surveys, etc., for labor contract
negotiations.

 Provide guidance on all matters relating to employee relations as required. Plan, organize, and
deliver traditional labor law and employment law training to management personnel.

 Work with management to handle employee complaints and disputes; recommend and
implement disciplinary action. Work with employee relations and legal counsel as appropriate.

 Provide service and support in recruitment and employment, personnel records, employee
and/or labor relations, job evaluation, compensation management, benefits administration,
organization development, training, AA/EEO, and special projects to fully leverage human
capital.

 Work with onsite HR to assist in the development and implementation of human resources
policies and procedures and their dissemination through employee booklets, communications,
and/or meetings.
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 Prepare reports in conformance with legislated requirements or organizational needs to provide
appropriate parties with necessary labor information.

 Act as a liaison between employees and/or managers and the organization by interpreting
personnel policies and procedures and resolving employee concerns as they relate to the CBA.

 Research and consolidate information required for analysis of human resources operations and
prepare special projects as assigned.

 Responsible for monitoring and performing duties to meet department service level agreements.
 Comply with all applicable safety and health-related rules, regulations, and procedures and

assist supervisors/managers with maintaining a safe and healthy workplace
 Adheres to internal standards, policies and procedures
 Performs other duties as assigned

EDUCATION AND EXPERIENCE 
REQUIRED EDUCATION AND EXPERIENCE 

 Bachelor's degree or equivalent combination of education and experience
 Must have traditional Labor Relations (organized labor / NLRA / NLRB) background and

experience.
 Experience working with human resources and traditional labor law principles, practices,

procedures, regulations and Collective Bargaining Agreements
 Must have the ability to communicate the English language, both verbally and written, in an

effective manner
 Proficiency with Microsoft office professional software and ability to easily adapt to new systems

TRAVEL REQUIREMENTS 

Travels Yes 
Percent of Time 25% 
Overnight Required Yes 

PHYSICAL DEMANDS 

Stationary Position Constantly 
Climb N/A 
Kneel N/A 
Grab N/A 
Bend N/A 
Lift/Carry Over Less than 5 lbs 
Vision 20/20 Corrected Vision 
Hearing Receive detailed information if spoken to 
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WORKING CONDITIONS 

Wet or Humid N/A 
Working Near/On Moving Mechanical 
Parts N/A 

Working On/Near Heavy Machinery N/A 
Working in High Places N/A 
Exposed to Fumes/Airborne Particles N/A 
Exposed to Toxic or Caustic Chemicals N/A 
Outdoor Weather Conditions N/A 
Work with Electricity N/A 
Work with Explosives N/A 
Risk of Radiation N/A 
Noise Conditions N/A 
Other Environmental Conditions 
Include: 

Note: This job description is not designed to cover or contain a comprehensive listing of activities, 
duties or responsibilities that are required of the employee. Duties, responsibilities, working 
conditions, physical demands and activities may change or new ones may be assigned at any time 
with or without notice.  
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MANAGER, GENERAL 
DEPARTMENT TBD 
REPORTS TO TBD 
CLASSIFICATION Exempt 
UNION Non-Union 

POSITION OVERVIEW 
The General Manager manages and over sees operations for the company. 

ESSENTIAL JOB SKILLS/DUTIES 
 Manages project operations; suggests, directs or initiates operational changes and adjustments

as required to meet business goals
 Conducts regular, on-going staff meetings with managers to create an environment of open and

effective communications across operational area
 Monitors and manages the “quality” process within all areas of responsibility, assuring that every

aspect of our workforce, our processes and standards, our equipment, and our services meet or
exceed customer expectations and are always consistent with the quality goals of the company

 Monitors and manages overall project profitability within areas of responsibility, taking corrective
action where necessary to assure that the business performs consistent with expectations

 Establishes and maintains frequent, on-going contact with current customers and vendors to
foster improved communications and solid, long-term relationships

 Monitors to ensure that resources are shared across operational area to optimize our
effectiveness in meeting customer expectations while prudently managing resources

 Assists the Vice President with the evaluation of capital expenditures and job costs and shares
ideas regarding areas of savings and efficiencies

 Responsible for the development and improvement of company personnel and for fostering an
environment that rewards mentoring and encourages employee cooperation

 Communicate and cooperate with all internal divisions such as Contract Administration, Human
Resources and Safety and Training and Operations of job details and requirements

 Communicate with the Traffic & Restoration division Managers for resource sharing along with
joint responsibilities for customer job completions

 Adheres to internal standards, policies and procedures
 Performs other duties as assigned

EDUCATION AND EXPERIENCE 
REQUIRED EDUCATION AND EXPERIENCE 

 Minimum 5 Years Industry Experience
 Bachelor’s Degree in business administration or related field is preferred
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 Experienced at reading, interpreting and managing financial statements
 Excellent verbal and written communication skills
 Advanced knowledge of computers and Windows based software with skills to include the ability

to create, analyze and make recommendations for financial and operational changes on an on-
going basis to Leadership

 Strong leadership and mentoring capabilities

TRAVEL REQUIREMENTS 

Travels Yes 
Percent of Time 40% 
Overnight Required Yes 

PHYSICAL DEMANDS 

Stationary Position Constantly 
Climb N/A 
Kneel Seldom 
Grab Seldom 
Bend Seldom 
Lift/Carry Over 5-10 lbs.
Vision 20/20 Corrected Vision
Hearing Receive detailed information if spoken to

WORKING CONDITIONS 

Wet or Humid Seldom 
Working Near/On Moving Mechanical 
Parts N/A 

Working On/Near Heavy Machinery N/A 
Working in High Places N/A 
Exposed to Fumes/Airborne Particles N/A 
Exposed to Toxic or Caustic Chemicals N/A 
Outdoor Weather Conditions Seldom 
Work with Electricity N/A 
Work with Explosives N/A 
Risk of Radiation N/A 
Noise Conditions Seldom 
Other Environmental Conditions 
Include: 
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Note: This job description is not designed to cover or contain a comprehensive listing of activities, 
duties or responsibilities that are required of the employee. Duties, responsibilities, working 
conditions, physical demands and activities may change or new ones may be assigned at any time 
with or without notice.  
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SUPERVISOR, CONSTRUCTION 
DEPARTMENT TBD 
REPORTS TO TBD 
CLASSIFICATION Exempt 
UNION Non-Union 

POSITION OVERVIEW 
Responsible for the supervision, coordination and administration of construction work for the 
organization and projects associated with the organization. 

ESSENTIAL JOB SKILLS/DUTIES 
 Ensure safe work practices, quality assurance and quality control of contractors work in

accordance with contract specification including OHS, Environment, etc.
 Monitor the construction of all projects for scope changes and report daily on changes that can

affect the project cost or schedule, issue change orders within level of authority or escalate to
quickly address

 Monitor the construction of all projects for schedule changes and track progress on a daily basis
identifying any issues that could delay the schedule, provide advice on course of action to
maintain the schedule within authority levels or escalate to quickly address

 Monitor and audit construction and materials management documentation to ensure that the
facilities are being constructed to meet the quality specifications in the contract

 Review and approve Contractor procedures for adherence of established safe practices
 Collaborate with the Construction Management Team to improve current construction standards,

practices and procedures for future use
 Provide daily direction to Power System Electricians to ensure that Procedures, Quality

Assurance and Inspection Programs are being adhered to
 Act as a liaison with the construction management team, various work groups, and communicate

with other department groups regarding project scope, scheduling and other project related
information

 Establish good working relationships with multi‐discipline project team members, contractors,
and any others that have an effect on the quality, schedule and cost of projects

 Must be able to work effectively in a fast-paced environment
 Must be able to coordinate several major activities at once
 Must be able to understand & interpret engineering, architectural and other construction

drawings
 Project management training and experience would be considered an asset
 Demonstrated professionalism and interpersonal skills with the ability to establish excellent

working relationships
 Strong verbal and written communication skills with the ability to document and organize project

communications
 Superior analytical, problem solving, audit and investigation skills
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 Familiarity with relevant legislation – Safety Codes, OHS, Environmental, and all applicable
electrical and building codes

 Must be able to understand contract terms and conditions and the ability to manage to the terms
and conditions of the contract

 A solid knowledge of Microsoft Office PC applications
 Demonstrated ability to work in a team environment
 Outstanding safe work habits
 Adheres to internal standards, policies and procedures
 Performs other duties as assigned

EDUCATION AND EXPERIENCE 
REQUIRED EDUCATION AND EXPERIENCE 

 Construction or Electrical Engineering degree is a plus
 5-7 years’ experience
 Trade designation as Power Systems Electrician or Lineman considered an asset
 Proven experience in site construction management
 Construction experience in structural assembly, electrical protection and control systems relating

to site work
 Contract management and execution of same
 Supervisory skills relating to site management of multiple work groups
 Superior communication skills

TRAVEL REQUIREMENTS 

Travels Yes 
Percent of Time 20% 
Overnight Required Yes 

PHYSICAL DEMANDS 

Stationary Position Frequently 
Climb N/A 
Kneel N/A 
Grab N/A 
Bend N/A 
Lift/Carry Over 5-10 lbs.
Vision 20/20 Corrected Vision
Hearing Receive detailed information if spoken to

WORKING CONDITIONS 

Wet or Humid Frequently 
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Working Near/On Moving Mechanical 
Parts Frequently 

Working On/Near Heavy Machinery Frequently 
Working in High Places N/A 
Exposed to Fumes/Airborne Particles N/A 
Exposed to Toxic or Caustic Chemicals N/A 
Outdoor Weather Conditions Frequently 
Work with Electricity N/A 
Work with Explosives N/A 
Risk of Radiation N/A 
Noise Conditions Frequently 
Other Environmental Conditions 
Include: 

Note: This job description is not designed to cover or contain a comprehensive listing of activities, 
duties or responsibilities that are required of the employee. Duties, responsibilities, working 
conditions, physical demands and activities may change or new ones may be assigned at any time 
with or without notice.  
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SUPERVISOR, CUSTOMER SERVICE 
DEPARTMENT TBD 
REPORTS TO TBD 
CLASSIFICATION Exempt 
UNION Non-Union 

POSITION OVERVIEW 
The Supervisor, Customer Service is accountable for the day-to-day business operations through 
optimal deployment of resources within and across service points to ensure that local business 
operations meet customer service delivery and operational efficiency targets while ensuring that local 
practices are aligned with departmental and corporate policies, standards, processes and procedures. 
Responsibilities include providing local customer and community relations representation and acting 
as primary company representative in communities where a Regional Manager is not present, 
managing local facilities and equipment, developing area-specific business cases, assisting with 
budget and business plan development, and managing local expenditures. 

ESSENTIAL JOB SKILLS/DUTIES 
 Acts as a champion to develop a “safety first” culture within the organization. Lead by example

through personal demonstration of Health, Safety and Engineering best practices on a daily
basis

 Is aware of all system improvements and new extensions in the local area and actively
participates on project team as a project sponsor to bring the local operations perspective,
identify risk and approve scope

 Supports the Customer Connection and Services area to ensure processes are followed. Leads
assessment to understand root cause and implement corrective actions when targets are not
met

 Acts as a “champion for change” to ensure that business process and technology improvements
are successfully implemented and promoted in the area

 Supports and leads development of work plans in conjunction with the Assignment Office to
ensure work is completed on time and on budget

 Conducts regular operations meetings to ensure optimal use of resources by reviewing project
milestones and work assignments against local resources and priorities

 Addresses day to day operating issues and/or escalates to Manager as needed or required
 Optimizes the use of resources including people and equipment within and across service point

and/or region boundaries to accomplish work as efficiently as possible
 Coordinates effective, efficient response to outages by working and communicating effectively

with the work desk staff and effectively utilizes the outage management system
 Monitors business metrics and reporting to ensure targets are met
 Manages local facilities and works cooperatively with various stakeholders
 Manages local fleet utilization and builds business cases to support local requirements
 Ensures the effective use of asset management tools in support of company programs
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 Creates and maintains a local emergency response plan that is aligned with district, region,
corporate, community emergency plans and/or business continuity plans

 Locally administers, manages and provides visible leadership actively working with the team
leads to ensure compliance with the corporate policies and best practices related to Health,
Safety and Environment

 Provides support and guidance to Team Leads to resolve situations that are outside of the
ordinary or day-to-day practice

 Responsible for labor relations which include working closely with human resources and
associations to resolve issues that may arise

 Leads, coaches, and supports employee performance
 Monitors and regularly audits the application of company, government, industry practices to

ensure all employees and contractors comply
 Ensures that all incidents and near misses are reported, documented, investigated and acted

upon including escalation to the Regional Manager with follow up as required
 Fosters good relations with local officials
 Adheres to internal standards, policies and procedures
 Performs other duties as assigned

EDUCATION AND EXPERIENCE 
REQUIRED EDUCATION AND EXPERIENCE 

 Technology Diploma or Post-Secondary degree is required.
 Minimum five (5) years’ experience as a Customer Service leader or Technologist
 Valid Driver’s License.
 Proven leadership skills.
 Solid knowledge of the organization and understanding of the collective agreement.
 Strong inter-personal skills and relationship development skills.
 Proven ability to manage and resolve conflict.
 Strong verbal and written communication skills.
 Proficiency in Microsoft Office applications – Word, Excel, Outlook.

TRAVEL REQUIREMENTS 

Travels Yes 
Percent of Time 10% 
Overnight Required Yes 

PHYSICAL DEMANDS 

Stationary Position Constantly 
Climb N/A 
Kneel Seldom 
Grab Frequently 
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Bend Seldom 
Lift/Carry Over 5-10 lbs.
Vision 20/20 Corrected Vision
Hearing Receive detailed information if spoken to

WORKING CONDITIONS 

Wet or Humid N/A 
Working Near/On Moving Mechanical 
Parts Seldom 

Working On/Near Heavy Machinery Seldom 
Working in High Places N/A 
Exposed to Fumes/Airborne Particles N/A 
Exposed to Toxic or Caustic Chemicals N/A 
Outdoor Weather Conditions N/A 
Work with Electricity N/A 
Work with Explosives N/A 
Risk of Radiation N/A 
Noise Conditions N/A 
Other Environmental Conditions 
Include: 

Note: This job description is not designed to cover or contain a comprehensive listing of activities, 
duties or responsibilities that are required of the employee. Duties, responsibilities, working 
conditions, physical demands and activities may change or new ones may be assigned at any time 
with or without notice.  
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SUPERVISOR, DISTRIBUTION 
DEPARTMENT TBD 
REPORTS TO TBD 
CLASSIFICATION Exempt 
UNION Non-Union 

POSITION OVERVIEW 
The Distribution Supervisor is responsible for all aspects of the distribution center including controlling 
costs, managing warehouse staff, inventory control, customer relations and safety compliance. 

ESSENTIAL JOB SKILLS/DUTIES 
 Acts as a champion to develop a “safety first” culture within the organization. Lead by example

through personal demonstration of Health, Safety and Engineering best practices on a daily
basis

 Supervises, trains, and directs warehouse staff and warehouse operations
 Assists in controlling distribution costs
 Monitors packaging and loading of freight
 Duties and Responsibilities
 Managing employees
 Shipping & Shipping Dock experience to include shipments of LTL, full truck loads, Air transport

and exporting of containers.
 Receiving experience to include checking products received in and processing receipts
 Inventory control (daily cycle counting) & ability to research inventory issues
 Handles all distribution issues.
 Adheres to internal standards, policies and procedures
 Performs other duties as assigned

EDUCATION AND EXPERIENCE 
REQUIRED EDUCATION AND EXPERIENCE 

 College degree preferred
 5 years of distribution related experience preferred
 Required: Basic Microsoft Excel, Word, and E-mail skills required
 Has the ability/judgment to solve issues directly with customers concerning matters that require

tact and resourcefulness
 Demonstrates good training, supervisory, leadership, and team building skills
 Has strong customer service skills
 Demonstrates good communication skills both written and verbal
 Able to identify and solve problems
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TRAVEL REQUIREMENTS 

Travels Yes 
Percent of Time 10% 
Overnight Required Yes 

PHYSICAL DEMANDS 

Stationary Position Seldom 
Climb N/A 
Kneel Seldom 
Grab Frequently 
Bend Seldom 
Lift/Carry Over 10-30 lbs.
Vision 20/20 Corrected Vision
Hearing Receive detailed information if spoken to

WORKING CONDITIONS 

Wet or Humid N/A 
Working Near/On Moving Mechanical 
Parts Frequently 

Working On/Near Heavy Machinery Frequently 
Working in High Places N/A 
Exposed to Fumes/Airborne Particles N/A 
Exposed to Toxic or Caustic Chemicals N/A 
Outdoor Weather Conditions N/A 
Work with Electricity N/A 
Work with Explosives N/A 
Risk of Radiation N/A 
Noise Conditions Frequently 
Other Environmental Conditions 
Include: 

Note: This job description is not designed to cover or contain a comprehensive listing of activities, 
duties or responsibilities that are required of the employee. Duties, responsibilities, working 
conditions, physical demands and activities may change or new ones may be assigned at any time 
with or without notice.  
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SUPERVISOR, ENGINEERING 

 DEPARTMENT  TBD

 REPORTS TO  TBD

 CLASSIFICATION  Exempt

 UNION  Non-Union

POSITION OVERVIEW 
The Engineering Supervisor is responsible for the Engineering Design and Engineering Safety 
processes. The position has responsibility for management of the Construction Standards section 
including structure design, apparatus specifications and is the authenticating member for technical 
standards. Responsible for leading and integrating the process in the development process. 
Responsible for managing assigned teams to ensure changes to or development of new standards 
and specifications are delivered on time and have been properly vetted through the development 
process. Investigating, analyzing and solving challenging engineering issues related to engineering 
design of our facilities and support or lead safety engineering initiatives as assigned by senior 
management. 

ESSENTIAL JOB SKILLS/DUTIES 
 Works with Standards Board and provides leadership in the development and ever-changing

Distribution Standards
 Own and lead the Distribution Standards process and ensure appropriate functional areas are

engaged in resolving issues and appropriate Engineering working groups are assigned as
required

 Manage performance of assigned teams and working groups to ensure standards are delivered
on schedule and ensure all comments, rationale and recommended changes for new or revised
standards and specifications are properly documented

 Ensure appropriate hazard controls and work groups have been considered as part of standards
development work (including construction, engineering and operations, maintenance and work
methods)

 Ensure communication and implementation strategies are in place for new or revised standards
 Monitor regulations, codes, standards and best practices (some enacted through legislation) that

affect Engineering Standards and advise lead engineers and managers on impacts
 Lead and/or participate in research studies of existing or potential safety, operability and

constructability related issues that affect engineering standards and integrated design
 Responsible member for Standards authentication
 Ensure Engineering Design reviews are incorporated in the development of Distribution

Standards to ensure all safety, operability and constructability issues are eliminated or controlled
to a tolerable level

 Ensure Engineering Design reviews are utilized by project teams in developing the design
concept and are incorporated into the design processes and are reviewed prior to construction
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 Ensure work methods and training considerations are addressed in the development of
engineering standards

 Monitor engineering regulations, codes, standards and best practices (some enacted through
legislation) and integrating changes into engineering standards to effectively eliminate safety
issues during construction and ongoing operations and maintenance

 Performance management and review process
 Develop training and developmental plans for engineer workers
 Provide recognition and encouragement to staff
 Ensure recommendations to auditors (external) are implemented
 Take actions to maintain conformance to the plan
 Identify deficiencies and provide solutions to problems
 Adheres to internal standards, policies and procedures
 Performs other duties as assigned

EDUCATION AND EXPERIENCE 
REQUIRED EDUCATION AND EXPERIENCE 

 Undergraduate Degree Bachelor of Science, Electrical Engineering
 10+ years’ experience in high-voltage generation, transmission, and distribution systems, after

degree or diploma, which must include work related to on-site field applications
 Communicate effectively and compose technical reports, audits and business cases to facilitate

positive change
 Access and understand applicable regulations, codes and industry standards and be able to

communicate them in terms that employees and management can understand.
 Transfer expertise, skills and knowledge to others to engrain “Safety by Design” into the

distribution and transmission planning processes.
 Build relationships to be able to call on contacts and gain appropriate involvement when their

assistance is required
 Think analytically to break down problems and understand how they relate to the issue and

identify root causes
 Influence others by knowing how to develop and propose solutions

TRAVEL REQUIREMENTS 

 Travels  Yes

 Percent of Time  Up to 15%

 Overnight Required  Yes

PHYSICAL DEMANDS 

 Stationary Position  Constantly

 Climb  N/A

 Kneel  Seldom

 Grab  Frequently
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 Bend  Seldom

 Lift/Carry Over  5-10 lbs.

 Vision  20/20 Corrected Vision

 Hearing  Receive detailed information if spoken to

WORKING CONDITIONS 

 Wet or Humid  N/A

 Working Near/On Moving
Mechanical Parts

 Frequently

 Working On/Near Heavy Machinery  N/A

 Working in High Places  N/A

 Exposed to Fumes/Airborne
Particles

 N/A

 Exposed to Toxic or Caustic
Chemicals

 N/A

 Outdoor Weather Conditions  N/A

 Work with Electricity  N/A

 Work with Explosives  N/A

 Risk of Radiation  N/A

 Noise Conditions  Seldom

 Other Environmental Conditions
Include: 

 

Note: This job description is not designed to cover or contain a comprehensive listing of activities, 
duties or responsibilities that are required of the employee. Duties, responsibilities, working 
conditions, physical demands and activities may change or new ones may be assigned at any time 
with or without notice.  
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SUPERVISOR, FLEET 
DEPARTMENT TBD 
REPORTS TO TBD 
CLASSIFICATION Exempt 
UNION Non-Union 

POSITION OVERVIEW 
This position is responsible for the ordering, outfitting, issuing and disposal of all vehicles, trailers, 
heavy equipment and ensuring that the Fleet Team is in compliance with regulatory requirements. 
The Fleet Services Supervisor will be responsible for preparing and completing a technical review of 
the design packages. This would include preferred detailed specifications and sketches for heavy 
trucks/equipment. This position will also provide expertise support in designing the up-fitting standards 
for all general purpose and special purpose vehicles and heavy equipment. 

ESSENTIAL JOB SKILLS/DUTIES 

 Supervise the implementation and daily operation of all fleet operations
 Manage the efficient completion of new fleet setup
 Assist in developing the long-term strategy for fleet operations
 Assists the various teams in maintaining fleet regulatory compliance with the appropriate

authority
 Determine the users’ specific operating conditions and requirements for vehicle and equipment

by meeting with user groups and determining their needs and preferences
 Monitor user departments by analysis of vehicle and equipment utilization and evaluation of

equipment specifications
 Participate in the development of goals and objectives as well as policies and procedures.
 Make recommendations for changes and improvements to existing standards, policies, and

procedures
 Participate in the implementation of approved policies and procedures; monitor work activities to

ensure compliance with established policies and procedures
 Develop vehicle and equipment specifications based on:
 Existing specifications where possible
 Conducting field visits
 Compliance and legislation
 Developing new standards with team members
 Managing the design changes with manufacture
 Investigating new green technologies

 Support Fleet Management team in making recommendations for replacement or repairing of
fleet based on acquisition and replacement guidelines

 Investigate vehicle and equipment operational problems and work with the manufacturer and
field personnel to develop solutions

 Monitors and validates continual improvements and associated service levels
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 Responsible for the quality control of manufacturer and installer plant/shop to:
 Assess and quantify Vendors to perform the work required
 Conduct pre-production meetings to clarify requirements
 Assess any deviations from design or specifications
 Assist in resolving issues such as work scheduling or obtaining parts
 Monitor current status of production
 Assist in budgets preparation and facilitate all reporting requirements for fleet and heavy

equipment
 Support capital budget forecasting by analyzing information relating to vehicle and equipment

repair history, cost per kilometer/hour to operate and the annual transportation replacement
quantities

 Review tender requirements with suppliers/vendors, coordinate with Supply-Chain Department,
analyze tenders, make recommendations and provide justification for selected vendor

 Review rental agreements to ensure necessity and that user’ needs cannot be met by fleet
 Establish basis for distribution of work and channel exceptions or major assignments
 Staff direction, development and supervision of the administrative staff supporting Fleet Services
 Supports responsibilities definition and skills requirements for Fleet roles aligned with the

services offerings
 Monitor compliance to ensure professional conduct and standards are maintained.
 Ensure safe and reliable operation of Fleet
 Comply with and uphold Health, Safety and Environment policy
 Ensure timely and appropriate identification, reporting, and investigation of any Health, Safety, or

Environmental incidents
 Initiate investigations of incidents in conjunction with line managers
 Participate in safety leadership process
 Adheres to internal standards, policies and procedures
 Performs other duties as assigned

EDUCATION AND EXPERIENCE 
REQUIRED EDUCATION AND EXPERIENCE 

 High School Diploma or equivalent G.E.D.
 7-10 years of experience
 Minimum of 7 years within fleet management or services environment
 Excellent interpersonal, team leadership, organizational, analytical, creativity and problem-

solving abilities.
 Excellent verbal and written communication skills.
 Demonstrated leadership including motivating others, making decisions and community

leadership.
 Knowledge of Company operations, standards, safety policies and procedures, regulatory codes

and requirements is desirable.
 Proficiency in the use of personal computers, including Microsoft Office.
 Superior communication skills
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TRAVEL REQUIREMENTS 

Travels Yes 
Percent of Time 20% 
Overnight Required Yes 

PHYSICAL DEMANDS 

Stationary Position Constantly 
Climb N/A 
Kneel Seldom 
Grab Frequently 
Bend Frequently 
Lift/Carry Over 10-30 lbs.
Vision 20/20 Corrected Vision
Hearing Receive detailed information if spoken to

WORKING CONDITIONS 

Wet or Humid Seldom 
Working Near/On Moving Mechanical 
Parts Seldom 

Working On/Near Heavy Machinery Seldom 
Working in High Places N/A 
Exposed to Fumes/Airborne Particles N/A 
Exposed to Toxic or Caustic Chemicals N/A 
Outdoor Weather Conditions Seldom 
Work with Electricity Frequently 
Work with Explosives N/A 
Risk of Radiation N/A 
Noise Conditions Seldom 
Other Environmental Conditions 
Include: 

Note: This job description is not designed to cover or contain a comprehensive listing of activities, 
duties or responsibilities that are required of the employee. Duties, responsibilities, working 
conditions, physical demands and activities may change or new ones may be assigned at any time 
with or without notice.  
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SUPERVISOR, OFFICE 
DEPARTMENT TBD 
REPORTS TO TBD 
CLASSIFICATION Exempt 
UNION Non-Union 

POSITION OVERVIEW 
Responsible for planning, coordinating and overseeing office services and related office activities to 
achieve efficient utilization of available resources. 

ESSENTIAL JOB SKILLS/DUTIES 
 Supervise and coordinate the daily activities and operations of the office or department
 Schedule and prioritize office activities to meet operating requirements, determine plan for

execution and direct work flow
 Develop and monitor internal controls
 Analyze work flow issues and implement workable solutions
 Ensure adherence to quality standards
 Perform administrative support functions such as data management, creating reports, drafting

correspondence and preparing basic financial accounts
 Develop effective working relationships with staff and stakeholders
 Evaluate work of staff
 Provide necessary training, guidance and motivation to staff
 Approve and monitor staff vacations and sick leave
 Initiate and maintain orderly records in compliance with company regulations
 Supervise the efficient use of office supplies and maintenance of office equipment
 Plan and organize the purchase of office supplies in accordance with purchasing policies and

budgets
 Maintain a pleasant and secure working environment
 Act as liaison with other departments and divisions
 Adheres to internal standards, policies and procedures
 Performs other duties as assigned

EDUCATION AND EXPERIENCE 
REQUIRED EDUCATION AND EXPERIENCE 

 Associates degree in Business Administration or equivalent
 Knowledge and working experience of supervisory principles and practices
 Knowledge of administrative practices and procedures, data management methods, basic

accounting practices and human resources practices
 Proficient computer skills
 Working knowledge of relevant software programs
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 Key Skills and Competencies
 Time management
 Organizing and planning
 Problem analysis and problem solving
 Verbal and written communication skills
 Judgment and decision-making
 Attention to detail and accuracy
 Guidance and mentoring
 Teamwork and collaboration

TRAVEL REQUIREMENTS 

Travels Yes 
Percent of Time 10% 
Overnight Required No 

PHYSICAL DEMANDS 

Stationary Position Constantly 
Climb N/A 
Kneel Seldom 
Grab Seldom 
Bend Seldom 
Lift/Carry Over 5-10 lbs.
Vision 20/20 Corrected Vision
Hearing Receive detailed information if spoken to

WORKING CONDITIONS 

Wet or Humid N/A 
Working Near/On Moving Mechanical 
Parts N/A 

Working On/Near Heavy Machinery N/A 
Working in High Places N/A 
Exposed to Fumes/Airborne Particles N/A 
Exposed to Toxic or Caustic Chemicals N/A 
Outdoor Weather Conditions Seldom 
Work with Electricity N/A 
Work with Explosives N/A 
Risk of Radiation N/A 
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Noise Conditions Seldom 
Other Environmental Conditions 
Include: 

Note: This job description is not designed to cover or contain a comprehensive listing of activities, 
duties or responsibilities that are required of the employee. Duties, responsibilities, working 
conditions, physical demands and activities may change or new ones may be assigned at any time 
with or without notice.  
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SUPERVISOR, T&D 
DEPARTMENT TBD 
REPORTS TO TBD 
CLASSIFICATION Exempt 
UNION Non-Union 

POSITION OVERVIEW 
The Supervisor, Transmission and Distribution is primarily responsible for coordinating the site 
construction schedule and execution plan, administering on-site contracts and managing the daily 
issues involved during the construction of Transmission and/or Substation facilities, under the 
direction of the site manager. 

ESSENTIAL JOB SKILLS/DUTIES 
 Leads by example to show that safety is the most important function, ensuring that all employees

follow safe practices while working
 Responsible for providing direct supervision and technical guidance to line crews performing

maintenance and construction activities on T&D line projects
 Assist estimating team during project bid process
 Assist project team in pre-planning and execution of T&D projects
 Willing to assist in the development of apprentices
 Improves safety performance by identifying issues in the field and providing suggestions on ways

to improve overall safety of the site
 Ensures all company employees and contractors are adhering to the company safety policy
 Coordinates with appropriate authority for lock out tag out
 Responsible for utility locates prior to excavation
 Accountable to continually reinforce safe behaviors and correct “at risk” behaviors
 Adheres to and ensures all site team members understand standard operating procedures
 Ensures new hires receive job- and task-specific training prior to work commencing
 Leads and support the site team in technical, quality and safety, utilizing systems in place
 Addresses potential safety hazards at the time of the incident/s and improved processes and

procedures to prevent incidents from reoccurring
 Provides excellence in the management and delivery of the project, in-line with the client’s

expectations
 Maintains positive relationships with customers, contractors, suppliers and other employees
 Prepares equipment matrix to ensure management of equipment utilization
 Provides information about site activities including routing, fence crossings, traffic flow, moving

farm animals, and hazards to the Construction Manager
 Schedules and ensures appropriate staffing for daily construction activities with employees
 Reviews the engineer's drawings prior to beginning construction to ensure that the project can

be built in a safe and reliable manner
 Inputs into the execution of overall construction plan based on the scope of work
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 Ensures all completion of all required permitting activities before commencement of work
 Maintains an organized job site, including the construction office
 Works with the QA Manager (if applicable) for construction to comply with the Quality Control

Program
 Ensures all scopes of work and required access - are built as per specification
 Manages all material on-site
 Adheres to internal standards, policies and procedures
 Performs other duties as assigned

EDUCATION AND EXPERIENCE 
REQUIRED EDUCATION AND EXPERIENCE 

 At least 7 years’ experience working in a construction or T&D environment
 High School Diploma or G.E.D.
 Utilizes strong organizational skills
 Displays strong written and oral communication skills and employs effective listening skills
 Analyzes problems and makes sound decisions in a timely manner based on objectives, risks,

implications and costs
 Superior communication skills

TRAVEL REQUIREMENTS 

Travels Yes 
Percent of Time 20% 
Overnight Required Yes 

PHYSICAL DEMANDS 

Stationary Position Seldom 
Climb N/A 
Kneel N/A 
Grab N/A 
Bend N/A 
Lift/Carry Over 10-30 lbs.
Vision 20/20 Corrected Vision
Hearing Receive detailed information if spoken to

WORKING CONDITIONS 

Wet or Humid Frequently 
Working Near/On Moving Mechanical 
Parts Frequently 

Working On/Near Heavy Machinery Frequently 
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Working in High Places N/A 
Exposed to Fumes/Airborne Particles N/A 
Exposed to Toxic or Caustic Chemicals N/A 
Outdoor Weather Conditions Frequently 
Work with Electricity Frequently 
Work with Explosives N/A 
Risk of Radiation N/A 
Noise Conditions Frequently 
Other Environmental Conditions 
Include: 

Note: This job description is not designed to cover or contain a comprehensive listing of activities, 
duties or responsibilities that are required of the employee. Duties, responsibilities, working 
conditions, physical demands and activities may change or new ones may be assigned at any time 
with or without notice.  
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SUPERVISOR, TECHNICAL SERVICES 
DEPARTMENT TBD 
REPORTS TO TBD 
CLASSIFICATION Exempt 
UNION Non-Union 

POSITION OVERVIEW 
Technical Services Supervisor is responsible for keeping the organization abreast of the latest 
technologies, maintenance procedures and associated regulations. Prepares specifications for, and 
oversees procurement of vehicles, components, materials, fuel and services. Provides technical 
information necessary to maximize operating efficiency and effectiveness. Performs duties in a safe, 
efficient manner and in compliance with all applicable rules and safety procedures. 

ESSENTIAL JOB SKILLS/DUTIES 

 Provides primary managerial direction and performs personnel administrative functions of direct
report staff (e.g. training, supervising, work assignments, timesheets, performance evaluations,
etc.) for the purpose of maintaining necessary staffing, enhancing productivity of staff and
ensuring necessary department outcomes are achieved

 Oversees the evaluation and acceptability determination of vendor requests for approved equals.
Oversees negotiations, monitoring and resolution of contractor adherence to contract terms,
schedules and quality expectations

 Serve as the technical expert to the organizations customers by troubleshooting technical issues
at the customer site, demonstrating product capabilities, recommending solutions and serving as
the organizations representative in technical proposals to the customers

 Manage and maintain organizations technical relationships with customers through frequent
direct contact and service delivery that helps increase profits

 Work closely with other functions within the organization (mainly R&D, Marketing and
Technology Managers) to deliver organizations full portfolio of products and services.

 Support sales and marketing in identifying the competitive advantages, benchmarking, marketing
effort and market segmentation of the business

 Provide innovative ideas to strengthen sales in existing polyolefin markets and open new
applications. This includes use of existing and new products for both new markets and
established markets. Manage the trial cycle

 Provide on-site and remote support during customer trials to assist customers in achieving
maximum benefit of the organization’s products

 Performs period specific and life-cycle cost analysis as necessary to properly evaluate
procurement options and vehicle operation/maintenance activities

 Establishes and implements controls to ensure compliance with department and agency goals,
budget quality standards, performance standards and legal requirements

 Promotes safety awareness and follows safety procedures to reduce or eliminate accidents
 Adheres to internal standards, policies and procedures
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 Performs other duties as assigned

EDUCATION AND EXPERIENCE 
REQUIRED EDUCATION AND EXPERIENCE 

 Technical degree preferred
 Minimum 5 years of experience in prior Technical Services role or similar operating environment
 Strong relationship building with sales; prior customer interface experience to include field tech

service experience
 Experience in working across regions
 Ability to present to customers effectively and manage multiple projects.
 Strong technical skills and ability to apply skills in practical manner to solve customer

problems/issues.

TRAVEL REQUIREMENTS 

Travels Yes 
Percent of Time 20% 
Overnight Required Yes 

PHYSICAL DEMANDS 

Stationary Position Seldom 
Climb N/A 
Kneel Seldom 
Grab Frequently 
Bend Seldom 
Lift/Carry Over 10-30 lbs.
Vision 20/20 Corrected Vision
Hearing Receive detailed information if spoken to

WORKING CONDITIONS 

Wet or Humid Seldom 
Working Near/On Moving Mechanical 
Parts Frequently 

Working On/Near Heavy Machinery Frequently 
Working in High Places N/A 
Exposed to Fumes/Airborne Particles Seldom 
Exposed to Toxic or Caustic Chemicals N/A 
Outdoor Weather Conditions Frequently 
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Work with Electricity N/A 
Work with Explosives N/A 
Risk of Radiation N/A 
Noise Conditions Frequently 
Other Environmental Conditions 
Include: 

Note: This job description is not designed to cover or contain a comprehensive listing of activities, 
duties or responsibilities that are required of the employee. Duties, responsibilities, working 
conditions, physical demands and activities may change or new ones may be assigned at any time 
with or without notice.  
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SUPERVISOR, TREE TRIMMING 
DEPARTMENT TBD 
REPORTS TO TBD 
CLASSIFICATION Exempt 
UNION Non-Union 

POSITION OVERVIEW 
A Tree Trimmer Working Supervisor is responsible for performing a combination of the following 
essential job functions: which includes inspecting trees and determining services needed. Supervises 
crew members in tree care/work methods and appropriate care and use of equipment. Qualified 
candidate will be responsible for complaints and requests for service and emergency tree world. Must 
be comfortable driving a medium or heavy truck in the performance of daily and emergency duties 
and assisting supervisor in interpretation and implementation of relevant department policies. Also 
responsible for initiating requisitions for equipment and supplies needed to carry out tree-related work 
while keeping strong records. 

ESSENTIAL JOB SKILLS/DUTIES 
 Supervises crews engaged in high risk tree removal, maintenance and care.
 Ensures tree work is performed meeting industry standards for safety and quality.
 Plans and schedules tree maintenance work.
 Responsible to assure work is on schedule and has the proper staff and equipment.
 Trains staff in all aspects of tree care including safety, equipment operation and technical

aspects such as climbing, tree pruning and removal.
 Counsels and mentor staff on performance improvement.
 Responds to inquiries from staff and the public concerning tree issues.
 Provides on call service to respond to hazard tree emergencies.
 Adheres to internal standards, policies and procedures
 Performs other duties as assigned

EDUCATION AND EXPERIENCE 
REQUIRED EDUCATION AND EXPERIENCE 

 Certified Arborist and/or knowledge of local arborist laws
 Must be familiar with local tree species, standards for tree maintenance and removal, tree care

safety and specialized equipment and vehicles
 Four years of progressively responsible experience in tree maintenance/climbing, including one

year in a lead or supervisory capacity
 A valid Driver License is required to perform job-related essential functions
 Qualifying Tree Trimmer will have experience consisting of inspection of safety equipment; knot

typing; tree climbing (footlock or body thrust method); use of a chain saw; procedure for cutting
and lowering limbs; procedure for felling a tree; and correct use of a brush chipper.
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TRAVEL REQUIREMENTS 

Travels Yes 
Percent of Time Up to 15% 
Overnight Required No 

PHYSICAL DEMANDS 

Stationary Position Frequently 
Climb Frequently 
Kneel Frequently 
Grab Frequently 
Bend Frequently 
Lift/Carry Over 10-30 lbs.
Vision Vision acuity to operate vehicle
Hearing Understanding sounds required for operating vehicle

WORKING CONDITIONS 

Wet or Humid N/A 
Working Near/On Moving Mechanical 
Parts Frequently 

Working On/Near Heavy Machinery Seldom 
Working in High Places Frequently 
Exposed to Fumes/Airborne Particles N/A 
Exposed to Toxic or Caustic Chemicals N/A 
Outdoor Weather Conditions Frequently 
Work with Electricity N/A 
Work with Explosives N/A 
Risk of Radiation N/A 
Noise Conditions Frequently 
Other Environmental Conditions 
Include: 

Note: This job description is not designed to cover or contain a comprehensive listing of activities, 
duties or responsibilities that are required of the employee. Duties, responsibilities, working 
conditions, physical demands and activities may change or new ones may be assigned at any time 
with or without notice.  
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C. SUPPORT JOB DESCRIPTIONS
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ADMINISTRATIVE ASSISTANT 
DEPARTMENT:  TBD 
REPORTS TO:  TBD 
CLASSIFICATION Non-Exempt 
UNION TBD 

POSITION OVERVIEW 
This position is responsible for assisting with all functions of daily operations, including screening 
calls, coordinating travel arrangements, processing expense reports, maintaining calendars and 
scheduling meetings. 

ESSENTIAL JOB SKILLS/DUTIES 
 Assist department with all functions of the daily operations. Including screening calls,

coordinating travel arrangements, processing expense reports, maintaining calendars and
scheduling meetings

 Resolves administrative problems by coordinating preparation of reports, analyzing data, and
identifying solutions

 Provides information by answering questions and requests
 Maintain and monitor department schedules
 Maintains supplies inventory by checking stock to determine inventory level; anticipating needed

supplies; placing and expediting orders for supplies; verifying receipt of supplies
 Contributes to team effort by accomplishing related results as needed
 Manage receiving invoices and monitor invoice approval; work with accounting for department
 Makes various purchases
 Greets visitors and determines whether they should be given access to specific individuals
 Reads and analyzes incoming memos, submissions and reports to determine their significance

and plan their distribution
 Adheres to internal standards, policies and procedures
 Performs other duties as assigned

EDUCATION AND EXPERIENCE 
REQUIRED EDUCATION AND EXPERIENCE 

 Associates degree or equivalent experience
 Two to five years of experience in an administrative assistant capacity
 Self-starter who is able to work independently while supporting the needs of the team
 Excellent oral and written communication skills
 Strong decision-making skills
 Microsoft Office experience
 Administrative writing and reporting
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TRAVEL REQUIREMENTS 

Travels No 
Percent of Time N/A 
Overnight Required No 

PHYSICAL DEMANDS 

Stationary Position Constantly 
Climb N/A 
Kneel Seldom 
Grab Frequently 
Bend Seldom 
Lift/Carry Over 5-10 lbs.
Vision 20/20 Corrected Vision
Hearing Receive detailed information if spoken to

WORKING CONDITIONS 

Wet or Humid N/A 
Working Near/On Moving Mechanical 
Parts N/A 

Working On/Near Heavy Machinery N/A 
Working in High Places N/A 
Exposed to Fumes/Airborne Particles N/A 
Exposed to Toxic or Caustic Chemicals N/A 
Outdoor Weather Conditions N/A 
Work with Electricity N/A 
Work with Explosives N/A 
Risk of Radiation N/A 
Noise Conditions N/A 
Other Environmental Conditions 
Include: 

Note: This job description is not designed to cover or contain a comprehensive listing of activities, 
duties or responsibilities that are required of the employee. Duties, responsibilities, working 
conditions, physical demands and activities may change or new ones may be assigned at any time 
with or without notice.  



ANNEX IV OPERATOR EMPLOYMENT REQUIREMENTS 

Page 94     Puerto Rico Public-Private Partnerships Authority 

ADMINISTRATIVE COORDINATOR 
DEPARTMENT TBD 
REPORTS TO TBD 
CLASSIFICATION Non-Exempt 
UNION TBD 

POSITION OVERVIEW 
This position is responsible for welcoming company visitors, operating a multi-line telephone system 
to answering incoming calls and directing callers to appropriate staff members and for providing 
administrative and clerical support to various departments as needed. 

ESSENTIAL JOB SKILLS/DUTIES 
 Answers incoming telephone calls, screens caller regarding the purpose of the call, and transfer

to the appropriate staff member or department
 Welcomes company visitors, determines nature of business and announce visitors to appropriate

company employee
 Maintains supplies inventory by checking stock to determine inventory level; anticipates needed

supplies; places and expedites orders for supplies; verifies receipt of supplies
 Assist various departments with any special project. (Filing, organizing, compiling presentations

and other special projects)
 Work with facilities to clean vacated space and ensure that all new employees have a clean and

properly stocked work station
 Covers front reception when Receptionist is out of office
 Assists with meeting room set up in anticipation for large meetings
 Adheres to internal standards, policies and procedures
 Performs other job-related duties as assigned

EDUCATION AND EXPERIENCE 
REQUIRED EDUCATION AND EXPERIENCE 

 High School Diploma or G.E.D.
 Proficient skills in the use of computer applications (MS Office)
 Organizational and time management skills
 Strong communication skills (both oral and written)
 Attention to detail

TRAVEL REQUIREMENTS 

Travels No 
Percent of Time N/A 
Overnight Required No 
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PHYSICAL DEMANDS 

Stationary Position Constantly 
Climb N/A 
Kneel Seldom 
Grab Frequently 
Bend Seldom 
Lift/Carry Over 5-10 lbs.
Vision 20/20 Corrected Vision
Hearing Receive detailed information if spoken to

WORKING CONDITIONS 

Wet or Humid N/A 
Working Near/On Moving Mechanical 
Parts N/A 

Working On/Near Heavy Machinery N/A 
Working in High Places N/A 
Exposed to Fumes/Airborne Particles N/A 
Exposed to Toxic or Caustic Chemicals N/A 
Outdoor Weather Conditions N/A 
Work with Electricity N/A 
Work with Explosives N/A 
Risk of Radiation N/A 
Noise Conditions N/A 
Other Environmental Conditions 
Include: 

Note: This job description is not designed to cover or contain a comprehensive listing of activities, 
duties or responsibilities that are required of the employee. Duties, responsibilities, working 
conditions, physical demands and activities may change or new ones may be assigned at any time 
with or without notice.  
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ATTORNEY 
DEPARTMENT TBD 
REPORTS TO TBD 
CLASSIFICATION Exempt 
UNION Non-Union 

POSITION OVERVIEW 
This position provides legal advice, services and representation to internal clients/business partners 
on the scope of work within their area of focus and expertise. This position exercises independent 
judgment and is able to perform with limited supervision.  

ESSENTIAL JOB SKILLS/DUTIES 
 Provides general corporate advice and legal documentation for intercompany capitalization

transactions, loan transactions and services agreements among domestic and international
subsidiaries

 Maintains corporate records and minute books (hard copy and electronic), including
organizational documents, state filings, resolutions and stock certificates

 Prepares written consents, resolutions, certifications, minutes and other corporate
documentation

 Prepares and files initial organization documents for formation of new entities, including
corporations, limited liability companies and partnerships

 Prepares documentation for and facilitate intercompany mergers and dissolutions, including state
filings, with coordination among Legal, Treasury, Tax and Accounting

 Prepares and organizes corporate documents (such as articles of incorporation, good standing
certificates, certified resolutions, incumbency certificates, etc.) for banking, acquisition and other
corporate transactions

 Prepares and files state qualifications, withdrawals, mergers, name reservations and assumed
name certificates

 Adheres to internal standards, policies and procedures
 Performs other duties as assigned

EDUCATION AND EXPERIENCE 
REQUIRED EDUCATION AND EXPERIENCE 

 JD from an accredited university and 3+ years of corporate/securities/finance/governance
experience in a corporate legal department or law firm

 Required to be licensed to practice law in one or more states; Puerto Rican law experience
preferred

 Proficiency in MS Word, Excel, Outlook and PowerPoint
 Excellent written and verbal communication skills
 Exceptional organizational skills and ability to multi-task
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 Self-starter
 Ability to work in fast-paced environment with little supervision
 Advanced level of language skills
 Advanced level of reasoning skills

TRAVEL REQUIREMENTS 

Travels Yes 
Percent of Time 15% 
Overnight Required Occasionally 

PHYSICAL DEMANDS 

Stationary Position Constantly 
Climb N/A 
Kneel Seldom 
Grab Frequently 
Bend Seldom 
Lift/Carry Over 5-10 lbs.
Vision 20/20 Corrected Vision
Hearing Receive detailed information if spoken to

WORKING CONDITIONS 

Wet or Humid N/A 
Working Near/On Moving Mechanical 
Parts N/A 

Working On/Near Heavy Machinery N/A 
Working in High Places N/A 
Exposed to Fumes/Airborne Particles N/A 
Exposed to Toxic or Caustic Chemicals N/A 
Outdoor Weather Conditions N/A 
Work with Electricity N/A 
Work with Explosives N/A 
Risk of Radiation N/A 
Noise Conditions N/A 
Other Environmental Conditions 
Include: 
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Note: This job description is not designed to cover or contain a comprehensive listing of activities, 
duties or responsibilities that are required of the employee. Duties, responsibilities, working 
conditions, physical demands and activities may change or new ones may be assigned at any time 
with or without notice.  
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COMMUNICATIONS SPECIALIST 
DEPARTMENT TBD 
REPORTS TO TBD 
CLASSIFICATION Exempt 
UNION Non-Union 

POSITION OVERVIEW 
This position provides administrative support to the Communications department by coordinating and 
assisting with all internal and external communications for the organization. This position also assists 
with the coordination of marketing activities which may include advertising, direct mailing, printing, 
customer events and trade shows. 

ESSENTIAL JOB SKILLS/DUTIES 
 Manages internal and external communications; develops effective communication strategies for

the organization
 Creates and develops print and online advertising copies
 Supports the planning and execution of major functional events
 Responsible for drafting content for the organization (ex: press releases, memos, newsletters)
 Assists in developing videos and marketing materials
 Aids in the preparation of presentations and/or speeches geared toward employees
 Adheres to internal standards, policies and procedures
 Performs other duties as assigned

EDUCATION AND EXPERIENCE 
REQUIRED EDUCATION AND EXPERIENCE 

 Bachelor’s degree in Communications or Marketing
 Proficient skills in the use of computer applications (MS Office)
 Attention to detail

TRAVEL REQUIREMENTS 

Travels Yes 
Percent of Time Up to 15% 
Overnight Required Yes 

PHYSICAL DEMANDS 

Stationary Position Constantly 
Climb N/A 
Kneel Seldom 
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Grab Frequently 
Bend Seldom 
Lift/Carry Over 5-10 lbs.
Vision 20/20 Corrected Vision
Hearing Receive detailed information if spoken to

WORKING CONDITIONS 

Wet or Humid N/A 
Working Near/On Moving Mechanical 
Parts N/A 

Working On/Near Heavy Machinery N/A 
Working in High Places N/A 
Exposed to Fumes/Airborne Particles N/A 
Exposed to Toxic or Caustic Chemicals N/A 
Outdoor Weather Conditions N/A 
Work with Electricity N/A 
Work with Explosives N/A 
Risk of Radiation N/A 
Noise Conditions N/A 
Other Environmental Conditions 
Include: 

Note: This job description is not designed to cover or contain a comprehensive listing of activities, 
duties or responsibilities that are required of the employee. Duties, responsibilities, working 
conditions, physical demands and activities may change or new ones may be assigned at any time 
with or without notice.  
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DRIVER (NON-HEAVY EQUIPMENT) 
DEPARTMENT TBD 
REPORTS TO TBD 
CLASSIFICATION Non-Exempt 
UNION TBD 

POSITION OVERVIEW 
This position is responsible for picking up and dropping off staff, collecting various packages, and 
maintaining a travel log to record work hours, travel-time and locations. Ensuring all transportation 
duties are carried out in a timely manner.  

ESSENTIAL JOB SKILLS/DUTIES 
 Safely transport company staff as well as various products and materials to and from specified

locations in a timely manner
 Follow all safety regulations and standards
 Assist with the loading and offloading of staff luggage, products, and materials
 Open vehicle doors and assist passengers
 Adjust travel routes to avoid traffic congestion or road construction
 Promptly inform the company of any tickets issued against the company vehicle during work

hours
 Ensure that the company vehicle is always parked in areas that permit parking in order to avoid

towing
 Keep the company vehicle clean and properly maintained by performing regular washing,

cleaning and vehicle maintenance
 Provide accurate time records of the company vehicle’s coming and goings
 Report any accidents, injuries, and vehicle damage to management
 Adheres to internal standards, policies and procedures
 Performs other duties as assigned

EDUCATION AND EXPERIENCE 
REQUIRED EDUCATION AND EXPERIENCE 

 High school diploma or GED is preferred
 One-Two years experience
 Valid driver’s license
 Clean driving record
 Sound knowledge of road safety regulations
 Working knowledge of local roads and routes
 The ability to utilize maps, GPS systems, and car manuals
 Punctual and reliable with dedicated professionalism to job and duties
 Strong communication skills (both oral and written)
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 Excellent time management skills
 Able to assist passengers when needed
 Focused on customer service
 Positive attitude and professional demeanor

TRAVEL REQUIREMENTS 

Travels Yes 
Percent of Time 50-70%
Overnight Required No

PHYSICAL DEMANDS 

Stationary Position Constantly 
Climb N/A 
Kneel Seldom 
Grab Frequently 
Bend Frequently 
Lift/Carry Over 10-50 lbs.
Vision 20/20 Corrected Vision
Hearing Receive detailed information if spoken to

WORKING CONDITIONS 

Wet or Humid Seldom 
Working Near/On Moving Mechanical 
Parts N/A 

Working On/Near Heavy Machinery N/A 
Working in High Places N/A 
Exposed to Fumes/Airborne Particles N/A 
Exposed to Toxic or Caustic Chemicals N/A 
Outdoor Weather Conditions N/A 
Work with Electricity N/A 
Work with Explosives N/A 
Risk of Radiation N/A 
Noise Conditions N/A 
Other Environmental Conditions 
Include: 
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Note: This job description is not designed to cover or contain a comprehensive listing of activities, 
duties or responsibilities that are required of the employee. Duties, responsibilities, working 
conditions, physical demands and activities may change or new ones may be assigned at any time 
with or without notice.  
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FINANCIAL ANALYST 
DEPARTMENT TBD 
REPORTS TO TBD 
CLASSIFICATION Exempt 
UNION TBD 

POSITION OVERVIEW 
The Financial Analyst is responsible for financial planning, analysis and projection for the 
company. This position will be responsible for helping submit forecast, prepare reports and analyze 
data.  

ESSENTIAL JOB SKILLS/DUTIES 
 Responsible for the consolidation and review of the monthly forecast with a greater focus on

quarter end
 Reviews, analyzes, summarizes and provides multi-faceted reporting for monthly forecasts
 Works operations to review and process adjustments in financial planning tool as needed
 Contacts operations with material variances from previous forecasts to obtain explanations for

the changes
 Provides data-driven decision support and business intelligence that is timely, accurate, and

actionable
 Develops, builds and maintains financial models serving both internal and external stakeholders
 Special projects and ad hoc analysis as required
 Develops tools and templates to automate, standardize and improve the forecasting process
 Adheres to internal standards, policies and procedures
 Performs other duties as assigned

EDUCATION AND EXPERIENCE 
REQUIRED EDUCATION AND EXPERIENCE 

 Bachelor’s degree in Finance or Accounting
 Three years of relevant experience
 Advanced financial modeling and Microsoft Excel skills
 Must have the ability to multi-task, organize effectively and prioritize and meet service level

expectations
 Must have strong analytical and problem-solving skills and develop solutions to problems

independently and through team discussions

TRAVEL REQUIREMENTS 

Travels No 
Percent of Time N/A 
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Overnight Required No 

PHYSICAL DEMANDS 

Stationary Position Constantly 
Climb N/A 
Kneel Seldom 
Grab Frequently 
Bend Seldom 
Lift/Carry Over 5-10 lbs.
Vision 20/20 Corrected Vision
Hearing Receive detailed information if spoken to

WORKING CONDITIONS 

Wet or Humid N/A 
Working Near/On Moving Mechanical 
Parts N/A 

Working On/Near Heavy Machinery N/A 
Working in High Places N/A 
Exposed to Fumes/Airborne Particles N/A 
Exposed to Toxic or Caustic Chemicals N/A 
Outdoor Weather Conditions N/A 
Work with Electricity N/A 
Work with Explosives N/A 
Risk of Radiation N/A 
Noise Conditions N/A 
Other Environmental Conditions 
Include: 

Note: This job description is not designed to cover or contain a comprehensive listing of activities, 
duties or responsibilities that are required of the employee. Duties, responsibilities, working 
conditions, physical demands and activities may change or new ones may be assigned at any time 
with or without notice.  
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FLEET ANALYST 
DEPARTMENT TBD 
REPORTS TO TBD 
CLASSIFICATION Exempt 
UNION Non-Union 

POSITION OVERVIEW 
The Fleet Analyst will assist in analyzing data from the GPS for company’s fleet of vehicles. The 
position will be responsible for assisting the organization with utilization of the GPS system and will 
analyze the data to improve quality and report on findings.  

ESSENTIAL JOB SKILLS/DUTIES 
 Runs reports and analyzes data from the organization’s GPS system.
 Liaisons with operations to make sure the data is correct and that the equipment is functioning

correctly.
 Analyzes reports for organizational performance.
 Provides management with continuous updates GPS reports.
 Assists with month end reporting and analysis for department.
 Performs other duties as assigned.

EDUCATION AND EXPERIENCE 
REQUIRED EDUCATION AND EXPERIENCE 

 High School or GED and 3 years of experience in fleet management or a bachelor’s degree in
related area.

 Prefer a bachelor’s degree and 2 years of fleet experience.
 Knowledge of Microsoft Office with the ability to prove intermediate to advanced Microsoft Excel

skills and have experience in multi systems.
 Must have a working knowledge of operating and capital lease structures.
 Must possess general understanding of trucks, trailers and heavy equipment.
 Requires effective oral and written communication skills, excellent interpersonal skills and

computer literacy.
 Must be able to think creatively but be a detail oriented person.
 Must be a self-starter, high energy and have the ability to organize and prioritize work.
 Ability to work well with others in a fast paced, dynamic environment.
 Ability to learn and incorporate new computer based systems.

TRAVEL REQUIREMENTS 

Travels Yes 
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Percent of Time 5% 
Overnight Required On occasion 

PHYSICAL DEMANDS 

Stationary Position Constantly 
Climb N/A 
Kneel Seldom 
Grab Frequently 
Bend Seldom 
Lift/Carry Over 5-10 lbs.
Vision 20/20 Corrected Vision
Hearing Receive detailed information if spoken to

WORKING CONDITIONS 

Wet or Humid N/A 
Working Near/On Moving Mechanical 
Parts N/A 

Working On/Near Heavy Machinery N/A 
Working in High Places N/A 
Exposed to Fumes/Airborne Particles N/A 
Exposed to Toxic or Caustic Chemicals N/A 
Outdoor Weather Conditions N/A 
Work with Electricity N/A 
Work with Explosives N/A 
Risk of Radiation N/A 
Noise Conditions N/A 
Other Environmental Conditions 
Include: 

Note: This job description is not designed to cover or contain a comprehensive listing of activities, 
duties or responsibilities that are required of the employee. Duties, responsibilities, working 
conditions, physical demands and activities may change or new ones may be assigned at any time 
with or without notice.  



ANNEX IV OPERATOR EMPLOYMENT REQUIREMENTS 

Page 108     Puerto Rico Public-Private Partnerships Authority 

HEALTH AND SAFETY REPRESENTATIVE 
DEPARTMENT TBD 
REPORTS TO TBD 
CLASSIFICATION Exempt 
UNION Non-Union 

POSITION OVERVIEW 
This position is responsible for providing Health, Safety and Environmental (HSE) support and will 
serve as a business partner working with Safety counterparts in leading HSE excellence and 
supporting HSE program development and implementation. Must be flexible and must be able to 
travel to locations on short notice. Identifies actual and potential workplace hazards and major 
incidents 

ESSENTIAL JOB SKILLS/DUTIES 
 Inspects the workplace, including any article, substance, plant, machinery or health and safety

equipment at the workplace
 Employee liaison to management for safety concerns and issues
 Investigates complaints relating to employee’s health and safety
 Recommends corrective action where environmental health and safety hazards exist
 Participates in investigation of work refusals’
 Inspects site of a critical injury or fatality at a workplace
 Obtains health and safety related information from the employer
 As reasonable necessary, inspect any document which is required
 Participates in any internal health or safety audits
 Adheres to internal standards, policies and procedures
 Performs other job-related duties as assigned

EDUCATION AND EXPERIENCE 

REQUIRED EDUCATION AND EXPERIENCE 

 High School diploma
 Minimum of 3 years experience in an Environmental or Safety position
 Strong current knowledge of federal, state, and local environmental health and safety regulations
 Proficiency using personal computers and commonly used word processing, spreadsheet and

presentation software tools
 Self-motivated and a team player
 Strong organizational and time management skills
 Able to multitask and work with little to no direct supervision
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TRAVEL REQUIREMENTS 

Travels Yes 
Percent of Time 50% 
Overnight Required Yes 

PHYSICAL DEMANDS 

Stationary Position Seldom 
Climb Frequently  
Kneel Constantly 
Grab Frequently 
Bend Seldom 
Lift/Carry Over Up to 50lbs 
Vision 20/20 Corrected Vision 
Hearing Receive detailed information if spoken to 

WORKING CONDITIONS 

Wet or Humid Frequently 
Working Near/On Moving Mechanical 
Parts Frequently 

Working On/Near Heavy Machinery Frequently 
Working in High Places Seldon 
Exposed to Fumes/Airborne Particles Seldom 
Exposed to Toxic or Caustic Chemicals Seldom 
Outdoor Weather Conditions Frequently 
Work with Electricity Seldom 
Work with Explosives N/A 
Risk of Radiation N/A 
Noise Conditions Seldom 
Other Environmental Conditions 
Include: 

Note: This job description is not designed to cover or contain a comprehensive listing of activities, 
duties or responsibilities that are required of the employee. Duties, responsibilities, working 
conditions, physical demands and activities may change or new ones may be assigned at any time 
with or without notice.  
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HUMAN RESOURCES BUSINESS PARTNER 
DEPARTMENT TBD 
REPORTS TO TBD 
CLASSIFICATION Exempt 
UNION Non-Union 

POSITION OVERVIEW 
The Human Resources Business Partner is responsible for aligning business objectives with 
employees and management. The role assesses and anticipates HR-related needs. The position 
formulates partnerships across the HR function to deliver value-added service to management and 
employees that reflects the business objectives of the organization. 

ESSENTIAL JOB SKILLS/DUTIES 
 Consults with management, providing HR guidance when appropriate
 Analyzes trends and metrics in partnership with the HR group to develop solutions, programs

and policies
 Manages and resolves complex employee relations issues; conducts investigations
 Maintains in-depth knowledge of legal requirements related to day-to-day management of

employees, reducing legal risks and ensuring regulatory compliance; partners with the Legal
department as needed/required

 Provides day-to-day performance management guidance (e.g., coaching, counseling, career
development, disciplinary actions)

 Works closely with management and employees to improve work relationships, build morale and
increase productivity and retention

 Sources applicants utilizing a variety of recruiting methods
 Prepares job postings and distributes internally and externally
 Represents the company at recruiting events
 Provides HR policy guidance and interpretation
 Implements and executes mobility programs and services supporting employee short- and long-

term transfers, assignments, country entry and domestic or international relocation
 Advises managers on mobility policies and practices; gathers and completes required

information and applications for processing
 Assists international employees with expatriate assignments and related HR matters
 Adheres to internal standards, policies and procedures
 Performs other duties as assigned

EDUCATION AND EXPERIENCE 
REQUIRED EDUCATION AND EXPERIENCE 

 Bachelor’s degree in HR or Business or 4-8 years of progressive experience in HR
 Proficient skills in the use of computer applications (MS Office)
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 Organizational and time management skills
 Strong communication skills (both oral and written)

TRAVEL REQUIREMENTS 

Travels Yes 
Percent of Time Up to 25% 
Overnight Required Yes 

PHYSICAL DEMANDS 

Stationary Position Constantly 
Climb N/A 
Kneel Seldom 
Grab Frequently 
Bend Seldom 
Lift/Carry Over 5-10 lbs.
Vision 20/20 Corrected Vision
Hearing Receive detailed information if spoken to

WORKING CONDITIONS 

Wet or Humid N/A 
Working Near/On Moving Mechanical 
Parts N/A 

Working On/Near Heavy Machinery N/A 
Working in High Places N/A 
Exposed to Fumes/Airborne Particles N/A 
Exposed to Toxic or Caustic Chemicals N/A 
Outdoor Weather Conditions N/A 
Work with Electricity N/A 
Work with Explosives N/A 
Risk of Radiation N/A 
Noise Conditions N/A 
Other Environmental Conditions 
Include: 

Note: This job description is not designed to cover or contain a comprehensive listing of activities, 
duties or responsibilities that are required of the employee. Duties, responsibilities, working 
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conditions, physical demands and activities may change or new ones may be assigned at any time 
with or without notice.  
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INFORMATION TECHNOLOGY BUSINESS PARTNER 
DEPARTMENT Information Technology 
REPORTS TO TBD 
CLASSIFICATION Exempt 
UNION Non-Union 

POSITION OVERVIEW 
The IT Business Partner (ITBP) has the overall responsibility to serve as the strategic interface with 
assigned business units or functional areas for the purpose of business technology strategy 
development, solution discovery, service management, risk management and relationship 
management. They serve a lead role in enabling the business to achieve their objectives through the 
effective use of technology. 

ESSENTIAL JOB SKILLS/DUTIES 

 Responsible for the development and implementation of solution roadmaps
 Collaborates with management to develop annual budgets for respective business areas
 Develops solution concepts and business cases for new investments
 Performs business analysis and prepares recommendations and business plans as needed
 Creates and analyzes relevant information and develops recommendations to management
 Act as the key liaison across all functional areas, the information technology department, and

outside vendors
 Possesses a broad knowledge of most technical and business resources and uses them to

effectively coordinate team members and external resources
 Oversees the launch of solutions and helps to maximize the positive impact on the organization
 Identifies, screens and evaluates new solution opportunities to address unmet (internal and

external) customer needs
 Partners with key staff members to create strategic business plans
 Possesses strong analytical skills, including an understanding of business economics and

financial resources
 Collaborates with architecture and operations teams to ensure solution compatibility with

company standards
 Adheres to internal standards, policies and procedures
 Performs other duties as assigned

EDUCATION AND EXPERIENCE 
REQUIRED EDUCATION AND EXPERIENCE 

 Bachelor’s degree (B.A. or B.S.) from a four-year college or university or
 Five years of IT and business/industry work experience
 Strong written and oral communication skills
 Strong organizational skills
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 Ability to plan strategically

TRAVEL REQUIREMENTS 

Travels No 
Percent of Time N/A 
Overnight Required No 

PHYSICAL DEMANDS 

Stationary Position Constantly 
Climb N/A 
Kneel Seldom 
Grab Frequently 
Bend Seldom 
Lift/Carry Over 5-10 lbs.
Vision 20/20 Corrected Vision
Hearing Receive detailed information if spoken to

WORKING CONDITIONS 

Wet or Humid N/A 
Working Near/On Moving Mechanical 
Parts N/A 

Working On/Near Heavy Machinery N/A 
Working in High Places N/A 
Exposed to Fumes/Airborne Particles N/A 
Exposed to Toxic or Caustic Chemicals N/A 
Outdoor Weather Conditions N/A 
Work with Electricity N/A 
Work with Explosives N/A 
Risk of Radiation N/A 
Noise Conditions N/A 
Other Environmental Conditions 
Include: 

Note: This job description is not designed to cover or contain a comprehensive listing of activities, 
duties or responsibilities that are required of the employee. Duties, responsibilities, working 
conditions, physical demands and activities may change or new ones may be assigned at any time 
with or without notice.  
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LEGAL INVESTIGATOR 
DEPARTMENT TBD 
REPORTS TO TBD 
CLASSIFICATION Exempt 
UNION Non-Union 

POSITION OVERVIEW 
The Legal Investigator will investigate matters involving issues such as corruption, financial fraud, 
international trade, political activities, and other potential criminal liability. 

ESSENTIAL JOB SKILLS/DUTIES 
 Develop investigation plans
 Conduct witness interviews, search databases, and review and manage electronic documents
 Assist in-house counsel
 Coordinate investigations among cross-functional partners within company
 Make recommendations based on investigative results, including programmatic remediations
 Performs other duties as assigned

EDUCATION AND EXPERIENCE 
REQUIRED EDUCATION AND EXPERIENCE 

 6+ years of investigative experience
 Experience researching, organizing, and investigating from initial response through conclusion
 Experience drafting investigative reports for non-law enforcement audiences
 Law enforcement investigative experience as a federal agent is preferred
 Experience conducting white-collar investigations such as financial crimes, frauds, cybercrimes,

and corruption is preferred
 Proficient skills in the use of computer applications (MS Office)

TRAVEL REQUIREMENTS 

Travels Yes 
Percent of Time 5% 
Overnight Required Occasionally 

PHYSICAL DEMANDS 

Stationary Position Constantly 
Climb N/A 
Kneel Seldom 
Grab Frequently 
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Bend Seldom 
Lift/Carry Over 5-10 lbs.
Vision 20/20 Corrected Vision
Hearing Receive detailed information if spoken to

WORKING CONDITIONS 

Wet or Humid N/A 
Working Near/On Moving Mechanical 
Parts N/A 

Working On/Near Heavy Machinery N/A 
Working in High Places N/A 
Exposed to Fumes/Airborne Particles N/A 
Exposed to Toxic or Caustic Chemicals N/A 
Outdoor Weather Conditions N/A 
Work with Electricity N/A 
Work with Explosives N/A 
Risk of Radiation N/A 
Noise Conditions N/A 
Other Environmental Conditions 
Include: 

Note: This job description is not designed to cover or contain a comprehensive listing of activities, 
duties or responsibilities that are required of the employee. Duties, responsibilities, working 
conditions, physical demands and activities may change or new ones may be assigned at any time 
with or without notice.  
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PROJECT MANAGER 
DEPARTMENT TBD 
REPORTS TO TBD 
CLASSIFICATION Exempt 
UNION Non-Union 

POSITION OVERVIEW 
This position will assist the company with overseeing and managing company projects. This includes 
developing and managing plans to achieve project milestones and to minimize costs for projects with 
a complex range of requirements. 

ESSENTIAL JOB SKILLS/DUTIES 
 Coordinating with the Operating Units and Safety to organize necessary project-specific training

for staff and to record completion (e.g., vendor, client-required training)
 Ensuring safety prequalification documents are in order for subcontractor(s)
 Working with the Construction Manager(s) to:
 Ensure staff adhere to permit requirements, work restrictions and laws
 Implement and adhere to Health Safety and Environmental Policies
 Implement and adhere to environmental requirements

 Reviewing and preparing invoices and ensuring purchase orders are input into accounting
system in a timely manner

 Managing project revenue (contract, change), and managing overhead costs
 Ensuring that the project team understands contractual scope (and out of scope) work
 Understanding the estimate and working with Project Controls and Project Accounting to create

a Day 1 Budget as required
 Monitoring costs during project execution
 Executing the forecasting process and reviewing Purchase orders and invoices
 Working with the Construction Manager to:
 Manage production rates and project performance
 Ensure transportation of staff, equipment, and materials is done efficiently

 Managing the overall project schedule, schedule updates, and informing the project sponsor and
the client of changes

 Using a schedule to manage the project, including proper revision control, with Project Controls
involvement for larger projects

 Monitoring the schedule to identify potential delays and implementing mitigation strategies with
the project team

 Ensuring the construction plan is aligned with the schedule, discuss changes if necessary, and
manage client as necessary

 Reviewing the bid schedule and creating an updated and approved baseline schedule for the
project

 Resolving and coordinating resolution of design issues as soon as possible
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 Ensuring that quality documentation (ECNs, RFIs, NCRs, etc.) are stored, submitted to the client,
and closed off in a timely manner

 Working with the Construction Manager to:
 Ensure quality documentation (e.g., QC/QA forms, completion documents, NCRs, ITPs, as-

built, etc.) is properly filled out and provided in a timely manner
 Ensure quality documentation (ECNs, RFIs, NCRs, etc.) is input into internal systems
 Ensure punch list items are completed

 Ensuring that contracts for subcontractors adhere to legal standards
 Understanding and adhering to the commercial contracts, subcontracts
 Maintaining a professional line of communication internally throughout the project
 Creating a project plan (access plan, environmental plan, safety plan, etc.)
 Leading the project start-up process, including contract and kickoff meetings
 Change management on the project, including system setup, tracking, and management
 Ensuring a proper formal dispute resolution and escalation process is implemented and followed

if needed
 Working with the Construction Manager to ensure subcontractors are performing their

contractual duties (safety, quality, change management, reporting, etc.)
 Adheres to internal standards, policies and procedures
 Performs other duties as assigned

EDUCATION AND EXPERIENCE 
REQUIRED EDUCATION AND EXPERIENCE 

 Bachelor’s degree or equivalent skills and experience
 Minimum 5 years of project management experience
 PMP designation preferred but not required
 Intermediate level of proficiency in MS Office Applications (Word, Excel, PowerPoint), Visio
 Considerable knowledge of budgeting, cost estimating, and fiscal management principles and

procedures
 Skill in organizing resources and establishing priorities
 Planning, organizing, and delegating work to achieve desired results
 Ability to simultaneously manage multiple work groups staffed with a diverse group of employees
 Knowledge of Excel spread sheets, bar graphs, and progress curves
 Excellent interpersonal skills
 Analytical and problem solving skills
 Decision making skills
 Effective verbal and listening communications skills
 Attention to detail and high level of accuracy
 Very effective organizational skills
 Planning and Scheduling for construction team
 Effective written communications skills
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TRAVEL REQUIREMENTS 

Travels Yes 
Percent of Time 50% 
Overnight Required Yes 

PHYSICAL DEMANDS 

Stationary Position Constantly 
Climb N/A 
Kneel Seldom 
Grab Frequently 
Bend Seldom 
Lift/Carry Over 5-10 lbs.
Vision 20/20 Corrected Vision
Hearing Receive detailed information if spoken to

WORKING CONDITIONS 

Wet or Humid N/A 
Working Near/On Moving Mechanical 
Parts N/A 

Working On/Near Heavy Machinery N/A 
Working in High Places N/A 
Exposed to Fumes/Airborne Particles N/A 
Exposed to Toxic or Caustic Chemicals N/A 
Outdoor Weather Conditions N/A 
Work with Electricity N/A 
Work with Explosives N/A 
Risk of Radiation N/A 
Noise Conditions N/A 
Other Environmental Conditions 
Include: 

Note: This job description is not designed to cover or contain a comprehensive listing of activities, 
duties or responsibilities that are required of the employee. Duties, responsibilities, working 
conditions, physical demands and activities may change or new ones may be assigned at any time 
with or without notice.  
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REAL ESTATE SPECIALIST 
DEPARTMENT TBD 
REPORTS TO TBD 
CLASSIFICATION Non-Exempt 
UNION Non-Union 

POSITION OVERVIEW 
The primary focus of this position is to proactively manage and address the real estate needs of the 
company. The main duties include site selection, lease negotiations, due diligence, broker 
management and stakeholder communication.  

ESSENTIAL JOB SKILLS/DUTIES 
 Contributes to the creation of building processes, methodologies, best practices as well as other

programs for the organization as needed
 Ensures effective and consistent communication with the parent company designee
 Manages broker relationships to ensure the highest quality of service delivery
 Ensures that all transactions follow Company Policy and comply with internal controls
 Utilizes internal property portfolio database to abstract all real estate contracts and warehouse

all real estate documents, maintains the integrity and accuracy of the property portfolio database
 Coordinates review of all transactions with local legal counsel, risk management and

environmental group
 Development and reconciliation of quarterly reports to ensure accuracy, development of

quarterly remaining lease obligation report for reporting, production of various portfolio reports as
needed

 Manages energy procurement initiative
 Adheres to internal standards, policies and procedures
 Performs other duties as assigned

EDUCATION AND EXPERIENCE 
REQUIRED EDUCATION AND EXPERIENCE 

 Bachelor’s degree in area of relevant experience and minimum of 5+ years’ relevant real estate
industry experience

 Computer proficiency in Microsoft Office suite, including Excel, Word and PowerPoint
 Must have experience and knowledge in financial analysis and accounting
 Demonstrated success managing multiple transactions and/or projects
 Requires effective oral and written communication skills, excellent interpersonal skills and

computer literacy
 Articulate, crisp, polished. Strong presentation skills, both internally and externally. Ability to

represent the company well with customers, partners, analysts, press, etc.
 Must be able to think creatively but be a detail oriented person
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 Must be a self-starter, high energy and have the ability to organize and prioritize work
 Ability to work well with others in a fast paced, dynamic environment
 Well respected individual with demonstrated ability to gain the trust of others
 Results oriented with solid negotiation and analytical skills
 High level of customer service skills and ability to solve problems in an effective manner
 Able to participate in meeting with all time zones
 Ability to perform within tight time constraints

TRAVEL REQUIREMENTS 

Travels Yes 
Percent of Time 10% 
Overnight Required Occasionally 

PHYSICAL DEMANDS 

Stationary Position Constantly 
Climb N/A 
Kneel Seldom 
Grab Frequently 
Bend Seldom 
Lift/Carry Over 5-10 lbs.
Vision 20/20 Corrected Vision
Hearing Receive detailed information if spoken to

WORKING CONDITIONS 

Wet or Humid N/A 
Working Near/On Moving Mechanical 
Parts N/A 

Working On/Near Heavy Machinery N/A 
Working in High Places N/A 
Exposed to Fumes/Airborne Particles N/A 
Exposed to Toxic or Caustic Chemicals N/A 
Outdoor Weather Conditions N/A 
Work with Electricity N/A 
Work with Explosives N/A 
Risk of Radiation N/A 
Noise Conditions N/A 
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Other Environmental Conditions 
Include: 

Note: This job description is not designed to cover or contain a comprehensive listing of activities, 
duties or responsibilities that are required of the employee. Duties, responsibilities, working 
conditions, physical demands and activities may change or new ones may be assigned at any time 
with or without notice.  
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RISK AND INSURANCE SPECIALIST 
DEPARTMENT TBD 
REPORTS TO TBD 
CLASSIFICATION Exempt 
UNION Non-Union 

POSITION OVERVIEW 
The Risk and Insurance Specialist is responsible for various activities relating to risk management 
finance including performing financial analysis of the company’s insurance costs and claims. 

ESSENTIAL JOB SKILLS/DUTIES 
 Enhances and contributes to strategies, tools and methodologies to measure, monitor, and

report risks
 Applies advanced knowledge to utilize or produce analytical material for discussions with cross-

functional teams to understand business objectives and influence solution strategies
 Verifies data integrity of the Risk Management Information Systems on monthly basis
 Prepares quarterly reports related to risk management and insurance required by the Accounting

department
 Maintains and establishes Risk reporting framework and documents libraries for policies along

with various risk reporting schedules, communicated to Senior Management
 Responsible for maintaining data used for all Risk analysis and reporting needs
 Responsible for communicating with Operating Units regarding risk exposures and costs

associated
 Collaborates with Risk team members to identify value-added risk projects including research,

development and implementation of risk model and forecasting tools and pricing and evaluation
of new products

 Assists Risk Management and Insurance department in the evaluation of the insurance and risk
management program of the company, including evaluation of financing alternatives to achieve
the best option for the company

 Contributes to continued improvement of risk management policies and processes
 Adheres to internal standards, policies and procedures
 Performs other duties as assigned

EDUCATION AND EXPERIENCE 
REQUIRED EDUCATION AND EXPERIENCE 

 Bachelor’s degree or equivalent in Risk Management, Finance or Business and 5+ years of
relevant experience

 Advanced user level proficiency MS Office applications with emphasis on Excel required.
 Experience in using Risk Management Information Systems preferred
 Access or other database capabilities are a plus
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 Ability to communicate effectively and with integrity across key business clients to align direction
between the category and the internal client

 Strong attention to detail and an ability to understand complex contract structures
 Effective problem solving skills
 Ability to work independently and within a team environment
 Ability to demonstrate sound judgment even in ambiguous situations
 Excellent organizational skills, ability to manage multiple projects at once, follow through and

meet deadlines

TRAVEL REQUIREMENTS 

Travels Yes 
Percent of Time 5% 
Overnight Required Occasionally 

PHYSICAL DEMANDS 

Stationary Position Constantly 
Climb N/A 
Kneel Seldom 
Grab Frequently 
Bend Seldom 
Lift/Carry Over 5-10 lbs.
Vision 20/20 Corrected Vision
Hearing Receive detailed information if spoken to

WORKING CONDITIONS 

Wet or Humid N/A 
Working Near/On Moving Mechanical 
Parts N/A 

Working On/Near Heavy Machinery N/A 
Working in High Places N/A 
Exposed to Fumes/Airborne Particles N/A 
Exposed to Toxic or Caustic Chemicals N/A 
Outdoor Weather Conditions N/A 
Work with Electricity N/A 
Work with Explosives N/A 
Risk of Radiation N/A 
Noise Conditions N/A 
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Other Environmental Conditions 
Include: 

Note: This job description is not designed to cover or contain a comprehensive listing of activities, 
duties or responsibilities that are required of the employee. Duties, responsibilities, working 
conditions, physical demands and activities may change or new ones may be assigned at any time 
with or without notice.  
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