County Water District of Billings Heights
GENERAL MANAGER DUTIES AND EVALUATION
BOARD POLICY NO.
Job Title:

General Manager

Reports To:

Board of Directors

FLSA Status:

Exempt

Prepared by:

District Board

Prepared date:

November 29, 2021

Primary Objective
This General Manager serves as the chief executive officer of the District under the direction of the District Board of
Directors. The General Manager is responsible for all aspects of the efficient and cost-effective operations and
administration of the District.
In accordance with the policy guidelines of the Board of Directors and consistent with Federal and State
regulations, the General Manager plans, implements, and directs the operations of the District’s water system in a
manner that insures service to customers, ongoing maintenance of systems and equipment, and sound
development for the future. Quality decision making and judgment are expected and required.

Essential Skills Required
•
•
•
•
•
•

•

•

Possess the ability to analyze, evaluate, write, and understand budgets and rate structures.
Be able to monitor construction projects, as well as the maintenance and operation of water facilities.
Possess the ability to handle accounting and payroll functions in accordance with government accounting
guidelines.
Be available for 24-hour on-call for emergencies except when previous arrangements are made with other
district employees.
Submits to random alcohol and drug testing per District regulations.
Ability to work with mathematical concepts such as probability and statistical inference, and fundamentals
of plane and solid geometry and trigonometry. Ability to calculate figures and amounts such as
proportions, percentages, area, circumference, and volume. Ability to apply concepts such as fractions,
percentages, ratios, and proportions to practical situations.
Ability to solve practical problems and deal with a variety of concrete variables in situations where only
limited standardization exists. Ability to interpret a variety of instructions furnished in written, oral,
diagram, or schedule form.
Physical requirements include the ability to reach, twist, stand, balance, bend, stoop, crouch, crawl, walk,
or climb in a variety of indoor and outdoor environments and weather conditions, and lift weights up to 50
lbs. (greater with assistance), and manual dexterity to perform computer and cell phone tasks. Sensory
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abilities include smelling, hearing, close vision, distance vision, color vision, peripheral vision, depth
perception, and the ability to adjust focus. Reasonable accommodations may be made to enable individuals
with disabilities to perform essential functions.
Areas of Accountability and Performance:
Following directions from the Board of Directors the General Manager will:
Develop rate structures as required by Montana law.
Develop projections for current and future needs in the areas of staff, capital improvement projects and
finances for 2 years, 5 years and 10 years.
Monitor construction projects, as well as the maintenance and operation of water facilities.
Maintain accounting and payroll functions in accordance with government accounting guidelines.
Administer, supervise, plan, direct, and coordinate the water systems and office, delegating tasks as
needed.
Maintain familiarity with the rules and regulations of the District in order to enforce them and to answer
questions from customers or developers.
Meet and work with consultants and/or engineers to further the goals and needs of the District and its
projects.
Demonstrate the ability to read and interpret plans and specifications, and to locate lines for construction
purposes.
Work closely with Montana Rural Water and other agencies, attending related onsite and off-site meetings,
seminars and training as often as possible in order maintain certifications and to be current on regulations
and legislation at the state and federal levels in the water and wastewater fields.
Is responsible for the timely filing of any necessary District reports to County, State and Federal agencies.
Assists in preparation of the agenda and resolutions for the monthly Board meetings in compliance with
board policy. Attends every board meeting and is prepared to discuss in detail the implications on District
operations of any agenda item.
Initiates, plans, develops, and implements records and reports for the Board of Directors
Organizes and prepares financial reports, minutes, correspondence and other documents for board action,
and performs other duties as assigned by the Board of Directors
Is responsible for all facilities, property, and equipment of value.
Provides thought-out and sound advice and counsel to the Board of Directors in relation to projects,
developments, and improving District functions.
Recommends priorities for short- and long-range projects, and coordinates implementation as required.
Is responsible for developing, preparing, and recommending a comprehensive budget and rate structure
with supporting data for the District.
Serves as a liaison and advisor for the District with consulting engineers, government agencies, developers,
and any others as need arises.
Recommends purchases of new and replacement equipment as the result of continuous appraisal of the
working and functionality of District facilities and equipment.
Is responsible for timely and accurate meter reading, accounting and payroll tasks for the District as well as
the billing and collection of accounts.
Is responsible for establishing a high level of customer service and maintaining quality contacts with the
public, District customers and the Board
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Build and maintain strong, positive working relationships with the Board, District staff, community
agencies, consultants, District customers, and the public. Responds to customer complaints and inquiries
and is able to utilize the proper tact and diplomacy when dealing with District business.
Complete ongoing and continuing educations as it relates to water and sewer systems, safety, regulation
compliances, interlocal contracts, and various “good of the District” management issues

Supervision-Responsibility for Work of Others
The General Manager

•

•
•
•
•
•
•
•
•
•
•

Administer all personnel matters of the District including supervision and direction, orienting, training,
discipline, evaluation of performance and related matters, delegating tasks as needed. (Exception: The
Board Secretary reports directly to the Board of Directors) • Prepares written job descriptions for each
employee and an annual employee evaluation
Develop and maintain job descriptions for all district personnel
Assign employee tasks to assure effective use of personnel, equipment, and facilities.
Is responsible for using and instructing others in the proper use of safety equipment and procedures to
prevent injury.
Help maintain a professional atmosphere and positive morale among employees.
Cross-train with other employees to maintain staffing requirements during periods of transition, vacations,
or other absences.
Periodically reviews logs and journals completed by other personnel.
Is responsible for employee hiring, evaluations, additional training, advancement, promotions, wage
increases, and terminations.
Is responsible for preliminary review and management of all employee related plans and insurance
programs, which are a part of the employee compensation package.
Assess and suggest changes to the rate and structure of employee pay scales and compensation.
Is responsible for ensuring employees obtain certification in the water field, and continue and maintain
their education as required for their certifications.

Education, Training and Experience Requirements:
The General Manager possesses

•
•
•
•
•

Any combination of education and experience equivalent to high school graduation and some college
training in the areas of business administration. A degree in engineering is preferred.
At least five years of progressively responsible experience involving the management of materials,
personnel, budgets, rates, and purchasing in a water system.
Valid Montana Water Operator Certifications appropriate for the District’s classifications (certified within
180 days of position acceptance)
Technical proficiency with computers and software
Must possess a valid state of Montana driver’s license with an insurable record

4

Evaluation of the General Manager
At least annually, at or near the employment anniversary date of the General Manager, the Board will meet in
executive session for the purpose of evaluating the performance of the General Manager.
The Board will summarize the results of their individual evaluations and arrive at a consensus as to the overall
performance of the General Manager. The results of the evaluation will be communicated to the General
Manager.
The Board President shall ensure that the provisions of this policy are followed.
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General Manager
County Water District of Billings Heights
The County Water District of Billings Heights is seeking a General Manager to lead, motivate, manage,
supervise and coordinate the District. This General Manager serves as the chief executive officer of the
District under the direction of the District Board of Directors. The General Manager is responsible for all
aspects of the efficient and cost-effective operations and administration of the District.
In accordance with the policy guidelines of the Board of Directors and consistent with Federal and State
regulations, the General Manager plans, implements, and directs the operations of the District’s water
system in a manner that insures service to customers, ongoing maintenance of systems and equipment, and
sound development for the future. Quality decision making and judgment are expected and required.
Essential duties and responsibilities include but are not limited to: assume safety responsibility for
personnel and the safety of water delivery; select, train, motivate and evaluate personnel; plan, direct,
coordinate and review work plan for District. The General Manager is provides thought-out and sound
advice and counsel to the Board of Directors in relation to projects, developments, and improving District
functions, is responsible for developing, preparing, and recommending a comprehensive budget and rate
structure with supporting data for the District and Serves as a liaison and advisor for the District with
consulting engineers, government agencies, developers, and any others as need arises.
$78,000 - $121,775 negotiable depending on education and experience
Excellent benefits including full medical and dental coverage, paid vacation and sick leave, and retirement
benefits. Relocation expenses and mileage or work vehicle negotiable.
Desired Qualifications and Skills:
• A professional engineering license with a minimum of five (5) years or project or personnel
management experience in water resource management
• At least five years of progressively responsible experience involving the management of materials,
personnel, budgets, rates, and purchasing in a water system.
• Possession of, or ability to obtain within 180 days a valid Montana Water Operator Certification
appropriate for the District’s classifications
• Technical proficiency with computers and software
• Must possess a valid state of Montana driver’s license with an insurable record
Required Materials:
• Cover letter
• Resume including education, special skills, licenses or certificates, employment history including
contact information of employers and salary
• Submit to: John Rife, Job Service Billings 2121 Rosebud Drive #B Billings, MT 59102 jrife@mt.gov
(406) 655-6075
The successful applicant will be required to provide verification of educational certifications and and
official education transcripts, pass a medical exam including a drug and alcohol screen, and a complete
background check prior to beginning work. The Board will review applications beginning December 16,
2021.
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