CITY OF SAN BERNARDINO MUNICIPAL WATER DEPARTMENT

AGENDA
REGULAR MEETING
BOARD OF WATER COMMISSIONERS
Tuesday, MAY 3, 2016 — 9:30 a.m.
MARGARET H. CHANDLER WATER RECLAMATION PLANT
399 CHANDLER PLACE
San Bernardino, California

BOARD OF WATER COMMISSIONERS STACEY R. ALDSTADT
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ROBIN L. OHAMA
Deputy General Manager
MIGUEL GUERRERO, P.E.
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TERRI WILLOUGHBY
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JENNIFER L. SHEPARDSON
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Regulatory Compliance

TONI CALLICOTT
President

Commissioners
LOUIS A. FERNANDEZ
WAYNE HENDRIX, P.E.

JUDITH VALLES
DAVID E. MLYNARSKI

“Trusted, Quality Service since 1905

Welcome to a meeting of the Board of Water Commissioners of the City of San Bernardino.

e The City of San Bernardino Municipal Water Department recognizes its obligation to provide equal access to those individuals with

disabilities. Please contact the General Manager’s Office (909-384-5191) two working days prior to the meeting for any requests for
reasonable accommodation, to include interpreters.

e All documents for public review are on file with the Water Department located on the 5th floor of City Hall, 300 North “D” Street.

San Bernardino or may be accessed online at http://www.ci.san-bernardino.ca.us/water/newsalerts/agendas n minutes.asp

e DPlease turn off or mute your cell phone while the meeting is in session.

>

e Any member of the public desiring to speak to the Board of Water Commissioners concerning any matter not on the agenda, but
which is within the subject matter jurisdiction of the Board of Water Commissioners, may address the body at the end of the
meeting during the period reserved for public comments. Said total petiod for public comments shall not exceed forty-five (45)
minutes, unless such time limit is extended by the Board of Water Commissioners. A three-minute limitation shall apply to each
member of the public, unless such time limit is extended by the Board of Water Commissioners. No member of the public shall be
permitted to “share” his/her three minutes with any other member of the public.

e The Board of Water Commissioners may refer any item raised by the public to staff for appropriate action or have the item placed
on the next agenda of the Board of Water Commissioners. However, no other action shall be taken nor discussion held by the
Board of Water Commissioners on any item which does not appear on the agenda unless the action is otherwise authorized in
accordance with the provisions of subdivision (b) of Section 54954.2 of the Government Code.

e Public comments will not be received on any item on the agenda when a public hearing has been conducted and closed.

CALL TO ORDER: a.m./p.m.

Attendee Name Present Absent Late Arrived
President Toni Callicott

Commissioner Louis Fernandez

Commissioner Wayne Hendrix

Commissioner Judith Valles

Commissioner David E. Mlynarski
General Manager Stacey Aldstadt

Deputy General Manager Robin Ohama
Director of WRP John Claus

Director of WU Miguel Guerrero
Director of Finance Terri Willoughby
Director of ERC Jennifer Shepardson




Regular Meeting Agenda May 3, 2016
OTHERS:
1. CLOSED SESSION: a.m./p.m.

Pursuant to Government Code Section(s):

A.

Conference with legal counsel — existing litigation — pursuant to paragraph (1) of
subdivision (d) of Government Code Section 54956.9: I Re City of San Bernardino,
California, United States Bankruptcy Court, Central District of California (Riverside),
Case No. 6: 12-bk-28006-MJ. City of San Bernardino v. San Bernardino V' alley Municipal
Water District, et al., San Bernardino County Superior Court Case No. CIVDS1605532.

Conference with legal counsel — anticipated litigation — significant exposure to
litigation pursuant to paragraph (2) or (3) of subdivision (d) of Government Code
Section 54956.9.

Conference with legal counsel — anticipated litigation — initiation of litigation —
pursuant to paragraph (4) of subdivision (d) of Government Code Section 54956.9.

Public Employment pursuant to Government Code Section 54957.

Consultation with legal counsel and security consultant on matters posing a threat to
the security of essential public services, including water, drinking water, and
wastewater treatment pursuant to Government Code Section 54957.

Conference with labor negotiator — pursuant to Government Code Section 54957.6.

END OF CLOSED SESSION
RECONVENE MEETING

CALL TO ORDER: a.m./p.m.

Attendee Name Present Absent Late Arrived

President Toni Callicott

Commissioner Louis Fernandez

Commissioner Wayne Hendrix

Commissioner Judith Valles

Commissioner David E. Mlynarski

General Manager Stacey Aldstadt

Deputy General Manager Robin Ohama

Director of WRP John Claus

Director of WU Miguel Guerrero

Director of Finance Terri Willoughby

Director of ERC Jennifer Shepardson

OTHERS:

City of San Bernardino Board of Water Commissioners
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Regular Meeting Agenda May 3, 2016

2. ANNOUNCEMENTS BY MEMBERS OF THE BOARD OF WATER COMMISSIONERS:

3. CONSENT CALENDAR

MOTION: That the motions indicated by consent calendar items 3A through 3F be
adopted, except for

MOTION: SECONDED:

A. WAIVE FULL READING OF RESOLUTIONS

MOTION: That full reading of the resolutions on the regular or supplemental
agendas of the Board of Water Commissioners be waived.

B. PAYROLL

MOTION: Approve the payroll for the pay period April 18, 2016 through May 1,
2016.

C. CONTRACTS AND BILLS

MOTION: Approve the payment of contracts and bills to be presented at this
meeting.

D. MINUTES

MOTION: Approve the minutes of the meetings of April 19, 2016 of the Board
of Water Commissionets.

E. PERSONNEL ACTIONS

1. APPOINTMENT: Francisco Vega, Engineering Student Intern, Section 3060,
Range 100T, effective May 2, 2016. This position is in the budget and based on
the needs and staffing for this section, the position is still justifiable under the
budget.

2. PROMOTION: Kimberly Bandel, Accounting Technician, Range 132, to the
position of Senior Accounting Technician, Range 140, ratify effective April 18,
2016. This position is in the budget and based on the needs and staffing for this
section, the position is still justifiable under the budget.

3. REVISED JOB DESCRIPTION FOR CUSTOMER SERVICE SUPERVISOR:
The Board originally approved the job description for Customer Service

Supervisor on September 6, 1974. Revisions were approved on April 19, 1983,
May 15, 2001, and January 18, 2013.

The Customer Service Supervisor positions perform critical functions vital to the
operations of the Administrative Service division. These positions oversee
medium to large staffing units including Customer Service, and Central Cashiering,
and ensure quality customer service to the Department’s customers and the general

public.

City of San Bernardino Board of Water Commissioners Page 3
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In order to attract a larger pool of qualified candidates for the Customer Service
Supervisor position, the minimum experience requirements have been revised and
the job description has been updated to remove refuse services from the duties
since this service has been outsourced by the City.

Due to the recent Civil Service Board action eliminating Oral Board interviews
from the recruitment process, the testing standards have been revised to reflect
this change. The salary range will remain the same at 258.

Staff requests the Board approve the revised job description for Customer Service
Supervisor (51723), Mid-Management Unit, FLSA Exempt Status, Range 258.

MOTION: Approve the Personnel Actions as submitted.

F. NOTICE OF COMPLETION — CONTRACT NO. 1566 — OVERHAUI. OF
WAUKESHA VHP MODEI DIGESTER GAS FUELED PRE-CHAMBERED
SPARK IGNITED ENGINES PROJECT: The final acceptance date of July 9,
2015, direct staff to file a Notice of Completion, and release the retention in
accordance with Contract No. 15606.

MOTION: Approve the Notice of Completion as submitted.
END OF CONSENT CALENDAR

4. ADDITIONS TO THE AGENDA: (if any) in accordance with Section 54954.2 (b) (2) of
the Government Code (Brown Act), a two-thirds vote (or a unanimous vote if less than two-
thirds are present) is required to add an item for action provided that there is a need to take
immediate action and that the need for action came to the attention of the agency after the
agenda was posted.

MOTION: Approve an additional item(s) to be added to the agenda in accordance with
Government Code Section 54954.2(b) (2).

MOTION: SECONDED:

5. CLAIMS SETTLEMENTS — QUARTERLY REPORT: In accordance with Policy 20.090 —
Claims Handling, the Environmental and Regulatory Compliance Division has prepared the

Quarterly Claims Settlements Report detailing all claims processed for the period of
JANUARY 2016 through MARCH 2016. (INFORMATION ITEM ONLY)

6. PRESENTATION OF SERVICE AWARDS: Employee service awards will be presented
acknowledging employees for their years of service to the Department.

7. REPORTS:

A. Report of the President:

City of San Bernardino Board of Water Commissioners Page 4
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B. Report of the Commissioners:

C. Report of the Directors:

D. Report of the General Manager:

8. PUBLIC COMMENTS ON ITEMS NOT ON THE AGENDA:

9. ADJOURNMENT: The meeting adjourned at am./p.m.

NOTE: The next regular meeting of the Board of Water Commissioners is scheduled for
9:30 a.m., May 17, 2016 in the Margaret H. Chandler Water Reclamation Plant Conference
Room, 399 Chandler Place, San Bernardino, California, 92408.

City of San Bernardino Board of Water Commissioners Page 5



MINUTES
BOARD OF WATER COMMISSIONERS
OF THE CITY OF SAN BERNARDINO

REGULAR MEETING
April 19, 2016
Water Reclamation Plant Conference Room
399 Chandler Place
San Bernardino, California
9:30 a.m.

The Regular Meeting of the Board of Water Commissioners of the City of San Bernardino was called
to order by President Callicott at 9:30 a.m. on April 5, 2016 in the Water Reclamation Conference
Room, 399 Chandler Place, San Bernardino, California.

ROLL CALL: Roll call was taken by the Secretary with the following being present: President
Callicott; Commissioners Valles, Fernindez, Hendrix, and Mlynarski; staff Aldstadt, Ohama, Claus,
Guettero, Shepardson, and Willoughby; Steven Graham, City Attorney’s Office; Patrick Sanchez, Sr.
Business Systems Analyst; Amy Smith, Executive Secretary. '

Members of the Public: Jose Martinez, East Valley Water District
James Morales, East Valley Water District — 9:35 a.m.

1. CLOSED SESSION: President Callicott adjourned the Regular Meeting of the Board of
Water Commissioners to a Closed Session. At 10:04 a.m., the Regular Meeting of the Board
of Water Commissioners was recessed and a Closed Session was called to order in accordance
with the following Government Code Sections:

A Conference with legal counsel — existing litigation — pursuant to paragraph (1) of
subdivision (d) of Government Code Section 54956.9: In Re City of San Bernardino,
California, United States Bankruptcy Court, Central District of California (Riverside),
Case No. 6: 12-bk-28006-M]. City of San Bernardino v. San Bernardino Valley Municipal
Water District, et al., San Bernardino County Superior Court Case No. CIVDS1605532.
No action was taken at this time.

ROLL CATL: Roll call was taken with the following present: President Callicott;
Commissioners Valles, Fernandez, Hendrix, and Mlynarski; staff Aldstadt, Ohama, Claus,
Guettero, Shepardson, and Willoughby; Steven Graham, City Attorney’s Office; Amy Smith,
Executive Secretary.

ADJOURN CILOSED SESSION: At 10:54 a.m., the Closed Session of the Board of Water
Commissioners adjourned to the Regular Meeting of the Board of Water Commissioners in
the Water Department Board Room.

ROLL CALL: Roll call was taken by the Sectetary with the following being present: President
Callicott; Commissioners Valles, Fernindez, Hendrix, and Mlynarski; staff Aldstadt, Ohama,
Claus, Guertero, Shepardson, and Willoughby; Steven Graham, City Attorney’s Office; Amy
Smith, Executive Secretary.
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ANNOUNCEMENTS BY MEMBERS OF THE BOARD OF WATER

COMMISSIONERS: None

CONSENT CALENDAR: Upon motion by Commissioner Valles, duly seconded by
Commissioner Ferniandez, it was voted to approve the following Consent Calendar, Agenda
Items 3A through 3G:

A.

WAIVE FULL READING OF RESOLUTIONS: Waive full reading of the
resolutions on the regular or supplemental agendas of the Board of Water
Commissionets.

PAYROIL
Water Fund Sewer Fund Total
Claims: 269163-269639
Accounts Payable $646,422.45 $837,075.18 $1,483,497.63
Gross Payroll: 03/07/16-
03/20/16 248,317.53 182,841.77 431,159.30
TOTALS $894,739.98 $1,019,916.95 $1,914,656.93

Payroll for the pay period March 21, 2016 through April 17, 2016.

CONTRACTS AND BILLS: Contracts and bills presented at this meeting.
MINUTES: April 5, 2016

PERSONNEL ACTION - APPOINTMENT: John Ericson, Water Utility Worker I,
Section 3024, Range 132, effective April 18, 2016. This position was in the budget and

based on the needs and staffing for this section, the position was justifiable under the
budget.

NOTICE OF COMPLETION — CONTRACT NO. 1633 — PERIMETER ROAD
PUMP STATION UPGRADES PROJECT (CO 10701): The final acceptance date of
February 17, 2016. The Board directed staff to file a Notice of Completion, and
release the retention in accordance with Contract No. 1633.

NOTICE OF COMPLETION — CONTRACT NO. 1637 — CHANDLER PLACE
AND “E” STREET TRAFFIC SIGNAIL AND STREET IMPROVEMENTS
PROJECT (EPN 2013-008): The final acceptance date of February 29, 2016. The
Board directed staff to file a Notice of Completion, and release the retention in
accordance with Contract No. 1637.

END OF CONSENT CALLENDAR

ADDITIONS TO THE AGENDA: None.

EXTENSION NO. 1 TO CONTRACT NO. 1628 — ANNUAL CONTRACT FOR

PAVEMENT REPAIR AND RESURFACING SERVICES — GM SAGER

CONSTRUCTION CO., INC. AND HARDY & HARPER, INC.: The Board of Water

Commissioners entered into a one-year contract, Contract No. 1628, with G.M. Sager

Page 2
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Construction Co., Inc. (GM Sager) as Primary Contractor, and Hardy & Harper Inc. (Hardy &
Harper) as Secondary Contractot, for Annual Pavement Repair and Resurfacing Services. This
contract had a provision for one (1) additional one (1) year extension.

Extension No. 1 was prepared which will extend the contract from June 1, 2016 to May 31,
2017 under the same terms and conditions. This would be the final extension for Contract
No. 1628.

Upon motion by Commissioner Hendrix, duly seconded by Commissioner Valles, it was
unanimously voted to approve Extension No. 1 to Contract No. 1628 with G.M. Sager
Construction Co., Inc. and with Hardy & Hatper, Inc., extending the contract from June 1,
2016 to May 31, 2017 under the same terms and conditions. The President and Secretary were
authorized to execute the extensions.

MEMORANDUM OF UNDERSTANDING REGARDING LLAND DESIGNATION OF
1350 SOUTH “E” STREET AND STERLING PROPERTIES: At the February 16, 2016
joint regular meeting of the Mayor and Common Council (MCC) of the City of San
Bernardino, the MCC acting as the Successor Agency to the Redevelopment Agency of San
Bernardino (Successor Agency) adopted a resolution to authorize the transfer of certain real
propetty assets from the Successor Agency to the City of San Bernardino (City). Included in
this transfer was the property located in the City at 1350 South “E” Street (“E” Street

Property).

At the March 21, 2016 joint regular meeting of the MCC, the MCC adopted a resolution to
designate the “E” Street Property for Department use, remove the property located east of
North Sterling Avenue and notth of Foothill Drive for Department use, and authorize the City
Manager to execute a Memorandum of Understanding (MOU) between the MCC and the
Board of Water Commissioners regarding the land designations.

Upon motion by Commissioner Hendrix, duly seconded by Commissioner Valles, it was
unanimously voted to approve the “E” Street Property and Sterling Property land
designations. The President and Sectetary were authorized to execute the Memorandum of
Understanding,.

WATER SUPPLY ASSESSMENT — WATERMAN AND BASELINE NEIGHBORHOOD
TRANSFORMATION PLAN : Senate Bills 610 and 221 amended state law, effective January
1, 2002, to improve the linkage between certain land use decisions made by cities and counties,
and the cotrelative water supply availability. Both statutes required detailed information
regarding water supply availability and reliability, with respect to certain development projects,
to be included in the administrative recotd to serve as evidentiary basis for an approval action
by the city or county for such projects. SB 610 and 221 have been codified in Water Code
§109 et. seq.

Water supply teliability was assessed through Water Supply Assessments (WSA) which must
be furnished to local governments for inclusion in any environmental documentation for
certain types of projects and subject to the California Environmental Quality Act (CEQA).
The primaty source document for a WSA was typically a water supplier’s adopted Urban
Water Management Plan (UWMP).
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On February 10, 2016, the Water Department received a letter from the City’s Community
Development Department requesting the preparation of a WSA for the Waterman and
Baseline Neighbothood Transformation Plan (Project). The project applicant, National
Community Renaissance (National Core), previously submitted the proposed development to
the City.

Commissioner Mlynarski recused himself from this item due to a possible conflict of interest.

Upon motion by Commissioner Valles, duly seconded by Commissioner Fernandez, it was
unanimously voted to approve the resolution adopting the WSA for the Waterman and
Baseline Neighborhood Transformation Plan.

APPROVAL OF WAIVER OF CONFLICT PERTAINING TO WATER AND SEWER
FINANCING: On April 5, 2016, the Boatd of Water Commissioners approved an agtreement
with Orrick, Herrington & Sutcliffe LLP (Otrick) to serve as bond counsel in the proposed
2016 Water and Sewer Financing. It was brought to staff’s attention that Orrick also served as
legal counsel for the Department’s chosen underwriting firm, Raymond James, which created a
conflict.

It was determined that none of the work petformed on behalf of the Department would be
petformed by the attorneys who represent Raymond James, and none of the attorneys
tepresenting Raymond James would perform wotk for the Department in conjunction with
the financing.

Upon motion by Commissioner Valles, duly seconded by Commissioner Fernandez, with
Commissioner Mlynarski opposing the motion, it was voted to approve the Waiver of Conflict
Pertaining to Water And Sewer Financing. The General Manager was authorized to sign on
behalf of the Department.

WATER RATE ADJUSTMENT: On January 5, 2010, the Board of Water Commissioners
approved a three-step water rate increase, the last of which was effective January 1, 2012. As
patt of staff’s FY 2013/14 budget presentation, staff expressed the need to establish updated

water revenue requirements .

In June 2013, the Department retained SAIC Energy, Environment & Infrastructure, LLC,
now known as Leidos, to, among other tasks, update revenue requirements for the water fund.
In 2014, the Board approved an additional contract with FG Solutions, to complete an update
to the rate study. In 2015, staff directed Leidos to rework the rate structure so that the
Minimum Monthly Charge more fully covers the Water Utlity’s fixed costs. Adjustments were
also made to the conservation chatge based on expected increases in the cost of water
production.

A substitute motion to set a wotkshop to discuss a water rate adjustment on May 17, 2016 at
the next Board of Water Commissioners Regular Meeting was put forth to the Board.

Upon motion by Commissioner Mlynarksi, duly seconded by Commissioner Fernandez, it was
unanimously voted to apptove a wotkshop to discuss a water rate adjustment for Tuesday,
May 17, 2016, at the next Board of Water Commissioners Regular Meeting.
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10.

11.

12.

13.

BY:

MARCH 2016 DROUGHT MONITORING REPORT: This report continued to monitor
and track the effects of the ongoing drought by monitoring groundwater levels in select wells
located in the Department’s service area. The Board implemented Stage IIA extreme
mandatory restrictions as a result of the State Water Resources Control Board (SWRCB)
emergency regulations. (INFORMATION ONLY)

REPORTS:
A. Report of the President: None
B. Report of the Commissioners: None
C. Report of the Directors:
Ditector Willoughby informed the Board that an overview of the Fiscal Year 2016/17
Operating and Capital Improvement Projects Budget will be presented at an upcoming

Board of Water Commissioners meeting.

Director Claus informed the Board that our draft Environmental Impact Report on
the Clean Water Factory is posted in the Water Reclamation Plant lobby.

D. Reportt of the General Manager: None

PUBLIC COMMENTS: This is the time specified for public comments concerning specific
items not on the agenda or matters of general interest. There being none, the matter was
closed.

ADJOURN MEETING: The meeting adjourned at 10:55 a.m. to the next Regular Meeting
to be held on Tuesday, May 3, 2016, at 9:30 a.m. in Margaret H. Chandler Water Reclamation
Plant Conference Room, 399 Chandler Place, San Bernardino, California, 92408.

BY:

TONI CALLICOTT
President

ROBIN L. OHAMA
Deputy City Clerk & Ex-Officio Secretary
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CITY OF SAN BERNARDINO |
MUNICIPAL WATER DEPARTMENT  =eore oo

BOARD OF WATER COMMISSIONERS
STAFF REPORT
TO: Stacey R. Aldstadt
FROM: Miguel J. Guerrero

SUBJECT: PERSONNEL ACTION - APPOINTMENT OF FRANCISCO VEGA TO
ENGINEERING STUDENT INTERN (SECTION 3060)

DATE: May 2, 2016

COPIES: Greg Gage, Sally Duran, Human Resources

BACKGROUND:

A vacancy exists in the Engineering Section 3060 for Engineeting Student Intern. Interviews for
this position were conducted on March 23, 2016 by Greg Gage, Julie Abinto, and Francisco Lopez-
Jimenez. I have reviewed the needs of and staffing for this section and believe, based on those, that
the position is still justifiable under the budget. The panel is recommending the appointment of
Francisco Vega to fill this position.

RECOMMENDATION:

Staff tecommends that the Board of Water Commissioners make the following motion:

Approve the appointment of Francisco Vega to Engineering Student Intern,
Range 100T, effective May 2, 2016.

Respectfully submitted,

gfrr %’zf‘"‘ o

Migue% . Guertrero, P.E.
Director, Water Utility

MJG:aew

Agendaltem 3F1

W:\3010 WU Administration\WUPersonnel\General\JobRecruitments\BoardMemos\Appt Memo Francisco Vega Eng Student Ttern 5-2-2016 doc



amy.casas
Typewritten Text
3E1


CITY OF SAN BERNARDINOEZ & =77
MUNICIPAL WATER DEPARTMENT!./, =5+

BOARD OF WATER COMMISSIONERS i &,
STAFF REPORT P

SEMVID )
HUMAN BESTSURCES '

TO: Stacey R. Aldstadt, General Manager
FROM: Terri A. Willoughby, Director of Finance

SUBJECT: RATIFY APPOINTMENT OF KIMBERLY BANDEL, SENIOR
ACCOUNTING TECHNICIAN

DATE: April 6, 2016
CC: Michelle Honis, Jennifer Francis, Janice Reins, Robin Ohama
BACKGROUND:

Upon the resignation of Mark Hokanson on January 29, 2016, a vacancy exists in Section 2010 for the
position of Senior Accounting Technician. Staff requested Human Resources to open recruitment for
this position on January 25, 2016. Interviews were conducted on April 5, 2016, and Kimberly Bandel
was selected as the finalist for this position. Staff recommends the appointment of Kimberly Bandel to
the position of Senior Accounting Technician, Section 2010, Range 140, effective Monday, April 18,
2016.

RECOMMENDATION:
Staff recommends that the Board of Water Commissioners make the following motion:

» Ratify the appointment of Kimberly Bandel to the position of Senior Accounting
Technician, Section 2010, Range 140, effective April 18, 2016.

Respectfully submitted,
Terri A. Willoughby
Director of Finance

/kb
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CITY OF SAN BERNARDINO
MUNICIPAL WATER DEPARTMENT.

BOARD OF WATER COMMISSIONERS

STAFF REPORT APR 21 2p18
TO: Stacey R. Aldstadt, General Manager
FROM: Robin L. Ohama, Deputy General Manager
SUBJECT: REVISED JOB DESCRIPTION FOR CUSTOMER SERVICE
SUPERVISOR
DATE: April 14, 2016
CC: Kristina Hernandez, Human Resources, Payroll
BACKGROUND:

The Board originally approved the job description for Customer Service Supetvisor on September 6,
1974. Revisions were approved on April 19, 1983, May 15, 2001, and January 8, 2013. One of the
two budgeted Customer Setrvice Supetvisor positions became vacant effective December 30, 2014
due to retirement. Recruitment in April 2015 to fill this position resulted in an eligibility list with
only two (2) candidates, both cutrent employees. One of the candidates was promoted to Customer
Service Supervisor to fill the vacancy. However, this incumbent was subsequently promoted on
November 12, 2015, leaving the Customer Setvice Supetvisot position vacant again. The position
was filled with the remaining candidate on the eligibility list from April 2015. The other budgeted
Customer Service Supervisor position has been vacant since December 18, 2015 due to retirement.

The Customer Service Supervisor positions perform critical functions vital to the operations of the
Administrative Setvice division. These positions oversee medium to large staffing units including
Customer Service and Central Cashiering, and ensure quality customer service to the Department’s
customers and the general public. Current vacancies in these positions require the Administrative
Services Manager to assume some of these duties taking focus away from the higher level managerial
responsibilities of her position.

In order to attract a larger pool of qualified candidates for the Customer Service Supervisor position,
the minimum expetience requitements have been revised as follows: Instead of specifying customer
service work for a utility, the six (6) years of progressively responsible work will now be any public
customer setvice work; and the required experience performing advanced level customer service
duties equivalent to a Customer Service Representative II has been decreased from two (2) years to
one (1) year. In addition, the job description has been updated to remove refuse services from the
duties since this setvice has been outsourced by the City and the Department no longer performs
customer service functions in that area. Due to the recent Civil Setvice Board action eliminating

Agenda Item ﬁ
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Oral Board interviews from the recruitment process, the testing standards have been revised to
teflect this change. The salary range will remain the same at 258.

RECOMMENDATION:
Staff recommends that the Board of Water Commissioners make the following motion:

» Apptrove the revised job description for Customer Service Supervisor (51723), Mid-
Management Unit, FLSA Exempt Status, Range 258.

Respectfully submitted,

%Ca'%wt

Robin L. Ohama
Deputy General Manager

Attachments: Customer Service Supetvisor job description, redline and final draft versions




SAN BERNARDINO MUNICIPAL WATER DEPARTMENT
CLASSIFICATION SPECIFICATION

TITLE: CUSTOMER SERVICE SUPERVISOR
DATE: 1812013 JOB CODE: 51723
FLSA STATUS: EXEMPT UNIT REPRESENTATION: MID-MGMT

Class specifications are intended to present a descriptive list of the range of duties performed by<------ { Formatted: Justified

employees in the class. Specifications are not intended to reflect all duties performed within the job.
DUTIES SUMMARY

Under general direction, to coordinate, schedule, monitor, and supervise the work of personnel assigned
to the Customer Service, Central Cashiering, or Billing/Meter Services functions; to provide quality
customer service to the Department’s customers and the general public; to coordinate assigned activities
with other sections and divisions; to provide highly responsible and complex staff assistance to the
Administrative Services Manager; and to perform other related duties as required.

DISTINGUISHING CHARACTERISTICS

The class of Customer Service Supervisor is the supervisoriat level in the Customer Service Series, and+ [ Formatted: Justified

may be assigned to oversee a medium to large staffing unit of a major function (Section) including
Customer Service and Central Cashiering. May supervise the Billing/Posting/Meter Services functions in
the absence of the Billing and Coliection Supervisor. Incumbents report to the Administrative Services

Manager and exercise close to general supervision over Customer Service Representatives |, Il, and Il

as assigned.

EXAMPLES OF DUTIES

The following duties are typical essential duties for positions in this classification. Any single position mays<------- { Formatted: Justified

not perform all of these duties and/or may perform similar related duties not listed here:

e Provide courteous and expeditious customer service to the general public and all City and
Department staff;

¢ Routinely adhere to and maintain a positive attitude toward the City and Department;
« Supervise, plan, organize, coordinate, direct, evaluate, and assign the work and staff within

Customer Service and/or Central Cashiering. Supervise the Billing/Posting/Meter Services
functions in the absence of the Billing and Collection Supervisor;




Customer Service Supervisor
Page 2 of 5

Oversee the work of subordinates engaged in telephone and over the counter customer inquiries,
receipt of payments, establishment and termination of customer accounts, delinquency non-
payment processing, new construction/development, billing, adjustments, cash receipts, and
service orders; set work priorities;

«—Selectnew-employeesthrough-patticipation-in-the-Oral- Board-interviews-

Coordinate training and retraining of employees; monitor and evaluate quality and quantity of
work performed,;

Prepare and maintain vacation schedules, and reports and documents related to personnel
transactions; prepare and/or approve timecards for subordinate staff;

Participate in_interview and hiring processes and make recommendations; Sselect and
recommend advancement and discipline of subordinates;

Discuss or correspond with existing and potentiai customers regarding various requirements,
regulations, and charges concerning water; and sewer-and-refuse services, problems pertaining
to excessive usage, collection of overdue accounts, and complaints about rates, charges, and
service.

Analyze work flow and business practices; recommend changes and improvements as needed,;
develop improved work techniques and operating procedures; keep the Administrative Services
Manager apprised of all assigned goals, significant work problems, and all staff
complaints/compliments received from customers; make recommendations for effective problem
resolution;

Conduct probationary, special, and annual performance evaluations, including corrective
measures where necessary, and provide follow up as necessary; Eestablish ongoing dialogue
with staff to ensure the highest level of quality, productivity, and morale;

Interpret and explain Department policies, procedures, and objectives to employees, ensuring
adherence to same; provide documentation, counseling, and progressive discipline as needed;

Prepare correspondence and periodic and special reports as required by the Administrative
Services Manager; ensure compliance with the Department’s safety program; ensure that staff
provides the highest levels of courteous and expeditious customer service to the public as well as
to all internal customers;

Work with customers to resolve complaints, billing problems, and difficult customer relation
problems;

Recommend and implement approved goals, objectives, and changes to budget for assigned

section; provide confidentiality, support, and positive attitude necessary to meet all Department
goals;

Analyze cash collections and record keeping and modify as necessary to promote accuracy,
efficiency, and proper internal controls;

Perform the more responsible accounting for receipt of payments for all City departments, and
other payment centers through Central Cashiering;

Verify and balance work of cashiers and customer service representatives, on a daily basis;
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¢ Research information for auditors;

e For each cash drawer: count cash, keep running totals of checks and cash receipts, and balance,
and research discrepancies;

e Balance all payments and all tender types, (in person, electronic or via mail receipts), and
research and resolve any discrepancies

e Submit cash collection reports and materials to departments; review and approve balancing
records; ensure balancing of cash and mail receipts to control figures;

e Prepare bank deposits;

e Coordinate with field service units with regard to daily work, including turn-ons, turn-offs,
delinquency shut offs, and field investigations;

e Oversee Billing, Posting, Meter Services, and New Service functions as needed, including
processing water, sewer, refuser-and geothermal bills and all account adjustments;

e Order equipment and supplies;

o Perform related work as required.

QUALIFICATIONS

| Any combination of education, training, and experience that would likely provide the knowledge, skills,+------ { Formatted: Justified

and abilities to successfully perform in the position is qualifying. A typical combination includes:
Knowledge of:
¢ Principles and procedures of modern office and business administration;
« Customer service/public relations principles and techniques;
e Principles of supervision, training, and evaluation;
¢ Theory, principles, and methodology of computerized customer service;

e Advanced principles and procedures of accurate record keeping, preferably related to
utility accounts;

» Procedures for receiving and accounting for funds in payment for a variety of accounts;

+ Advanced mathematical principles in relation to calculation of costs and adjustments and
balancing of cash receipts;

« Municipal accounting procedures, including the use of control and subsidiary accounts
and equipment;

¢ English usage, spelling, grammar, and punctuation;

e Modern office methods, procedures, and equipment including specialized utility computer
programs and applications, as well as Microsoft Word and Excel;
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Water utility and-refuse-customer service procedures, practices, and regulations;

All aspects of Customer Service and Cashiering functions, including the functions of
Billing/Posting, New Services, Meter Services, Requests for Information and Collections;

Effective leadership and problem-solving methods;

Appropriate safety precautions and procedures.

to:

Supervise, plan, and schedule work assignments; set priorities; select, train, evaluate,
and recommend advancement and discipline for subordinates;

Develop, administer, and control annual budget; recommend and implement established
division goals;

Maintain clear, concise, and accurate records and reports; prepare periodic and special
reports; proofread and detect errors;

Make mathematical computations quickly and accurately;

Process and resolve employee grievances;

Organize and direct the collection and analysis of various information and billing data;
Compose clear and concise correspondence using Microsoft Word;

Communicate effectively both orally and in writing;

Perform account record keeping work of above average difficuity;

Handle difficult public relation situations with patience, diplomacy, tact, and firmness;

Read, understand, and apply difficult materials; understand and carry out oral and written
instructions;

Create spreadsheets with worksheet computations using formulas in Microsoft Excel;

Deal effectively with customers both in person and over the telephone in situations where
subordinate staff have been unsuccessful in a resolution;

Analyze information and make sound independent judgments;

Establish and maintain effective relationships with those contacted in the course work;
Assign, check, and correct the work of subordinates in any area of Customer Service,
Cashiering, or the areas of Billing/Posting, New Services, Meter Services, Requests for
Information, and/or Collections;

Establish efficient and accurate record keeping systems;

Maintain a driving record which meets Vehicle Code standards and is acceptable to the
Department and its insurance carrier.
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MINIMUM QUALIFICATIONS

Education: Graduation from high school or satisfactory equivalent preferably supplemented
by the completion of a minimum of eighteen (18) semester units of coursework in
accounting, business, and/or supervision, from an accredited college or
university

And

Experience: A minimum of six (6) years of progressively responsible public utility customer
service work of which at least two-yearsone (1) year involvedd performing
advanced level collections, customer service, cashiering, or billing work
equivalent to a Customer Service Representative I1.

NECESSARY SPECIAL REQUIREMENTS

Depending on_assignment, Ppossession of a valid Class “C” California Moter—Vehisle
Operator'sDriver’s License. For out of state applicants, a valid Driver’s License is required and a
valid Class “C” Galifornia-Metor-\ehicle-Operator'sDriver’s License must be obtained within ten
(10) days of appointment (CA Vehicle Code 12505¢).

PHYSICAL TASKS AND ENVIRONMENTAL CONDITIONS

There is frequent need to stand, sit, stoop, walk, and perform other similar actions during the
course of the workday. Incumbents require sufficient mobility to work in an office setting, operate
standard office equipment, and transport materials and supplies weighing up to 25 pounds.
Incumbents must be able to work under moderate stress conditions, dealing often with difficult
customers. Employee accommodations for physical or mental disabilities will be considered on a
case-by-case basis.

Must be able to see in the normal visual range with or without correction with vision sufficient to
read small print, computer screens and other printed documents. Must be able to hear in the

normal audio range with or without correction. Employee accommodations for physical or mental
disabilities will be considered on a case-by-case basis.

CAREER LADDER
From: Customer Service Supervisor
To: Administrative Services Manager

Job Description

BOWC Approved: 9/6/1974
Rev: 4/19/1983
5/15/2001
1/8/20163

Testing Standards: Dept-Rromo/CS-OralCS App Review/CS Supplemental App Review
CSB Approved: 5/22/2001
CS Oral Board removed by CSB Action_ 4/12/2016, .

IUUPEES { Formatted: No underline




SAN BERNARDINO MUNICIPAL WATER DEPARTMENT
CLASSIFICATION SPECIFICATION

TITLE: CUSTOMER SERVICE SUPERVISOR

DATE:
FLSA STATUS: EXEMPT

Class specifications are intended to
employees in the class. Specifications a

DUTIES SUMMARY

Under general direction, t

p ic; to coordmate aSS|gned activities
responsible and complex staff assistance to the
related duties as required.

customer service to t
with other sections an

Manager and exe
as assigned.

EXAMPLES OF DU

The following duties are typical essential duties for positions in this classification. Any single position may
not perform all of these duties and/or may perform similar related duties not listed here:

e Provide courteous and expeditious customer service to the general public and all City and
Department staff;

¢ Routinely adhere to and maintain a positive attitude toward the City and Department;
e Supervise, plan, organize, coordinate, direct, evaluate, and assign the work and staff within

Customer Service and/or Central Cashiering. Supervise the Billing/Posting/Meter Services
functions in the absence of the Billing and Collection Supervisor;
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Oversee the work of subordinates engaged in telephone and over the counter customer inquiries,
receipt of payments, establishment and termination of customer accounts, delinquency non-
payment processing, new construction/development, billing, adjustments, cash receipts, and
service orders; set work priorities;

Coordinate training and retraining of employees; monitor and evaluate quality and quantity of
work performed;

Prepare and maintain vacation schedules, and reports and documents related to personnel
transactions; prepare and/or approve timecards for subordinate staff;

Participate in interview and hiring processes and mak mmendations; select and recommend

advancement and discipline of subordinates;

Discuss or correspond with existing and po
regulations, and charges concerning water
usage, collection of overdue accounts, an

complaints/compliments recelvke,‘
resolution;

Conduct probation d : @valuations, including corrective
measures where : ‘necessary establlsh ongoing dialogue with
staff to ensure

cedures, and objectives to employees, ensuring
inseling, and progressive discipline as needed,;

Interpret and ex
adherence to sam

section; providé confi iality, support, and positive attitude necessary to meet all Department

goals;

Analyze cash collections and record keeping and modify as necessary to promote accuracy,
efficiency, and proper internal controls;

Perform the more responsible accounting for receipt of payments for all City departments, and
other payment centers through Central Cashiering;

Verify and balance work of cashiers and customer service representatives, on a daily basis;

Research information for auditors;
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e For each cash drawer: count cash, keep running totals of checks and cash receipts, and balance,
and research discrepancies;

» Balance all payments and all tender types, (in person, electronic or via mail receipts), and
research and resolve any discrepancies

+ Submit cash collection reports and materials to departments; review and approve balancing
records; ensure balancing of cash and mail receipts to control figures;

¢ Prepare bank deposits;

e Coordinate with field service units with regard to rk, including turn-ons, turn-offs,

delinquency shut offs, and field investigations;

e Oversee Billing, Posting, Meter Services, an

nctions as needed, including
processing water, sewer, and geothermal bill |

-all account adjt

¢ Order equipment and supplies;

Perform related work as required.

QUALIFICATIONS

e Procedures eiving and accounting for funds in payment for a variety of accounts;

e Advanced mathematical principles in relation to calculation of costs and adjustments and
balancing of cash receipts;

« Municipal accounting procedures, including the use of control and subsidiary accounts
and equipment;

s English usage, spelling, grammar, and punctuation;

+ Modern office methods, procedures, and equipment including specialized utility computer
programs and applications, as well as Microsoft Word and Excel;

o  Water utility customer service procedures, practices, and regulations;
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All aspects of Customer Service and Cashiering functions, including the functions of
Billing/Posting, New Services, Meter Services, Requests for Information and Collections;

Effective leadership and problem-solving methods;

Appropriate safety precautions and procedures.

Ability to:

jorities; select, train, evaluate,

Supervise, plan, and schedule work assignments; set {
ordinates;

and recommend advancement and discipline fo
division goals;

Maintain clear, concise, and accu

ksheet computations using formulas in Microsoft Excel,

stomers both in person and over the telephone in situations where
been unsuccessful in a resolution;

Establish and maintain effective relationships with those contacted in the course work;
Assign, check, and correct the work of subordinates in any area of Customer Service,
Cashiering, or the areas of Billing/Posting, New Services, Meter Services, Requests for
Information, and/or Collections;

Establish efficient and accurate record keeping systems;

Maintain a driving record which meets Vehicle Code standards and is acceptable to the
Department and its insurance carrier.
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MINIMUM QUALIFICATIONS
Education: Graduation from high school or satisfactory equivalent preferably supplemented

by the completion of a minimum of eighteen (18) semester units of coursework in
accounting, business, and/or supervision, from an accredited college or
university

And
ponsible public customer service

olved performing advanced level
illing work equivalent to a Customer

Experience: A minimum of six (6) years of progresswely
work of which at least one (1) year.
collections, customer service, cashierin
Service Representative Ii.

NECESSARY SPECIAL REQUIREMENTS

‘ 'vers License. For out of
river's License must

Depending on assignment, possession of .z d Class “C" Californi
state applicants, a valid Driver's License is:required and a valid Class
be obtained within ten (10) days of appointment(CA Vehicle.Code 12505 )
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Incumbents mu
customers. Em

ons, dealing often with diffi cuIt
tal disabilities will be considered on a

ith or without correction with vision sufficient to
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Job Description

BOWC Approved: 9/6/1974
Rev: 4/19/1983
5/156/2001

A/8/2013

Testing Standards: CS App Review/CS Supplemental App Review
CSB Approved: 5/22/2001
CS Oral Board removed by CSB Action 4/12/2016




CITY OF SAN BERNARDINO
MUNICIPAL WATER DEPARTMENT

BOARD OF WATER COMMISSIONERS
STAFF REPORT
TO: Stacey R. Aldstadt, General Manager
FROM: Robin L. Ohama, Deputy General Manager
SUBJECT: NOTICE OF COMPLETION — CONTRACT NO. 1566

OVERHAUL OF WAUKESHA VHP MODEL DIGESTER GAS FUELED PRE-
CHAMBERED SPARK IGNITED ENGINES PROJECT

DATE: April 28, 2016
CC: J. Claus, T. Mendenhall, M. Honis
BACKGROUND:

Staff has completed a final inspection of the contract work petformed by Waukesha Peatce
Industties, Inc., for OVERHAUL OF WAUKESHA VHP MODEL DIGESTER GAS FUELED
PRE-CHAMBERED SPARK IGNITED ENGINES, and recommend acceptance of the project.
The project was essentially completed on July 9, 2015; however, staff was working with the
contractor to resolve some contract issues.

RECOMMENDATION:

Staff recommends that the Board of Water Commissioners make the following motion:

» Approve the project with a Final Acceptance date of July 9, 2015, direct staff to file a Notice
of Completion, and release the retention in accordance with Contract No. 1566.

Respectfully submitted,

St

Robin L. Ohama
Deputy General Manager

sdm
Attachment

Agenda Item 3E
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FREE RECORDING REQUESTED PURSUANT
TO GOVERNMENT CODE SECTION 27383

RECORDING REQUESTED BY
AND WHEN RECORDED MAIL TO:

NAME Robin L. Ohama
Deputy General Manager
STREET City of San Bernardino
ADDRESS Municipal Water Department
P.O. Box 710
CITY,STATE& San Bernardino, CA 92402
ZIP CODE

o

Accessor’s Parcel Number: N/A

NOTICE OF COMPLETION

Notice, pursuant to Civil Code Section 3093, must be filed within 10 days after completion. (See reverse side for complete requirements.)

Notice is hereby given that:

1. The undersigned is owner or corporate officer of the owner of the interest or estate stated below in the property hereinafter described:
. The full name of the owner is City of San Bernardino Municipal Water Department

2
3. The full address of the owner is 300 North D Street, San Bernardino, California 92402
4. The nature of the interest or estate of the owner is: In fee.

In Fee

(If other than fee, strike "in fee" and insert, for example, "Purchaser under contract of purchase," or "lessee")
5. The full names and full addresses of all persons, if any, who hold title with the undersigned as joint tenants or as tenants in common are:

NAMES ADDRESSES
N/A N/A

6. The full names and full addresses of the predecessors in interest of the undersigned, if the property was transferred subsequent to the
commencement of the work or improvements herein referred to:

NAMES ADDRESSES
N/A N/A
7. A work of improvement on the property hereinafter described was completed on July 9, 2015 . The work done was:

Overhaul of Waukesha VHP Model Digester Gas Fueled Pre-Chambered Spark Ignited Engines Project, Specification No.

1566

8. The name of the contractor, if any, for such work of improvement was: Waukesha Pearce Industries, Inc.

June 2, 2014
(if no contractor for work of improvement as a whole, insert "none") (Date of Contract)

9. The property on which said work of improvement was completed is in the City of San Bernardino

County of __San Bernardino , Stateof _CA ___, and is described as follows:

10. The street address of said property is 397 Chandler Place

(if no street address has been officially assigned, insert "none")
Dated:

(Signature of owner or corporate officer of owner named in paragraph 2 or his agent)

Stacey R. Aldstadt, General Manager, City of San Bernardino Municipal Water Department

VERIFICATION

1, the undersigned, say: | am the General Manager , the declarant of the foregoing notice of completion;
("President of", "Manager of", "Partner of", "Owner of", etc.)

| have read said notice of completion and know the contents thereof; the same is true of my own knowledge. | declare under penalty of perjury that

the foregoing is true and correct.

Executed on , 2016 , at San Bernardino ,_CA
(City) (State)

(Personal signature of the individual who is swearing that the contents of the notice of completion are true)
Stacey R. Aldstadt, General Manager, City of San Bernardino Municipal Water Department




CITY OF SAN BERNARDINO
MUNICIPAL WATER DEPARTMEN 1 505

BOARD OF WATER COMMISSIONERS T e e
STAFF REPORT LD e, &
TO: Stacey R. Aldstadt, General Manager
FROM: Jennifer Shepardson, Director of Environmental & Regulatory Compliance

SUBJECT: CLAIMS SETTLEMENTS -- QUARTERLY REPORT

DATE: April 20, 2016

BACKGROUND:

In Policy 20.090 -- Claims Handling, it is required that the Environmental and Regulatory
Compliance division provide the Board a quartetly written report detailing all claims processed
within the authority granted in the policy. Attached is the quartetly report for the period of January
through March 2016.

RECOMMENDATION:

Receive and file, as this report is provided for information only.

Respectfully submitted,

ennifer Shepardson
Director of Environmental & Regulatory Compliance

Agenda Item _5___
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QUARTERLY CLAIMS HANDLING REVIEW (01/01/2016 to 03/31/2016)

Date Closed/
Payment Incident Date of Amount of
Received Number Incident Event Claim Name Resolution $ Received $ Paid OQut
Secure System
from Sewer CLG Property
1/6/2016 15-030 1/15/2015 Contamination $4,921.39 Management Paid $820.23
Progressive
1/6/2016 15-124 7/15/2015 Traffic Collision $5,559.21 Insurance Paid $5,559.21
1/6/2016 14-150 11/6/2013 | Hit Fire Hydrant $2,807.06 Vincente Ponce Paid $150.00
Time Warner
2/17/2016 16-012 1/21/2016 | Traffic Collision $175.60 Cable Paid $175.60
Hit Verizon
Communication Verizon California
3/7/2016 15-096 6/12/2015 Line $6,450.06 Inc. Paid $6,450.06
3/9/2016 15-218 12/1/2015 Hit Fire Hydrant $6,605.00 Infinity Insurance Paid $6,605.00
TOTAL: $13,310.04 $  6,450.06




CITY OF SAN BERNARDINO '~
MUNICIPAL WATER DEPARTMENT

APR 2 6 2016

SERVICE AWARD PRESENTATION | @’{;t

(For the Period of July 1, 2015 to December 31, 2015)

25 Years
Elias Duran
Donald Miller
Johnny Garcia
James Hill

15 Years

Paul Morris
Dale Green
Derrell Miranda
Daryl Smith
Traci Raynor

10 Years

Gilbert Abarca
Douglas Yandell
Grant VanHavermaat
Mark Dillon

Julie Abinto

Robin Ohama
Michael D’ Alessandro

5 Years
Jennifer Shepardson

May 3, 2016
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