Board Packet
November 13, 2008

Executive Summary
Agenda Item 25
Approve Job Description for Public Works Administrative Assistant

BACKGROUND:

The Board approved a new full time position in the fiscal year 2009 budget. The Public
Works Administrative position will report to the Public Works Director or the General
Manager until the Public Works Director vacancy is filled. This position supports all the
Public Works staff.

This position is new to the District so no job description currently exists. The attached
description was drafted by Human Resources with input from the GM, Executive
Assistants, and Public Works staff.

We have begun advertising the position and will schedule interviews following approval
of the description.

FINANCIAL.:
The entry level to mid range pay scale is $12.58 to $15.08 per hour.

RESOURCE: Mike Petter

LEGAL.:
Legal has not reviewed the description.

RECOMMENDATION:
Staff recommends approval of the job description.

ATTACHMENT:
Public Works Administrative Assistant job description.



Brushy Creek Municipal Utility District

Job Title: Public Works Administrative Assistant
Department: Public Works

Reports to: Director of Public Works

Supervisory role:  None

FLSA: Non-exempt

Office Hours: 8:00 AM to 5:00 PM

Pay Range: 11

Status: Full - time

General Summary:

The Administrative Assistant serves as the Department’s contact person, including greeting the public,
answering telephone calls, and taking messages or directing calls to appropriate person; receives
reports/requests from Customer Services concerning the need for water and wastewater repairs, connects
and disconnects. Prepares and tracks work orders, and assists Department Supervisor to dispatch crews
to make repairs, enter data into the computer and produces reports. This position performs general
clerical functions, including typing, making copies, sending faxes, and filing documents.

Essential Functions:

>

Assists Public Works supervisors in the creation, monitoring, tracking and reporting of all
Department work orders, special event staff support and public service requests and forwards
them to the proper department for service.

Assists Department with calls to the gas, telephone, electric and cable companies to locate and
mark lines before any digging is performed.

Maintains Department files, including Capital Improvement projects, work orders, project, and
administrative files ensuring all record retention schedules are followed.

Coordinates with Human Resources in personnel matters to include; preparation of payroll,
personnel action forms, longevity increases, service awards, employee review dates, and time
reporting activities.

Receives, tracks, and reports on street light service requests submitted to ONCOR for repair.

Prepares and tracks check requests, invoices, and purchase orders and reconciles fuel receipts
forwarding all to Finance Department for processing. Orders supplies and equipment for the
Department by preparing purchase orders and interacts and assists Supervisors with vendors
regarding specifications and availability of supplies and equipment.

Schedules appointments, meetings, makes reservations, and maintains appointment calendars for
assigned staff.

Prepares a variety of documents, statistical analyses, and reports for the Department using word
processing, spreadsheet, graphics, presentation, and other standard software programs.
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>
>

Brushy Creek Municipal Utility District

Processes, tracks and schedules all permit applications and inspections for building, pool,
irrigation, plumbing repair and remodels in a timely manner. Maintains database with permit
information, plumbing inspections, and water and wastewater connection fee data and transfers
new construction and property improvement data to county tax office.

Provides Department related information to Web Administrator for website postings.
Performs additional duties as assigned

Knowledge, skills and abilities:

>
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Knowledge of record management and retention schedules;

Knowledge of Public Works programs and processes;

Proficient Microsoft Word and Excel skills;

Ability to use office equipment, including computer, copier and fax machine;
Ability to conduct oneself in a professional manner;

Ability to function effectively under direct supervision and to develop effective working
relationships with fellow employees and the public;

Effective verbal and written communication skills;
Ability to receive direction and to follow oral and written instructions;
Ability to handle multiple tasks;

Exhibit professional work habits including reliability, dependability, creativity, and
demonstration of enthusiasm for the job;

Must be able to work well with people of all ages and dispositions; and
Provides exemplary and courteous customer service to all staff and patrons.

Minimum Education and Training Requirements:

>
>

>
>

High school diploma or its equivalent required

Three years of office administration experience, Public Works experience preferred; college
degree in business administration can substitute for Public Works experience

Must pass a drug screening test and background check
Ability to become a Notary Public

Mental Demands:

>

>
>
>
>

Creative problem solving

Properly handling stress

Effectively using oral and written communication
Professional customer contact

Balancing multiple concurrent tasks
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Brushy Creek Municipal Utility District

» Effectively dealing with interruptions

Working Conditions:

The working conditions 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.

> This job is primarily performed in an office setting.
» The noise level of the work environment is usually low to moderate.

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 essential functions.

» While performing the duties of this job, the employee must have stamina to sit and/or stand for
long periods of time; use hands to operate objects; and reach with hands and arms.

» The employee must have the ability to routinely lift objects weighing as much as 20 pounds,
occasionally lift objects weighing as much as 50 pounds.

» Specific vision abilities required by this job include close vision to read written materials and
computer screens, the ability to adjust focus, and hearing and speech to communicate in person

The above statements are intended to describe the general nature and level of the work being performed
by people assigned to this job. They are not an exhaustive list of all duties and responsibilities associated
with it.

Employee's Signature
Date

Immediate Supervisor's Signature
Date
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Item 26
Approve revised BSA/GSA Program
Guidelines

This Item Has Been Pulled From
Agenda



November 13, 2008 Board Meeting

AGENDA ITEM 27

JULY 15, 2008 TECHNOLOGY COMMITTEE
MEETING MINUTES


















5. Analysis of existing water production data will either confirm or re-
establish a baseline against which the water distribution system
accountability will be further evaluated.

2. COMPREHENSIVE ANALYSIS OF ALL METERED ACCOUNTS

In order for JBS to conduct this portion of the project, the District will extract from its
database certain metering data and consumption history for all 5,300 plus metered
accounts for the most recent 24 monthly billing periods (or longer if data exists), The
file will be transmitted to JBS on CD-ROM, either in comma delimited ASCII, XLS or
DBF format.

1. JBS will confirm and then compare
summaries of metered sales quantities
with summaries of production as
metered into the system. Subsequently
the data will be analyzed on monthly,
quarterly, and annualized bases.

2. All metered accounts will be reviewed in
detail by meter size, meter route, rate
classification, meter age (if available),
meter brand and type. The analysis will
analyze in detail different classification types such as apartments or mult|
units, different types of commercial accounts, outside irrigation, and residential
accounts and will cross reference meter size, and meter age against
consumption.

3. No-Use, Low-Use, and High-Use accounts will be identified to facilitate closer
investigation and follow-up. In
addition usage will be reviewed by
geographical location, and or
demographics (if possible). A
complete sizing analysis will be
made on all 1-inch and larger
meters.

4. Verification of the sizing model will
be made by installing rate of flow
dataloggers on selected accounts
ranging from 24 to 72 hours. This
flow data will be used to determine
or verify the Meter Utilization
Rating (MUR) for each meter so
that suspect meters may be identified for additional evaluation, repair or
replacement.
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. A Cost Analysis will be prepared that will evaluate the performance capabilities
of current meters and recommended sizes and brands. Meter payback periods
will be estimated based on meter size and meter reading technology.

. All compound meters (if they exist) will be reviewed in detail and an account
profile will be established on each two register compound, comparing
consumption histories. This information will be used in the sizing and cost
analysis.

. Available test data on installed meters will be reviewed for insight into
performance history in the Brushy Creek system and any indicators, combined
with the consumption data analysis that may influence future meter selection.

. We will review existing system policies, procedures and standards that may
directly affect water accountability, water utility revenues and metering system
costs over the long term. Some of the issues that have long-term
consequences that must be addressed include: meter sizing, selection,
installation and accessibility to facilitate periodic meter testing and
maintenance, meter reading and billing. This evaluation is in order to assure
the benefits of the audit shall extend well into the future.

. We will develop a plan for cost effective replacement of water meters and
recommend appropriate ongoing procedures for monitoring, testing, operating
and maintaining meters. This plan will take into consideration the meter age,
meter brand, meter route, theoretical life expectancies and water and sewer
rate schedule. With the appropriate data from the District we will endeavor to
correlate life expectancy with water and meter quality.

TASK 3 - INVESTIGATION OF WATER LOST THROUGH UNMETERED USES

JBS will review existing procedures for reporting non-revenue water usage
such as line flushing, losses through unmetered connections and types of loss.

TASK 4 — ANALYSIS OF LINE LEAK AND REPAIR HISTORY

JBS will review with management the line
break and leak repair history contained in
the utility’s work order system for possible
correlation with water distribution and
service line specifications, replacement
and possible benefits to be derived from
underground leak detection surveys. All
line breaks will be documented and
mapped.
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TASK 5 - FIELD MEASUREMENTS TO EVALUATE LEAKAGE POTENTIAL

Water distribution system maps will be reviewed to plan a night-time flow study
of the water distribution system. It would be desirable to sub-divide the
distribution system into zones or sectors in order to determine the background
underground leakage potential in each.

L weemmeeamc - -1 Field measurements will be
TEERE S Soned | made in the early morning
% Rkt i | hours to determine how much of

= the total unaccounted-for water
! /f*'! loss (UFW) might be
-@- vAwES A attributable to underground
' ‘-1_.( -+ 4| leakage.

e h?F#'EUHF By taking observed flow

oLl S | measurements, population,
_oemon o F T system statistics and observed

Lo Mo ee L nighttime consumption into

- .~ .| consideration, an estimated flow
- e rate due to underground
Ieakage can be developed This information may be used to determine if and
where it might be cost-effective to deploy a physical underground leak
detection survey.

For this task, accurate distribution system information (maps and/or local
knowledge) will be required. Distribution system flow measurements are of
most value when the entire distribution system or separate sectors can be
isolated.

Leak detection is not proposed in this task. We do not believe it is cost
effective for the District to conduct an immediate investigation on all 112
miles of pipe. Normally our analysis can reduce the area down by more than
half which is a considerable cost savings to the District.

TASK 6 - REVIEW OF POLICIES AND PROCEDURES AFFECTING METER
MANAGEMENT EFFICIENCY AND REVENUE

We will review existing District policies, procedures and standards that may
directly affect water accountability, water utility revenues and metering system
costs over the long term.

Meter sizing, selection, installation and accessibility to facilitate periodic meter
testing and maintenance, meter reading and billing are some of the issues that
have long-term consequences that must be addressed in order to assure the
benefits of the audit shall extend well into the future.
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TASK 7 — FINAL REPORT

JBS will prepare and present a written Final Report of audit findings, conclusions,
and recommendations generated by the audit, including compilations of data
collected during the audit in written and CD-ROM media.

The Final Report will be presented in person to District staff and/or Board to provide
the opportunity to ask questions and assure a comprehensive understanding of the
results and recommendations generated.

2. PROFESSIONAL SERVICES FEE — WATER AUDIT

The professional services fee to complete this project shall not exceed $24,900,
including all expenses.

Optional — Leak Detection

Leak detection or pinpointing leaks would be at a rate of $265 per mile of pipe. Pre-
audit direction is difficult, but based on past experience it is unlikely more than 40-50
miles of pipe would require surveying, if at all.

Respectfully submitted, Accepted by:
JBS WATER, INC. BRUSHY CREEK MUD
James B. Smith By:
President
Date: Title:
Date:
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1. PREVIOUS WORK RELATED PROJECTS

JBS Clients in the State of Texas

Anderson MUD
Aqua SUD
Aransas Pass
Brownsville PUB
Brushy Creek MUD
Center

College Station
Conroe

Del Rio
Duncanville
Galveston
Galveston County WCID 1
Garland - Current
Cleveland

Green Valley SUD
Harris County WCID 1
Hitchcock
Huntsville

Jersey Village
Kilgore

La Marque

¢ Lake Jackson
e Laredo

e Longview

e Marshall

e McAllen - Current
e Mercedes

¢ Mission

e Nederland

e Morgan’s Point
e Pharr - Current
e Port Arthur

e Port of Houston Authority

¢ Round Rock

¢ Rockport

e Seabrook

e South Houston

e Texas Rural Water Association
e Texas Water Development Board
e Trinity Bay Conservation District

e West University Place
o Webster

JBS Clients in other States

¢ Albuquerque, NM

e Barre, VT.

¢ Bella Vista, AR

e Cherokee Village, AR
e Columbus, Ohio

¢ Cleveland, Ohio

¢ East Cleveland, Ohio
e Farmington, NM

e Fort Smith, AR

e Franklin, TN

e Gastonia, NC

¢ Goleta Water District, CA
e Holiday Island SID, AR

o Lafayette, LA

¢ Lincolnton, NC
e Manchester, VT
e Moline, IL

¢ Montecito Water District, CA

e Oklahoma City, OK

¢ New England-American Water Co.

e North Bennington, VT.

¢ Pennsylvania-American Water Co.

¢ Rogers, AR

¢ Rutherford County, TN
e Santa Barbara, CA

o Watalula, AR
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JBS International Clients

Sao Paulo Water & Sewer

Sofia, Bulgaria

Medellin, Columbia

San Pedro Sula, Honduras
Caracas, Venezuela

National Water System, Panama
Culiacan, Mexico

Dolores Hidalgo, Mexico
Irapuato, Mexico

Cuidad de Juarez, Mexico
Salamanca, Mexico

Curacao Islands, Netherlands Antilles

State of Guanajuato, Mexico

San Francisco del Rincon, Mexico
Ledn Water & Sewer, Mexico - Current
Silao, Mexico

Purisima del Rincon, Mexico
Matzatlan, Mexico

Laguna Water District

Manila Water & Sewer System
San Juan, Puerto Rico

Adana, Turkey

Wessex Water plc, UK

LUWA Philippines — 14 Utilities
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2. QUALIFIED PERSONNEL
Background and Experience of JBS Personnel

James B. Smith

Jim Smith has 35 years of extensive experience in water distribution system studies,
including water audits, meter audits, leakage surveys, and water and sewer rate
adjustments. His diverse professional experience, in addition to that in the private
sector, includes employment with both state and local government agencies while
working on four continents.

He is one of the pioneers in water system auditing, and has progressively developed
and modified programs dealing with water auditing concepts. He has presented
training programs to over 8,000 people in the United States, Canada, Southeast
Asia, Central and South America.

From his experience in working with several hundred utilities, Jim Smith understands
the changing internal dynamics of individual systems. Smith has developed several
fresh approaches to water conservation needs and to the reduction of
unaccounted-for water losses. These techniques are the result of years of diverse
hands-on experience.

Prior to the establishment of JBS Associates in 1988, Jim served as National
Marketing Director and Western States Manager for the Pitometer Associates. He
joined that firm in 1985 when his prior firm, Water Resource Associates,
headquartered in Indiana, merged with the Pitometer Associates.

Papers

2006-2007 Texas Water Utility Association — “Development of a Cost Effective Water
Loss Reduction Program” Four hour training programs

2005 — Texas Rural Water Association — “Establishing an Effective Water Loss
Reduction Program”

2004 - AIDIS-USA Seminar on Unaccounted-for Drinking Water - “The Impact of
Meter Sizing on Unaccounted for Water Loss”

1999 — AWWA — Conserve 99 Conference -
“Unaccounted for Water — Costs and Benefits of Water Loss and Revenue Recovery
in Four Vermont Municipal Water Systems”.

1997-University of Wisconsin- "The Impact of Unaccounted-for Water on Water
Conservation”.
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1994 - Philippine Pipeline - "Which Small Meter is Best for MWSS - Class B or Class
c?"

1993 - AWWA Research Foundation - San Jose, CA - "Leakage Control Systems".
Part of a cooperative research report between the AWWA Research Foundation and
the Japan Water Works Association.

1992 - AWWA - National Conference, Vancouver, B.C. - "Establishing An Effective
Water Loss Reduction Program"”.

1991 - AWWA - National Conference, Philadelphia - "The Water Audit -
Cost-Effective Direction?”

1990 - Texas Rural Water Association - "The Metered Ratio -The Great Hoax?"

1989 - University of North Carolina World Bank Seminar - "Developing an Effective
Water Loss Reduction Program"”.

1988 - University of Wisconsin -"Importance of Metering in Controlling Non-Revenue
Water".

1987 - AWWA-DSS "Reducing Unaccounted-For Water and Increasing Revenue".
Also published in Puerto Rico and North Carolina in 1988 as a part of their respective
annual meetings.

1986 - AWWA-DSS "Leak Detection and Reduction of Unaccounted for Water".
Education

Attended Eastern New Mexico University, New Mexico State University and obtained
a B.S. degree from Weber State College.

James A. Schiele

James Schiele has more than 30 years of water industry experience in North and
South America, as well as Europe and South East Asia. Employed in both the
consulting and manufacturing sectors, he has provided consulting services, training,
product support and marketing activities related to water loss analysis, flow
measurement, subsurface pipeline surveys, development of in-house water loss
reduction programs, product development and testing, demonstration and sales of
microprocessor-based leak correlators, leak detection instrumentation, data loggers
and pipe locators.

In 1993, Schiele joined the JBS Associates consulting group and has participated in
the management, supervision and development of water audits and leak detection
projects for JBS Associates in the United States, Brazil, Mexico, Panama and the
Philippines.
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Prior to joining JBS Associates, Mr. Schiele was employed by Fluid Conservation
Systems (FCS) of Austin, Texas. For 12 years the company benefited from his
substantial experience in the field of water loss control and leak detection as he
developed an outstanding reputation for his insight, thoroughness and insistence on
improving the customer’s skills. His extensive prior project experience was often
called upon during the development cycle of the company’s new leak
detection/correlator technologies. He conducted programs for FCS products and
services throughout the U.S. and in Canada, Mexico and Brazil. His responsibilities
included customer training, product development, product demonstrations, and
supervision and coordination of leak survey services. James has prepared and
presented more than 3,000 hours of professional training courses for industry
personnel of all levels, including operators, supervisors and management. He is
fluent in English and Spanish.

Education

Majored in Languages at Walbrook College, London, 1968-1971.
Graduated in Computer Science and Technology at Control Data Institute, London
(1972-1974).

Papers & Presentations

2007 - International Seminar on The Water Balance and Technologies for Advancing
Unaccounted for Water Programs — ACODAL, Santiago de Cali, Colombia.

2004 - AIDIS-USA Seminar on Unaccounted-for Drinking Water — “Development of a
Water Loss Recovery Program in Culiacan, Mexico”

2001 - As aresult of successful development of an in-house unaccounted for water
loss recovery program for our client, the Culiacan, Mexico Municipal Water
and Wastewater System was a top ten finalist in a national award program for
progressive municipal government agencies, This award was promoted by
the Ford Foundation and Mexico’s Centro de Investigacion y Docencia
Econdmicas (CIDE).

1999 - IMTA (Instituto Mexicano de Tecnologia del Agua) 7th International Seminar
on Water Loss Reduction, Guanajuato, Mexico — “Experiences in the
Reduction of Water Losses in 10 Cities in the State of Guanajuato”

1993 - AWWA Reséarch Foundation - San Jose, CA - "Leakage Control Systems" -

Co-authored a cooperative research report between the AWWA Research
Foundation and the JWWA (Japan Water Works Association).
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3. REFERENCES

JBS Client References

Name Affiliation Phone No.
Jack May - Director of Public Works City of Garland, Texas 972-205-3203
Randy Brown, Director of Public Works City of White Settlement, Texas 817-246-4971
Don Broussard, Water Operations Mgr. Lafayette (Louisiana) Utilities System 337-291-5901
John Bruciak, General Manager Brownsville (Texas) Public Utilities Board  956-982-6261
Ed Cross, Superintendent City of Gastonia, North Carolina 704-866-6827
Stephen Fitzgibbons, City Manager City of Port Arthur, Texas 409-983-8102
Dennis Harmon, Superintendent Bella Vista Public Works, Arkansas 501-855-3746
Gary McFarland, PE, District Engineer Goleta Water District, California 805-964-6761
James Nuse, PE, City Manager City of Round Rock, Texas 512-218-5401
David Paulissen, General Manager Galveston County WCID No. 1 281-337-7240
Roy Rodriquez, PE, Director of Utilities City of McAllen, Texas 956-972-7150
Marsha Slaughter, Director of Utilities Oklahoma City, Oklahoma 405-297-2827
Greg Swanson, Director City of Moline, lllinois 309-736-5761
Brandon Wade, PE, Asst City Manager City of Galveston, Texas 409-797-3639
Bill Daughette, Director of PW City of Huntsville, Texas 936-294-5768
Frank Flores, General Manager Aqua SUD 956-585-2552
Bart Hines, PE Trinity River Authority 817-683-2191
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Executive Summary
Agenda Item 31
Approve Concierge Workstation Expansion Project

BACKGROUND: Back in the design of the new lobby/administration renovation project a strategy was
developed to consolidate service personnel and improve our reception area. Since completion there have
been a number of times in which the ability of staff to provide the highest level of service has been
questioned based on this approach, especially on weekends and after hours. Looking for a way to improve
quality service, staff directly related to customer service and those involved in the upcoming technology
implementation were brought together to evaluate what could be done to have the greatest impact without
compromising the efforts to date.

Concept: Enlarge current podium set up into a two-person work station capable of greeting individuals,
taking registrations & memberships, and processing utility payments during the hours the recreation center
is open. This would improve our customer service, increase efficiency and allow us to expand our
leverage of the new ActiveNet software that will be implemented this spring.

Concierge Desk is currently doing the following:

Class Registration (take payment for leagues and classes)

Direct members on where they need to go

Have a resident drop off a water payment which is then hand carried to the MUD office
We can issue an 1D card without a picture.

Take payments for child play

Make Coffee

Giving tours of the building

NogkrwdpE

Concierge Desk should be able to do the following, in addition to items above:

Have access to the data base, to look up members and make sure they are current.

View member’s pictures as they scan in to prove they are who they say they are.

Take pictures for ID/Membership cards

Accept someone’s water bill and run a credit card for that purpose.

Work in new water billing systems (needs installed)

At this moment when we only have one employee at the front and 7-10 members come in at one
time and we are working with either a guest pass or membership we can not monitor access to the
door when alone.

oakrwdpE

FINANCIAL.: Budget adjustment request of $10,000 from contingency funds to be presented in
December 2008 pending concept approval.

RESOURCE: Tim Ishman, Mark Palmer, Gary Murray, Gavino Abrigo, Lynda Spears
LEGAL: Not consulted

RECOMMENDATION: Staff is seeking approval from the Board in order to move forward. Budget
adjustment request to follow in December.

ATTACHMENT: Excel spreadsheet



CONCIERGE STATION PROJECT

ITEM QUANTITY COST TOTAL NOTES
Furniture
Swivel Desk Chair 2 $298.00 $596.00
Shipping - Chair 2 $29.00 $58.00
3 Drawer File Cabinet 2 $129.00 $258.00
Shipping - Cabinet 2 $24.95 $49.90
Technical Costs are approximates
Phone 3 $100.00 $300.00
Desktop Computer 3 $1,200.00 $3,600.00
Printer 1 $1,000.00 $1,000.00
Desk 1 $2,250.00 $2,250.00 |Need 2 week lead
Top options (add on)
Laminate 1 $120.00 $120.00
Existing Marble 1 $0.00 $0.00| There will be a cost to custom
cut this top
Custom Cut (Est.) 1 $500.00 $500.00| High guess
Services
Installation of Door Kicker 1 $750.00 $750.00 Is this "kicker" really necessary?
and finish electrical work
Stence Electric (Est.)
Phone system/credit card
line set up (Est.) 1 $500.00 $500.00  High guess
Items we already have include: security camera monitor, camera to take pictures for membership, credit card
machine, power, IT and communication infrastructure set up last FY
Total $9,981.90
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Executive Summary
Agenda Item 32
Approve dissolution of standing committees and direct staff to prepare proposed
amendments to any policies or procedures affected by such dissolution:

Code of Ethics Nepositism Policy Committee
Network Systems Committee

Finance Committee

Hairy Man Festival Committee

BCA Joint Events with BCMUD Committee
Task Force Committee

Bylaws Committee

Audit Committee

Elections Committee

Scanning/Website Committee

- S P00 T

BACKGROUND: There are a number of historical standing committees that have been
created by the Board that are no longer active, or whose duties may otherwise be
accomplished without a standing committee. The purpose of this item is to dissolve such
committees.  Staff will identify any procedures and policies that reference the
committees, and bring back amendments for Board consideration.

FINANCIAL: None.

RESOURCE: N/A

LEGAL.: Legal recommends dissolution of the committees.

RECOMMENDATION: Dissolve the committees referenced on the agenda.
COMMITTEE PARTICIPATION: N/A.

ATTACHMENT: None.





