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Pay Grade: 24  
FLSA: Exempt  

 CITY OF MARCO ISLAND, FLORIDA 
CLASSIFICATION SPECIFICATION 

 

CLASSIFICATION TITLE: COLLECTIONS & DISTRIBUTION MANAGER 

PURPOSE OF CLASSIFICATION 

The purpose of this classification is to oversee the 24-hour operation of the distribution and collection system 
including the supervision, assignment, training, and cross training of personnel.  

ESSENTIAL FUNCTIONS 

The following duties are normal for this position.  The omission of specific statements of the duties does not 
exclude them from the classification if the work is similar, related, or a logical assignment for this 
classification.  Other duties may be required and assigned. 

Supervises, directs, and evaluates assigned staff, processing employee concerns and problems, directing work, 
counseling, disciplining, and completing employee performance appraisals. 

Develops and administers or overseas the Utility Maintenance Department, including preventative maintenance 
programs. 
 
Serves as the Utility Safety and Loss Control Officer and as the Security Officer ensuring the safety and security 
of plant equipment and personnel.  
 
Develops, submits, justifies and maintains capital staffing and O&M budgets for the Distribution and Collection 
Department. 
 
Works closely with Utility Engineers, developers, builders, and consultants in matters pertaining to the 
Distribution and Collection system, safety, and security. 
 
Performs periodic or daily visual checks on the operating conditions of the plant; oversees and inspects 
construction jobs completed by staff and sub-contractors. 
 
Maintains an effective customer relations program; speaks to homeowner and civic groups on a variety of topics 
and settles damage claims with homeowners. 
 
Addresses operating problems and emergencies at any time. 
 
Operates a personal computer, or other equipment as necessary to complete essential functions, to include the use of 
word processing, spreadsheet, database, or other system software. 

ADDITIONAL FUNCTIONS 

Performs other related duties as required. 

MINIMUM QUALIFICATIONS 

High school diploma or G.E.D.; five year(s) of experience in utility operations including four years supervisory experience; or 
any equivalent combination of education, training, and experience which provides the requisite knowledge, skills, and abilities 
for this job.  Must possess and maintain a valid Florida driver’s license.  Licensed in water and wastewater preferred. 
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PERFORMANCE APTITUDES 

Data Utilization:  Requires the ability to evaluate, audit, deduce, and/or assess data using established criteria. 
Includes exercising discretion in determining actual or probable consequences and in referencing such evaluation 
to identify and select alternatives. 
 
Human Interaction:  Requires the ability to perform in a supervisory capacity over subordinate supervisors. 
 
Equipment, Machinery, Tools, and Materials Utilization:  Requires the ability to operate and control the actions 
of equipment, machinery, tools and/or materials requiring complex and/or rapid adjustments. 
 
Verbal Aptitude:  Requires the ability to utilize a wide variety of reference, descriptive, advisory and/or design 
data and information. 
 
Mathematical Aptitude:  Requires the ability to perform addition, subtraction, multiplication and division; ability 
to calculate decimals and percentages; may include ability to perform mathematical operations with fractions; 
may include ability to compute discount, interest, and ratios; may include ability to calculate surface areas, 
volumes, weights, and measures. 
 
Functional Reasoning:  Requires the ability to apply principles of influence systems, such as motivation, incentive, 
and leadership, and to exercise independent judgment to apply facts and principles for developing approaches and 
techniques to resolve problems. 
 
Situational Reasoning:  Requires the ability to exercise judgment, decisiveness and creativity in situations 
involving the evaluation of information against sensory, judgmental, or subjective criteria, as opposed to that 
which is clearly measurable or verifiable. 

ADA COMPLIANCE 

Physical Ability:  Tasks require the ability to exert light physical effort in sedentary to light work, but which may 
involve some lifting, carrying, pushing and/or pulling of objects and materials of light weight (5-10 pounds). 
Tasks may involve extended periods of time at a keyboard or work station. 
 
Sensory Requirements:  Some tasks require the ability to perceive and discriminate colors or shades of colors, 
sounds, taste, odor, depth, texture, and visual cues or signals.  Some tasks require the ability to communicate orally. 
 
Environmental Factors:  Essential functions are regularly performed without exposure to adverse environmental 
conditions. 
 
The City of Marco Island is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, the City 
will provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective and current 
employees to discuss potential accommodations with the employer. 
 
 
 


