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Position Description 

Electric Distribution Superintendent 
 

DEPARTMENT: Electric 

FLSA CLASS: Exempt 

UNION: None 

REPORTS TO: Public Works & Utilities Director 

SUPERVISES: Applications & Technology Specialist, Line Crew Foreman, Lineman, Master Electrician, Utility 

Technician 

 

 
 

SUMMARY: 

Under the general supervision of the Public Works & Utilities Director, the Electric Distribution Superintendent is 

responsible for coordinating the electric distribution operations to effectively deliver municipal electric services. 

This position supervises daily activities and special projects of the line crew and contributes to the design of the 

electric distribution systems with input from engineers as needed. 

 

 
 

To perform this job successfully, an individual must be able to perform each duty satisfactorily. The requirements 

listed below are representative of the knowledge, skills, and abilities required. Reasonable accommodation may be 

made to enable individuals with disabilities to perform the essential functions of the position. The essential functions 

listed below are intended to serve as illustrations of the various types of work that may be performed. The omission 

of specific duties does not exclude them if the work is similar, related, or a logical assignment to the position. 

 

ESSENTIAL FUNCTIONS OF THE JOB INCLUDE BUT ARE NOT LIMITED TO THE FOLLOWING: 

• Direct and assign crews to efficiently coordinate daily work needs for repair, maintenance, and 

construction of the electrical distribution system as well as substation and substation equipment. 

• Coordinate work with electric personnel daily; coordinate with other public works departments on work 

activities and use of equipment; coordinate projects with other utilities and governmental units. 

• Set goals for the timely completion of work; develop and prioritize work assignments to facilitate 

completion of work in a safe and efficient manner; prepare reports of work planned; prepare and monitor 

work orders; prepare weekly reports of work completed; set and enforce work quality standards. 

• Prepare reports on emergencies and problems. 

• Ensure that routine maintenance is performed on assigned vehicles and equipment; coordinate 

equipment maintenance and replacement schedules; recommend purchases of new and replacement 

equipment. 

• Develop contract work specifications and arrange for contract work; inspect contract work as assigned. 

• Organize and track assignment of work orders and service orders, including material transfers. 

• Coordinate material records, purchasing, and reports with administrative staff. 

• Direct and maintain physical inventory of the electric utility as needed/required, ensuring parts and 

supplies are available as needed for electric operations. 
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• Develop electric extension plans and estimates in accordance with established assembly units. 

• Secure necessary easements and right-of-way for efficient electric project completion. 

• Provide appropriate information to allow mapping records to be properly maintained. 

• Ensure the electric utility system operates in compliance with appropriate permits and regulations. 

• Secure and monitor necessary permits, licenses, and/or easements from the appropriate federal, state, 

county, or city agencies or private parties related to electric utility operations or projects. 

• Recommend revisions to utility policy/procedure to ensure efficiency in department processes. 

• Administer all organizational policies in a legal manner, fully documenting all incidents and actions taken 

as a member of the supervisory/management team and an agent of the organization. 

• Supervise Electric Department personnel; inspect and review the work of assigned personnel. 

• Evaluate Electric Department personnel; conduct evaluation of job performance for assigned personnel on 

a regular basis; effect disciplinary measures for employees as appropriate; enforce operating and 

personnel policies as per state law, City Code, and City Council resolution. 

• Provide an effective communication link between the Public Works & Utilities Director and Electric 

Department personnel; assist in the recruitment and recommendation of personnel in the hiring process. 

• Orient assigned personnel to all organizational policies and procedures, clearly communicating essential 

accountabilities and expected performance outcomes. 

• Create a work environment in which individuals are motivated to gain additional skills and competencies 

and seek opportunities for further growth and development. 

• Monitor safety conditions; ensure compliance of personnel with federal, state, and city safety laws; 

recognize unsafe conditions and take corrective action as needed; conduct or assure the conduction of 

safety training programs. 

• Develop and track appropriate safety training requirements. 

• Oversee training of apprentice lineman program. 

• Make budget recommendations to the Public Works & Utilities Director. 

• Develop and implement maintenance and CIP programs for the department in coordination with the 

Public Works & Utilities Director. 

• Review bills and monitor expenditures to ensure compliance with approved budgets. 

• Respond to public concerns and complaints regarding electrical service and work with appropriate staff 

for resolution. Set priorities to deal with emergencies and unanticipated costs. 

• Answer questions, investigate complaints, and resolve problems in an appropriate and timely manner in 

accordance with policy. 

• Effectively and respectfully communicate and interact with other employees, supervisors, individuals from 

other organizations, and citizen customers. 

• Demonstrate by personal example the integrity, ethics, and excellence in work performance expected 

from everyone in and connected to the organization. 

• Attend Public Utility Commission meetings, staff and safety meetings, and workshops/seminars as 

needed. 

• Participate in training and education opportunities to maintain/improve proficiency and required licenses. 

• Perform other related functions as assigned or apparent. 

 

 
 

EQUIPMENT USED: 

• Communication radio and cell phone 

• Volt/amp meters and recorders, including other safety and test equipment 

• Computer and related software/hardware 

• Copy machine, fax machine, phone, printer, calculator, and other standard office equipment 
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REQUIRED KNOWLEDGE, SKILLS, AND ABILITIES: 

• Thorough understanding of practices, materials, and equipment used in the maintenance and 

construction of overhead and underground electric systems 

• Strong working knowledge of principles of electrical circuits and wiring and the ability to apply this 

knowledge to work assignments 

• Thorough understanding of work order, service order, and inventory accounting procedures 

• Thorough knowledge of occupational hazards and the appropriate safety precautions 

• Strong knowledge of and commitment to public power and community involvement 

• Knowledge and understanding of SCADA operations and systems 

• Ability to understand and follow maintenance and construction plans and diagrams and make reports as 

required regarding the work in progress 

• Ability to read and understand the National Electrical Code and National Electric Safety Code 

• Ability to direct and function with assigned personnel in a manner conducive to full performance and high 

morale 

 

 
 

MINIMUM QUALIFICATIONS: 

• Two-year vocational college degree in electrical or related field 

• Possession of Journeyman Lineman Certification 

• Eight or more years of experience in the provision of Journeyman Lineman services 

• Two or more years of supervisory experience 

 

PREFERRED QUALIFICATIONS: 

• Bachelor’s degree in electrical engineering, civil engineering, environmental engineering, construction 

management, or related field 

 

 
 

CONDITIONS OF EMPLOYMENT: 

• Possession of a valid driver’s license or the ability to obtain it within 30 days of employment 

• Ability to pass a criminal background check 

 

 
 

WORK SCHEDULE: 

This is a full-time, regular position. The typical work hours are 7:00 a.m. to 4:00 p.m., Monday – Friday. Additional 

hours may be required to respond to emergency events or attend meetings. 

 

 
 

WORK ENVIRONMENT/PHYSICAL DEMANDS: 

The work environment characteristics described here are representative of those an employee encounters while 

performing the essential functions of this job. Reasonable accommodation may be made to enable individuals with 

disabilities to perform the essential functions. 
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This position requires the employee to work alone, with others, around others, and have contact with the public. 

Work will mainly be performed indoors. While performing the duties of this job, the employee will occasionally 

work near moving mechanical parts and may be exposed to the risk of electrical shock, various noise levels 

(including extremes), and all types of weather conditions (including extremes). Additionally, the employee will be 

required to sit, stand, walk, reach with hands and arms, stoop, kneel, crouch, and crawl. 

 

Activities that will occur continuously include utilizing problem solving, analytical, and organizational skills; 

displaying interpersonal skills; concentrating; and working with interruptions. 

 

Activities that will occur frequently include communicating verbally and in writing, displaying creativity, employing 

time management skills, and lifting/moving up to 10 pounds. 

 

Activities that will occur infrequently include lifting/moving up to 50 or more pounds. 

 

This position will require the ability to drive an automobile. 

 

 
 

This job description does not constitute an employment agreement between the employer and employee and is 

subject to change by the employer as the needs of the employer and requirements of the job change. 

 

ACKNOWLEDGEMENT: 

I have read this job description and fully understand the requirements set forth herein. I understand that this is to 

be used as a guide and that I will be responsible for performing other duties as assigned. I further understand that 

this job description does not constitute an employment contract with the City of Fairmont. 

 

____________________________  ____________________________  ___________________ 

Employee Signature    Printed Name     Date 


