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THE CITY OF PORTALES, NEW MEXICO 
 
POSITION POSTING #2021-046 

 
POSITION:    SERVICE REPRESENTATIVE   
DEPARTMENT:    WATER/WASTEWATER DEPARTMENT    
STATUS:   NON-EXEMPT 
REPORTS TO:   WATER UTILITIES SUPERINTENDENT OR PUBLIC WORKS DIRECTOR 
SHIFT:      REGULAR - 40 HOURS PER WEEK 
SALARY:   MINIMUM $15.117 HOURLY/ $31,443.36 ANNUALLY 
 
**This is a safety-sensitive position, subject to random drug and alcohol testing.  
 
GENERAL DESCRIPTION: 
 
Reporting to the Water Utilities Superintendent or Public Works Director, responsible for turning on or turning 
off water for the general public, reading and recording meter readings, spotting water lines, assisting 
customers who have water line leaks but are unable to locate them and recommend cost-saving methods to 
customers.  Willingness to work irregular hours, weekends and as necessary holidays.  
 
TASKS AND RESPONSIBILITIES: 
 
Although the following are typical of the tasks and responsibilities routinely performed, additional tasks and 
/or responsibilities requiring comparable or lesser skills, knowledge, or dexterity may be assigned.  
 

1. Read and interpret water and wastewater maps while updating and maintaining accurate records. 
2. Working from written orders to turn on and off water supply for private homes, office buildings and 

related facilities. 
3. Re-check questionable readings while maintaining accurate records. 
4. Remove, install and test meters as necessary. 
5. Clean and adjust meters. 
6. Provide customer service and assistance as directed. 
7. Responsible for spotting water and sewer lines and making routine repairs. 
8. Make water and sewer taps as needed. 
9. Work with the water crew as needed. 

 
KNOWLEDGE, EXPERIENCE, AND SKILLS: 
 

1.   High school graduate or equivalent desired. 
2.   Previous experience desired but not required. 
3.   Ability to attain Water and Wastewater certification.   
5.   Current New Mexico Driver’s License.   
6.   Ability to work with minimum supervision. 
7.   Ability to follow through on work assignments. 
8.   Ability to accurately read numbers. 
7.   Must be at least 18 years of age. 
8.   Bilingual preferred. 

 
COMMENTS ON PHYSICAL REQUIREMENTS:  
 
Additional comments on physical requirements:  Must be in good physical condition with good hearing and 
sight.  Must be able to walk all day, lift meter lids continuously and carry heavy equipment occasionally.  
Must be able to bend, stoop and kneel.  Must be able to perform physical labor for sustained periods of time 
with exposure to the elements. 
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WORK SCHEDULE: 
 
The regular workweek is 40 hours - Monday through Friday, 8:00 a.m. to 4:00 p.m.  Additional time may be 
required to work after regular hours, on weekends, and holidays. 
 
DEADLINE TO SUBMIT APPLICATION:  Deadline to apply is by 5:00 p.m., Friday, November 12th, 2021.   
Applicant must submit required application to Human Resources at City Hall, 100 W. First Street, Portales, 
N.M.  88130. 
 
The City of Portales is an Equal Opportunity Employer and Drug Free Workplace. 
 
 
I have received the job description posting and I am capable of performing the essential functions for the 
position. 
 
 
Applicant Signature         Date    


