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AMADOR WATER AGENCY 
 

 
Job Title:         METER READER/CUSTOMER SERVICE TECH  
Department:  Administration 
Approved By:  General Manager 
Approved Date:  April 23, 2015 
FLSA Status:  Non-Exempt – AWA Employees Association 
 
Classification specifications (job descriptions) are intended to present a descriptive summary of 
the range of duties and responsibilities performed by an incumbent in the classification.  
Specifications are intended to outline the minimum qualification for entry into the classification and 
not intended to reflect all duties and responsibilities of an incumbent in the classification. 
 
SUMMARY  
Under general supervision, perform meter reading duties; assist customer service with routine 
turn on and offs, door tags, leak reports; and assist with the Conservation Plan/Water Audit 
Program. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be 
assigned. 
 
Meter Reading: 
1. Walks or drives company vehicle over established routes. 
2. Perform monthly meter reads of residential, irrigation, commercial and industrial meters on an 

assigned rotating route. 
3. Enter Reads into automated, portable usage recorder by hand or by wand or other meter 

reading equipment. 
4. Perform routine maintenance of vegetation removal around meter boxes to ensure 

accessibility; visibility and safety. 
5. Inspects meters and connections for defects, leaks, malfunctions and unauthorized 

connections. 
6. Records irregularities for action into handheld unit and/or tablet. 
7. Verifies readings to locate abnormal usage and records reasons if known. 
8. Enters information into computer system. 
 
Customer Service Tech: 
1. Responds to requests for meter turn-ons and turn-offs. 
2. Performs monthly door tag and shut off for non-payment. 
3. Answers and/or informs customers of observed leaks, service problems and general 

information in a tactful, professional, respectful manner in order to enhance customer 
relations; refers customer to appropriate department or individual if needed. 
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4. As assigned, assist with Conservation Plan/Water Audit Program. 
 
QUALIFICATIONS   
To perform this job successfully, an individual must be able to perform each essential duty 
satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or 
ability required. Reasonable accommodations may be made to enable individuals with disabilities 
to perform the essential functions. 
 
Knowledge of: 
1. Basic arithmetic and recordkeeping 
2. Basic knowledge of the Agency’s service area. 
3. Safety work methods and personal Protective Equipment (PPE) as related to the job. 
4. Read and transcribe numbers accurately; ability to count and measure. 
5. Use electronic meter reading and inventory equipment.  
6. Principles and practices of effective customer service.  
7. Microsoft Office Suite programs for word processing and spreadsheets.  
8. Standard business practices such as letter writing, report writing, preparing informational 

materials in visual formats.  
9. English language usage, spelling, grammar, and punctuation. 
 
Ability to:  
1. Adhere to Agency policies and procedures. 
2. Maintain Agency vehicle, tools and equipment properly. 
3. Maintain physical condition appropriate to the performance of assigned duties and 

responsibilities. 
4. Read maps, system diagrams, instructions, work orders, safety and operation manuals, 

letters, reports, memos and messages. 
5. Write notes, memos, messages and complete forms, reports and documents. 
6. Uses time efficiently and productively to complete assigned tasks. 
7. Looks for opportunities to improve processes and efficiencies. 
8. Takes responsibility for own actions, communicates with supervisor on a routine basis. 
 
PHYSICAL DEMANDS   
The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job. Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions. 
 
While performing the duties of this job, the employee regularly works in outside weather 
conditions; is required to stand and walk for extended periods; walk, climb and negotiate uneven 
terrain; use hands and fingers to handle or feel objects, tools and controls; reach with hands and 
arms, stoop, kneel, crouch, or crawl and talk and hear; deal with aggressive animals and 
exposure to poison oak; drive a vehicle in all weather conditions.  Specific vision abilities required 
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by this job include close vision and the ability to adjust focus. 
 
The employee must frequently lift and/or move up to 50 pounds and occasionally lift and/or move 
up to 100 pounds. 
 
WORK ENVIRONMENT 
The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job. Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions.  
 
While performing the duties of this Job, the employee is regularly exposed to outside weather 
conditions. The employee is frequently exposed to moving mechanical parts. The employee is 
occasionally exposed to high, precarious places. The noise level in the work environment is 
usually moderate. 
 
This job specification should not be construed to imply that these requirements are the exclusive 
standards of the position. Incumbents will follow any other instructions, and perform any other 
related duties, as may be required. 
 
OTHER REQUIREMENTS 
Education/Certifications 
High school diploma or general education degree (GED); any combination of education and 
experience providing the required qualifications for successful performance of the position.  A 
typical way to obtain these would be one year of utility meter reading experience. 
 
CERTIFICATES, LICENSES, REGISTRATIONS  
Possession of a valid California driver's license and a continuing acceptable driving record.   
 
 
 
 
 
 


