
Amador Water Agency 
 
  

Job Title:   REGULATORY SPECIALIST 
FLSA Status:  Non-Exempt 
Approved Date:   September, 2017 
Bargaining Unit: General-AWA Employee’s Assn 
 
Classification specifications (job description) 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 direction of the Operations Manager, this single position classification is responsible for 
assisting regulatory management planning, permitting and analysis; assisting in grant applications; 
and overseeing sampling program. This position must demonstrate a high degree of proficiency in 
analyzing a wide variety of technical, complex regulatory issues that have Agency-wide implications. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be 
assigned. 
 

• Manages the activities of the Agency’s water and wastewater compliance programs; 
evaluates and recommends improvements and modifications; assists in the implementation 
of Agency goals, objectives, policies and procedures. 

• Compiles data and prepares detailed, formal reports to local, State and Federal regulations 
and legislation, including water quality, water production and treatment, wastewater 
collection, treatment and disposal and utility resource management. Prepares routine 
monthly, quarterly and annual reports as required in permits; notes inconsistencies; ensures 
correction of errors. 

• Performs complex computerized data analyses and programming; trains staff in local, State 
and Federal and legislation. 

• Coordinates responses, orally and in writing to Water Boards, Amador County Environmental 
Health, Amador Air District, Board staff inquiries, notices and compliance related requests. 

• Assists staff with training regarding regulatory compliance and changes; coordinates with 
staff to update facility operational documents and procedures to ensure compliance with new 
regulations. 

• Assists in the performance of special studies or data analysis to support the work of others 
for reports or grant applications. Assists with preparation of permit support documentation for 
new or revised permits. 

• Interacts with State Regulatory Compliance personnel on permitting and compliance issues; 
conducts site visits of Agency facilities and assists with preparation of responses to inquiries, 
notices and inspections from State Agency personnel. 

• May exercise limited supervision over personnel, vendors, contractors and/or subcontractors 
depending on the nature of assigned projects. 

• Maintains records of water quality, laboratory analyses and regulatory compliance. 
• Coordinates with other government and outside agencies to obtain data to create the annual 

Consumer Confidence report for the Agency and its wholesalers. 
• Coordinates and maintains the Cross Connection testing program. 



• Coordinates with contracted laboratory for ordering, receiving and shipping of required 
analysis. 

• Provides administrative support to the Operations Manager and as delegated by the 
Operations Manager support supervisors and all field staff within the operations department. 

• Project Manager of CMMS system. 
• Coordinates and oversees posting for Social Media and Website with regards to projects, 

Regulatory Notices, such as Boil Advisories and Lifts for shutdowns and repairs as well as 
on-going work the Agency is involved in. 

 
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, SKILLS AND ABILTIES 

• Principles and practices of project management, policy development and implementation 
• Applicable State and Federal laws, codes and regulations 
• Computer applications appropriate to the work including excellent word processing, 

spreadsheet, maintenance management, 10-key and data entry skills and internet use. 
• English language usage, spelling, grammar and punctuation 
• Analytical-synthesizes complex or diverse information; collects and researches data. 
• Problem Solving – identifies and resolves problems in a timely manner; gathers and analyzes 

information; develops alternative solutions; works well in a group problem solving situation; 
uses reason even when dealing with emotional topics 

• Responds promptly to customer needs, internal and external, soliciting feedback to improve 
service 

• Focuses on solving conflict, not blaming others; maintains confidentiality; listens to others 
without interrupting; keeps emotions under control; remains open to others’ ideas; looks for 
efficiencies and tries new solutions 

• Listens and gets clarification; responds well to questions; demonstrates group presentation 
skills; participates in meetings. 

• Writes clearly and informatively; varies writing style to meet needs; presents numerical data 
effectively. 

• Exhibits objectivity and openness to others’ views; gives and welcomes feedback; contributes 
to building a positive team spirit; puts success of the team above own interests; supports 
everyone’s effort to succeed 

• Prioritizes and plans work activities; uses time efficiently; plans for additional resources; sets 
goals and objectives; develops realistic action plans; meets commitments 

• Approaches others in a professional, tactful manner; reacts well under pressure; treats others 
with respect and consideration regardless of their status or position; accepts responsibility for 
own actions; follows through on commitments 

• Demonstrates accuracy and thoroughness; looks for ways to improve and promote quality; 
applies feedback to improve performance; monitors own work to ensure quality 

• Observes safety and security procedures; reports to management direction; takes 
responsibility for own actions; keeps commitments; completes tasks on time or notifies 
appropriate person with an alternate plan 

• Undertakes self-development activities; seeks increased responsibility; asks for and offers 
help when needed 

 
 



EDUCATION and/or EXPERIENCE  
High School Diploma or GED; Five (5) years of increasingly responsible related experience and 
training directly related to public agencies; water treatment, water distribution and wastewater; or 
equivalent combination of education and experience. Desired course work/training in: water 
sampling, lab analysis/techniques, backflow/cross connection, water contaminents, and current 
water/wastewater regulations (Title 22/EPA) 
 
CERTIFICATES, LICENSES, REGISTRATIONS  
Possession of a valid State Water Resources Control Board Water Treatment Grade II and Water 
Distribution Operator Grade II. A valid California Driver's License with a continuing acceptable 
driving record.   
 
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 is regularly required to sit; use hands to finger, 
handle, or feel; and talk or hear.  The employee frequently is required to reach with hands and arms.  
The employee is occasionally required to stand; walk; climb or balance; stoop, kneel, crouch, or 
crawl; and taste or smell.  The employee must frequently lift and/or move up to 50 pounds.  Specific 
vision abilities required by this job include close vision, and ability to adjust focus. 
 
WORK ENVIRONMENT  The work environment characteristics described here are representative of 
those an employee encounters while performing the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 
 
 
While performing the duties of this job, the employee is occasionally exposed to field and treatment 
plant facilities, including outside elements, machinery, and chemicals. The typical work environment 
is within an office.  The noise level in the work environment is usually moderate. 
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