Civil Service Law, Section 22: Certification for positions. Before any new
position in the service of a civil division shall be created or any existing
position in such service shall be reclassified, the proposal therefore,
including a statement of the duties of the position, shall be referred to the
municipal commission having jurisdiction and such commission shall
furnish a certificate stating the appropriate civil service title for the
proposed position or the position to be reclassified. Any such new
position shall be created or any such existing position reclassified only
with the title approved and certified by the commission. Effective 1978

New Position Duties Statement
Department head or other authority requesting the creation of a new position,
prepare a separate description for each new position to be created except that one
description may cover two or more identical positions in the same organizational
unit.
Forward one typed copy to this Commission.

1.

Department
Bureau, Division, Unit or Section
Binghamton-Johnson City Joint Sewage Treatment Plant

2.

Description of Duties: Describe the work in sufficient detail to give a clear word picture of the job. Use a separate paragraph for each kind of
work and describe the more important or time-consuming duties first. In the left column, estimate how the total working time is divided.
Job Title:

Percent of
Work
Time

Location of Position
4480 Vestal Road, Vestal, NY 13850

CMMS Clerk

Job Duty

5% Generate, print, and sort Preventative Work Orders for distribution by
department heads.
.
15% Enter maintenance data into the CMMS such as, time and work accomplished, from
distributed work orders.
.
10% Generate and track Corrective Work Order details such as downtime, hours of
labor, and parts cost until the work order is completed.
.
10% Update inventory based on parts used to complete work orders as well as
associating the used inventory to the appropriate work order.
.
5% Receive and unpack incoming stock, checks the goods against the purchase orders
to verify they agree, and contact vendors to arrange for returns when necessary.
.
10% Maintains an inventory record of all stock received, vendor information, and
cost data, as well as ordering and invoice information.
.
10% Assist in keeping shelves, bins, and stock in an orderly condition; cleans
storage areas as needed.
.
3% Initiate and/or assist with the procurement of needed repair parts, materials,
and supplies in accordance with the Plant’s Procurement Policy.
.
2% Refers to catalogues, contacts vendors, and uses a variety of sources when
researching orders for parts, specialized equipment, and goods.
.
5% Record and provide maintenance reports for use of the management.
.
5% Coordinate and collaborate with department supervisors to prioritize and
schedule work.
.
3% Populate the CMMS with new equipment data and documentation, including
maintenance schedules, spare/replacement parts inventory, and associated cost
data.
.
2% Not less frequently than once per year (on a cyclical basis [and not all at
once]), validate and update existing inventory and cost data.
.
9% As time permits, aid the Mechanic’s Assistants and Mechanics in the maintenance
and repair of Plant equipment and systems.
.
6%
Performs other duties as assigned.

(Attach additional sheets if more space is needed)
December 8, 2021

3.

Names and Titles of Persons Supervising this position (General, Direct, Administrative, etc.)
Name

Jim Ross

4.

Title
Head Mechanic

Type of Supervision
Direct

Names and Titles of Persons Supervised by Employee in this position
Name

Title

Type of Supervision

n/a

5.

Names and Titles of Persons doing substantially the same kind and level of work as will be done by the incumbent of this new position
Name

Title

Location of Position

n/a

6.

What minimum qualifications do you think should be required for this position?
Education:

High School
College
College

4

Years
Years, with specialization in
Years, with specialization in

Experience: (list amount and type)

(a) Six months experience in data collection and / or maintenance management; or
.
(b) One year of experience as a Wastewater Treatment Plant Maintainer, Operator
Trainee, Operator, or Mechanic’s Assistant; or
(c) One year of experience with industrial mechanical maintenance, including but not
limited to industrial pumps, engines, motors, conveyance equipment or plumbing.
…
Essential knowledges, skills and abilities:












Must be organized and detail oriented, with the ability to learn quickly and prioritize
work tasks.
Must exhibit practical ability to use CMMS software.
Must possess general knowledge of terms and equipment used in the wastewater
treatment industry.
Must possess strong written and verbal communication skills.
Must have the ability to follow oral and written instructions.
Must be able to work harmoniously as a team member.
Must be skillful in the use of spreadsheets, database, word processing, and other data
collection software, computer interfaces and programs at an acceptable rate of accuracy
and speed.
Must have the ability to utilize a computer to communicate, collect and sort data, and to
distribute the data.
Must have good people skills and the ability to communicate clearly with supervisors and
associates.

