
 

BIRCH BAY WATER & SEWER DISTRICT 
 

Job Title:  Field Support Specialist 
 
General Function:  Under supervision of the Operations Manager, inspects and approves water and 
sewer installations to ensure compliance with District construction standards, administers and monitors 
the District’s cross connection prevention program, responds to customer service requests, and 
provides support for water and sewer departments as necessary.   
 
Minimum Qualifications: 
1. High school graduate or equivalent. 
2. Two years’ practical experience or formal education in water/sewer line installation, inspection and 

maintenance, drafting and blueprint reading. 
3. Ability to function effectively independently and/or as a team member and communicate 

effectively with the public and District employees. 
4. Working knowledge of water distribution and sewer collection systems.   
5. Valid Washington State Driver’s License with a good driving record. 
6. Ability to obtain First Aid /CPR certification. 
7. Ability to obtain Department of Labor and Industries Flagging Traffic Control Card. 
8. Ability to obtain CDL certification. 
9. Non-smoker. 
10. Ability to obtain WDM I certification within 12 months 
11. Computer Proficiency – General operation, navigation, Email, Office, drawing programs 
12. Ability to perform physically-demanding manual labor, work in confined areas and trenches in 

extreme weather, and lift 50 lbs.  
13. Ability to pass background and security check. 
14. Ability to obtain Cross Connection Control Specialist certification within 6 months.    
 
Desirable Qualifications: 
1. Familiarity with large motorized equipment such as backhoes, pickups, trailers, service trucks, 

hydro-excavator, dump trucks, boom trucks, excavators, and related equipment. 
2. GIS software and data entry proficiency.  
3. Commercial Driver’s License (CDL) 
 
Essential Duties and Responsibilities: 
1. Reviews and inspects developer extensions (for smaller projects) and other water and sewer system 

and side sewer projects for conformity with District standards and/or contract documents.  
2. Recommends approval/disapproval of water and sewer projects for Engineering review.  
3. Record and maintain inspection information accurately, in both paper and electronic form. 
4. Prepare and issue side sewer permits to property owners and/or contractors, and documents related 

fees per District procedures. 
5. Provides information to property owners and/or contractors about District water and sewer 

availability and installation standards, procedures and fees. 
6. Issues water and sewer availability letters (subject to review by an Engineer).   
7. Coordinate with Whatcom County for projects within the public right-of-way. 
8. Provide locates and coordinate with One-Call System to prevent damage to District facilities. 
9. Provide general support, including physical labor, lock-off/turn-on, and on-call assistance to water 

and sewer department field crews.  



 

10. Provide on-call support for Water department on a regular, scheduled basis. 
11. Provide GIS marking, location, and mapping assistance  
12. Work with Computer software systems, including MS Office (or similar) software, billing, GIS, 

and drawing-related software (i.e. CAD, paint, MS Draw) 
13. Respond to customer service requests and complaints as necessary for both water and sewer 

departments. 
14. Follow District policies and procedures and other applicable rules and regulations. This includes 

but is not limited to national and state water quality standards and established safety procedures. 
15. Operate and maintain small equipment such as hydraulic tools, power cut-off saws, chain saws, 

tapping machine, and air compressor.  
16. Read and work with meters and meter-reading systems and software 
17. Administer and monitor the District’s Cross Connection Control program, including surveys, 

record-keeping, inspections, reports and notifications, and customer contact & education. 
18. Provide assistance as necessary to produce District’s annual water reports and public outreach 

program literature, such as the Water Use Efficiency report and Consumer Confidence Report.   
19. Work with 3rd Party inspectors and engineers on large projects to ensure that necessary inspections 

are conducted properly and in accordance with District procedures and requirements.  
20. Serve as the District’s Industrial Hygiene and Safety Liaison. Monitor employee and contractor 

projects to ensure work is conducted safely. Provide training, and assist Operations Manager with 
Safety Meetings, accident review, and other safety-related concerns.  

21. Other duties as assigned 
 
Non-essential duties may include: 
1. Emergency or infrequent operation of equipment such as backhoes, excavator, trailers, service 

trucks, hydro-excavator, dump trucks, boom trucks, forklifts, and related equipment. 
2. GIS and GPS software setup, management, and rigorous data entry  
 
Licensing and certification: 
 
Possess and Maintain:  
1. Valid Washington State Driver’s License 
Within 12 months of hire, obtain and maintain: 
1. Cross Connection Control Specialist Certification 
2. Washington State CPR/First Aid Card 
3. Washington State Traffic Control Certification (Flagging Card)  
 
Working Conditions 
Duties are performed in both an office/desk environment and in the field with exposure to adverse 
weather conditions, loud noise, and hazards from automobile traffic and construction sites. Subject to 
24-hour call back/standby as assigned to resolve customer issues and/or provide emergency 
maintenance or repairs after normal working hours.  
 
Physical Requirements 
This position typically requires climbing, balancing, stooping, kneeling, crouching, crawling, walking, 
reaching, standing, lifting, finger dexterity, taking, hearing, seeing and repetitive motions, lifting up to 
50 lbs infrequently and 10-20 lbs on a more regular basis. Position may require work after hours and in 
excess of 8 hours/day or 5 days/week. Traveling, and attending meetings and training after business 
hours will be required. Public speaking or otherwise representing the District in a public manner may 
be required.  


