


























skill, and/or ability required. 

EDUCATION AND EXPERIENCE 
High school or GED, plus specialized schooling and/or on the job education in a specific skill 
area; e.g. data processing, clerical/administrative, equipment operation, etc, plus 5 years 
related experience and/or training, and 1 to 6 months related management experience, or 
equivalent combination of education and experience. 

COMMUNICATION SKILLS 
Ability to effectively communicate information and respond to questions in person-to-person and 
small group situations with customers, clients, general public and other employees of the 
organization. 

MATHEMATICAL SKILLS 
Ability to calculate figures and amounts such as discounts, interest, commissions, proportions, 
percentages, area, circumference, and volume. Ability to apply concepts such as fractions, 
ratios, and proportions to practical situations. 

CRITICAL THINKING SKILLS 
Ability to solve practical problems and deal with a variety of known variables in situations where 
only limited standardization exists. Ability to interpret a variety of instructions furnished in 
written, oral, or diagram formats. 

REQUIRED CERTIFICATES, LICENSES, REGISTRATIONS 
Class I Wastewater Operator License must be obtained within six months of employment. A 
Class II Wastewater Operator License is preferred. 

PREFERRED CERTIFICATES, LICENSES, REGISTRATIONS 
Not indicated. 

SOFTWARE SKILLS REQUIRED 
Intermediate: 10-Key, Accounting , Spreadsheet, Word Processing/Typing 
Basic: Alphanumeric Data Entry 

INITIATIVE AND INGENUITY 
SUPERVISION RECEIVED 
Under direction where a definite objective is set up and the employee plans and arranges 
own work, referring only unusual cases to supervisor. 

PLANNING 
Considerable responsibility with regard to general assignments in planning time, method, 
manner, and/or sequence of performance of own work; may also occasionally assist in the 
planning of work assignments performed by others within a limited area of operation. 

DECISION MAKING 
Performs work operations which permit frequent opportunity for decision-making of minor 
importance and also frequent opportunity for decision-making of major importance; the latter 
of which would affect the work operations of other employees an_d/or clientele to a moderate 
degree. 

MENTAL DEMAND 



Close mental demand. Operations requiring close and continuous attention for control of 
operations. Operations requiring intermittent direct thinking to determine or select the most 
applicable way of handling situations regarding the organization's administration and 
operations; also to determine or select material and equipment where highly variable sequences 
are involved. 

ANALYTICAL ABILITY I PROBLEM SOLVING 
Directed. Supervisory and/or professional skills using structured practices or policies and 
directed as to execution and review. Interpolation of learned things in moderately varied 
situations where reasoning and decision-making are essential. 

RESPONSIBILITY FOR WORK OF OTHERS 
Carries out supervisory responsibilities in accordance with the organization's policies and 
applicable laws. Responsibilities may include but not limited to interviewing, hiring and training 
employees; planning, assigning and directing work; appraising performance, rewarding and 
disciplining employees; addressing complaints and resolving problems. 

No supervision. 

Supervises the following departments: Not indicated. 

RESPONSIBILITY FOR FUNDS, PROPERTY and EQUIPMENT 
Occasionally responsible for organization's property where carelessness, error, or 
misappropriation would result in moderate damage or moderate monetary loss to the 
organization. The total value for the above would range from $150,000 to $1,000,000. 

ACCURACY 
Probable errors would normally not be detected in succeeding operations and could possibly 
affect organization-patron relationship, involve re-work, or additional expenditures in order to 
properly resolve the error. The possibility of such errors would occur quite frequently in 
performance of the job. May also cause inaccuracies or incomplete information that would be 
used in other segments of the organization as a basis for making subsequent decisions, plans, 
or actions. 

ACCOUNTABILITY 

FREEDOM TO ACT 
Directed. Freedom to complete duties as defined by wide-ranging policies and precedents 
with mid to upper-level managerial oversight. 

ANNUAL MONETARY IMPACT 
The amount of annual dollars generated based on the job's essential duties I responsibilities. 
Examples would include direct dollar generation, departmental budget, proper handling of 
organization funds, expense control , savings from new techniques or reduction in 
manpower. 

None. Job does not create any dollar monetary impact for the organization. 

IMPACT ON END RESULTS 
Moderate impact. Job has a definite impact on the organization's end results. Participates 



with others in taking action for a department and/or total organization. 

PUBLIC CONTACT 
Regular contacts with patrons where the contacts are initiated by the employee. Involves both 
furnishing and obtaining information and, also, attempting to influence the decisions of those 
persons contacted. Contacts of considerable importance and of such nature, that failure to 
exercise proper judgment may result in important tangible or intangible losses to the 
organization. 

EMPLOYEE CONTACT 
Contacts with other departments or offices and also frequently with individuals in middle level 
positions; consulting on problems which necessitate judgment and tact in presentation to obtain 
cooperation or approval of action to be taken. Also, important contacts with associates as 
required in advanced supervisory jobs, plus frequent contact with senior level internal officials. 

USE OF MACHINES, EQUIPMENT AND/OR COMPUTERS 
Occasional use of highly complex machines and equipment; specialized or advanced software 
programs. 

WORKING CONDITIONS 
Somewhat disagreeable working conditions. Continuously exposed to one or two elements such 
as noise, intermittent standing, walking; and occasional pushing, carrying, or lifting. 

ENVIRONMENTAL CONDITIONS 
The following work environment characteristics described here are representative of those an 
employee encounters while performing essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 

While performing the functions of this job, the employee is occasionally exposed to fumes or 
airborne particles, outdoor weather conditions, wet or humid conditions.The noise level in the 
work environment is usually moderate. 

PHYSICAL ACTIVITIES 
The following physical activities described here are representative of those that must be met by 
an employee to successfully perform the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions and expectations. 

Moderate diversity, moderately physical. Work activities which allow for a moderate amount of 
diversity in the performance of tasks which requires somewhat diversified physical demands of 
the employee. 

While performing the functions of this job, the employee is regularly required to stand, walk, sit, 
use hands to finger, handle, or feel, reach with hands and arms, climb or balance, stoop, kneel , 
crouch, or crawl, talk or hear. The employee must occasionally lift and/or move up to 50 
pounds. Specific vision abilities required by this job include close vision; distance vision; color 
vision ; depth perception; and ability to adjust focus. 

ADDITIONAL INFORMATION 
Five years of experience working in accounting, local government, and/or wastewater is 
preferred. Must have good organizational skills. 



Good communication skills are necessary as there are frequent contacts with the public/others. 
Machine skills include computer, copier, calculator, word processing and excellent keyboarding 
skills are necessary. Knowledge of wastewater treatment principals preferred. 
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11 . Resolve problems and deal with customers in a professional manner, when required. 

12. Perform secretarial duties, which include word processing, data entry, photocopying, filing, prepare 
and send mailings/correspondence, open/distribute mail , FAX documents. 

13 . Maintain office files in an accurate and efficient manner; ability to master the electronic filing 
system of the United States Bankruptcy Court. 

14. Research and locate various legal documents located in both the Circuit Clerk and County Clerk' s 
filing systems, including both microfilm and electronic. 

15. Coordinate with the Sheriff on obtaining service and collection of writs. 

16. Handle delicate phone calls in a professional manner. 

17. Track returned mail and obtain new addresses utilizing various methods including internet searches 
and searching records located in other county offices. 

18. Maintain office equipment in working condition. Call for service and/or repair as required. 

19. Receive, analyze and follow-up on various reports/printouts, etc. 

20. Maintain adequate supplies for the office. Reorder as necessary. 

21. Answer telephone, direct calls to appropriate person, take messages in polite and efficient manner. 

22. Consult with attorneys and other county officials seeking advice from the County Attorney as well as 
the general public. 

23. Provide assistance to other office staff and perform miscellaneous duties as assigned by supervisor. 

24. Perform advanced word processing skills and familiar with legal terms and citations. 

25 . Perform any other related duties as required or assigned. 

QUALIFICATIONS 

To perform this job successfully, an individual must be able to perform each essential duty mentioned 
satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability 
required. 

EDUCATION AND EXPERIENCE 

Knowledge of a specialized field (however acquired), such as basic accounting, computer, etc. 
Equivalent of four years in high school, plus night, trade extension, or correspondence school 
specialized training, equal to two years of college, plus 5 years related experience and/or training, and 1 
to 6 months related management experience, or equivalent combination of education and experience. 

RESPONSIBILITY FOR FUNDS, PROPERTY and EQUIPMENT 

None. 

SUPERVISORY RESPONSIBILITIES 

None. 

COMMUNICATION SKILLS 

Ability to effectively communicate information and respond to questions in person-to-person and small 



group situations with customers, clients, general public and other employees of the organization. 

MATHEMATICAL SKILLS 

Ability to calculate figures and amounts such as discounts, interest, commissions, proportions, 
percentages, area, circumference, and volume. Ability to apply concepts such as fractions, ratios, and 
proportions to practical situations. 

CRITICAL THINKING SKILLS 

Ability to utilize common sense understanding in order to carry out written, oral or diagrammed 
instructions. Ability to deal with problems involving several known variables in situations of a routine 
nature. 

SUPERVISION RECEIVED 

Under direction where a definite objective is set up and the employee plans and arranges own work, 
referring only unusual cases to supervisor. 

PLANNING 

Considerable responsibility with regard to general assignments in planning time, method, manner, and/or 
sequence of performance of own work; may also occasionally assist in the planning of work assignments 
performed by others within a limited area of operation. 

DECISION MAKING 

Performs work operations which permit frequent opportunity for decision-making of minor importance 
and also frequent opportunity for decision-making of major importance; the latter of which would affect 
the work operations of other employees and/or clientele to a moderate degree. 

MENTAL DEMAND 

Close mental demand. Operations requiring close and continuous attention for control of operations. 
Operations requiring intermittent direct thinking to determine or select the most applicable way of 
handling situations regarding the organization's administration and operations; also to determine or 
select material and equipment where highly variable sequences are involved. 

ANALYTICAL ABILITY I PROBLEM SOLVING 

Directed. Supervisory and/or professional skills using structured practices or policies and directed as to 
execution and review. Interpolation of learned things in moderately varied situations where reasoning 
and decision-making are essential. 

USE OF MACHINES, EQUIPMENT AND/OR COMPUTERS 

Occasional use of highly complex machines and equipment; specialized or advanced software programs. 

ACCURACY 

Probable errors would normally not be detected in succeeding operations and could possibly affect 
organization-patron relationship, involve re-work, or additional expenditures in order to properly resolve 
the error. The possibility of such errors would occur quite frequently in performance of the job. May 
also cause inaccuracies or incomplete information that would be used in other segments of the 
organization as a basis for making subsequent decisions, plans, or actions. 

PUBLIC CONTACT 

Regular contacts with patrons where the contacts are initiated by the employee. Involves both furnishing 
and obtaining information and, also, attempting to influence the decisions of those persons contacted. 
Contacts of considerable importance and of such nature, that failure to exercise proper judgment may 
result in important tangible or intangible losses to the organization. 

EMPLOYEE CONTACT 

Contacts with other departments or offices and also frequently with individuals in middle level 



positions; consulting on problems which necessitate judgment and tact in presentation to obtain 
cooperation or approval of action to be taken. Also, important contacts with associates as required in 
advanced supervisory jobs, plus frequent contact with senior level internal officials. 

REQUIRED CERTIFICATES, LICENSES, REGISTRATIONS 

Not indicated. 

PREFERRED CERTIFICATES, LICENSES, REGISTRATIONS 

Not indicated. 

SOFTWARE SKILLS REQUIRED 

Intermediate: Database, Other, Spreadsheet, Word Processing/Typing 
Basic: Alphanumeric Data Entry, Contact Management 

ADDITIONAL INFORMATION 

Travel is required. 

Ensure all activities are professionally and ethically performed in accordance with the law to protect the 
individual rights of all citizens in Washington County. 

Treat all citizens of Washington County in a professional and ethical manner. 

Conduct all liaison activities in a professional manner to ensure maximum cooperation between and 
among County and other agencies. 

Regular and prompt attendance is necessary. 

PHYSICAL ACTIVITIES 

The following physical activities described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job. Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions and expectations. 

While performing the functions of this job, the employee is regularly required to sit, talk or hear; 
frequently required to use hands to finger, handle, or feel ; and occasionally required to stand, walk, 
reach with hands and arms. The employee must occasionally lift and/or move up to 25 pounds. Specific 
vision abilities required by this job include close vision; and color vision. 

ENVIRONMENTAL CONDITIONS 

The following work environment characteristics described here are representative of those an employee 
encounters while performing essential functions of this job. Reasonable accommodations may be made 
to enable individuals with disabilities to perform the essential functions . 

The noise level in the work environment is usually moderate. 
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10. Prepare and oversee the preparation of grant proposals, including grant writing, guidance, 
budget preparation and interpretation of funding agency regulations and requirements prior 
to County Judge's approval. 

11. Manage all proposals and awards for compliance with Federal, State, and/or Private funding 
source requirements, which includes in-depth reviewing and reporting. 

12. Conduct "site" visits for grant funded projects to determine compliance with regulations 
and rules, having access to confidential files on an as-needed basis and as dictated by the 
funding agency. 

13. Negotiate and/or manage grant/contract fiscal and program issues with agencies/program 
directors including grant award terms, conditions, amounts and project and budget 
revisions. 

14. Prepare clear, sound, accurate and informative correspondence, reports, summaries and 
findings, conclusions and recommendations as needed and/or required. 

15. Manage all grant files in preparation for annual audits and/or granter auditing. 

16. Conduct, coordinate or appear before public hearings, county committee(s)/Quorum Court 
meetings to relate information on grants as to the purpose, status, availability and 
requirements of county sponsored grant programs. Review engineering plans for projects 
within the grants program. 

17. Work with Quorum Court Finance Committee and/or any other appropriate personnel to 
ensure the integrity of all grant applications prior to the County Judge's approval of said 
grant and submission of the granting agencies. 

18. Participate in advocacy and community relations' efforts representing the County as 
required or needed. 

19. Responsible for the development of and management of the Grant Administration 
Department budget and all grant budgets (averaging between ten and thirty grants per year). 

20. Responsible for providing any POA and/or system owner information and advice with 
regard to Washington County policies and regulations on sewer systems. 

21. Coordination with any POA or other entities concerning decentralized sewer systems, 
easements, engineering studies, and other activities as assigned by the County Judge. 

22. Prepare and maintain a current customer list, conduct negotiations/discussions with the 
POA's owners of decentralized sewer systems, and sewer management companies. 

23. Conduct meetings with POA's to provide information and advice on Washington County 
policies and procedures. 

24. Attend monthly Washington County Planning and technical review meetings as needed. 



25. Implement and maintain the rules and regulations of land developments utilizing fire flow 
tanks and community sewer systems. 

26. Attend and record minutes of the RDA monthly meetings. Prepare RDA monthly meeting 
packets. 

27. Act as a liaison between the citizens of Washington County, any POA, Public Health 
Department, and ADEQ regarding compliance of all sewer systems. 

28. Perform other related duties as assigned or required. 

QUALIFICATION REQUIREMENTS: 

To perform this job successfully, an individual must be able to perform each essential duty 
satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or 
ability required. Reasonable accommodations may be made to enable individuals with disabilities 
to perform the essential functions. 

SUPERVISORY RESPONSIBILITIES: The incumbent has the shared responsibility for 
supervising the Assistant Grant Administrator/Legal Assistant. The incumbent is responsible for 
supervisory responsibilities in accordance with the county's policies and applicable laws. 
Responsibilities include interviewing, hiring, and training employees; planning, assigning, and 
directing work; appraising performance, rewarding and disciplining employees, addressing 
complaints, and resolving problems. 

EDUCATION and/or EXPERIENCE: 

Bachelor's Degree in Public Administration, Business or other related field or equivocal experience 
is preferred. Five years experience is necessary to perform the duties of this position. Knowledge of 
federal, state and private grant application process is necessary. 

RESPONSIBILITY FOR FUNDS, PROPERTY and EQUIPMENT: 
Budget Responsibility: $150,000 
Equipment and Property: $200,000 
Grant Funds: $5,000,000 

OTHER SKILLS and ABILITIES: 

The incumbent must possess computer skills and working knowledge of general office equipment; 
Must possess excellent communication and interpersonal relations skills; Requires the ability to 
attend early morning or evening meetings with local and county officials, developers, citizens and 
other parties involved in the County's Grant Administration Program; Communication and 
leadership skills to meet with local, county, state and federal officials; Ability to handle out of state 
travel. 

PHYSICAL DEMANDS: 

The physical demands described here are representative of those that must be met by an employee 
to successfully perform the essential functions of this job. Reasonable accommodations may be 
made to enable individuals with disabilities to perform the essential functions. 



While performing the duties of this job, the employee is regularly required to sit, talk, hear, and use 
hands to finger, handle, or feel objects/controls. Occasionally, the employee is required to walk 
both in the office setting and in the field. 

The employee must frequently lift and/or move up to 25 pounds. 

Specific vision abilities required by this job include close vision, color vision, depth perception, and 
the ability to adjust focus. 

WORK ENVIRONMENT: 

The work environment characteristics described here are representative of those that an employee 
encounters while performing the essential functions of this job. Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. 

The noise level in the work environment is usually moderate. 
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Any system serving two (2) or more individual lots for the collection 
and disposal of domestic or industrial wastewater of a llquld nature, 
including various devices for the collection, conveyance and 
treatment of the treated wastewater effluent and the monitoring of 
the affected groundwater quality and the management of the 
associated solid waste byproducts (septage and sludge). 

ARTICLE 2. The Responsible Entities (RES) shall Include, 
without limitation, the owner of the system, the pennittee of State agencies with 
jurisdiction over the system, the person, persons, corporation, partnership or other entity 
that has the managerial, financial and technical oversight over any system, including 
without limitation, operations and management, pennit compliance, recordkeeping, 
reporting, customer service, billing and collection and is fully responsible for the long­
tenn cost effective operations in accordance with all applicable laws and regulations 
and performance requirements. 

ARTICLE 3. The RES shall charge a sufficient rate or fee 
that includes reserves for operation and maintenance, emergencies, and capital 
improvements; the County Judge is hereby authorized to promulgate rules and 
regulations concerning such, and is also given the County Public Utilities Coordinator to 
administer all other terms of this Ordinance: and promulgate any additional regulations it 
deems necessary. 

ARTICLE 4. The RCS sflatt within ninety (901 days horn the 
date of the enactment of this Ordinance report to the County Public Utilities Coordinator 
the following: 

(a) The name and location of the subdivision to be served by said 
system and the type of system that is being utilized; 

(b) The number of lots to be served by said system; 

(c) The rate or fee that will be charged to each property owner to 
be served by said system; 

(d) The amount of reserves that will be built Into any rate or fee 
along with evidence Indicating how these reserves are 
adequate and appropriate to provide long-term sustainable 
system perfonnance and compliance with permits; 

(e) The legal entity that will own and retain the services of the 
licensed operator of the system and the exact name, address, 
email address and phone number of said entity and operator; 

(f) A copy of the contract to be executed for the operation of the 
system; 
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(g) Plans to enforce and collect the rate or fee to be charged; and, 

(h) Any other matter deemed relevant by the County Public 
Utilities Coordinator. 

ARTICLE 5. The RES shall report to the County Public 
Utilities Coordinator, upon request, any matters relevant to the operation of said system 
including, but not limited to operation and maintenance issues, environmental issues, 
financial matters, customer service issues, and any other matter deemed relevant by 
the County Public Utilities Coordinator. A bond or other sufficient guaranty of financial 
security in an amount equal to or greater than five (5) years of estimated operating 
expenses for said system shall be posted by the RES in favor of the County to ensure 
compllance with this Ordinance and any regulations promulgated hereto. 

ARTICLE 6. This Ordinance shall be applicable throughout 
the unincorporated area of the County including the extra-territorial growth area of any 
incorporated City. This Ordinance shall not be applicable in the event any such system 
is or becomes owned, maintained, or operated by an incorporated city or other public 
entity. In the event that an incorporated city of other public entity enacts ordinances or 
rules and regulations concerning said systems, then the more stringent provisions shall 
apply. Construction of any new Community Based Sewer System shall require the 
engagement of an Arkansas-licensed civil engineer at the contractor's expense. Said 
engineer shall be on-site during construction and shall provide the County Public 
Utilities Coordinator with weekly written updates as to the progress of construction until 
said system is complete. The engineer shall certify to the County that the system was 
built as designed and approved by ADEQ and/or ADH. 

ARTICLE 7. The County is authorized to assess and 
collect a monthly fee from each RES, not to exceed two dollars ($2.00) per water meter 
or tap, to defray the administrative expenses necessitated by enactment of this 
ordinance. 

ARTICLE 8. Before or at the time of Preliminary Plat 
submittal to the County, the Developer must submit a report summarizing the soil 
findings and system proposals for review and comment to the Health Department and 
the Department of Environmental Quality. All comments regarding capacity issues must 
be addressed and approved prior Preliminary Plat approval. 

ARTICLE 9. Each system installed in Washington County 
shall be designed in such a fashion to allow for a singular connection In the event that a 
municipal system becomes readily available at a future date. 

ARTICLE 10. A violation of this Ordinance or any regulation 
promulgated hereto by the County Judge shall be enforceable by appropriate civil action 
by the County Judge. Such civil remedy shall include but is not limited to injunctive 
relief, civil sanctions, removal of the RES, the owner, and/or the operator from operating 
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or in any other manner managing said system; attorney's fees and any other costs 
related to any civil action. 

ARTICLE 11. This Ordinance does not authorize the 
County, any County Department, Board, or Commission to take ownership, permanently 
or temporarily, or to take over operation or maintenance of any such system. 

~l~CLE 12.. Se"~· '~ M'1 ~. clau~. atUcle, 
section, phrase or portion of this Ordinance is for any reason held to be invalid, such 
decision shall not affect the validity of the remaining portion of this Ordinance. 

ARTICLE 13. Retroactivitv. The Quorum Court finds that 
community sewer systems, when mismanaged, constitute a threat to public health, 
safety and welfare, and that a lack of oversight of said systems on a local level magnify 
that threat. Therefore, this ordinance is deemed to be retroactive to the effective date of 
Act 575 of 2015. 

ARTICLE 14. Emergency Clause. It is hereby ascertained 
and declared that regulations on community sewer systems are immediately needed for 
the preservation of the public peace, health and safety. Therefore, it is dedared that an 
emergency exists and this Ordinance being necessary for the preservation of the public 
peace, health and safety shall be in force and take effect immediately upon and after its 
passage. 

~~~~ LYN WARDS, County Judge 
4125/16 
DATE 

Sponsor: Robert Dennis & Rick Cochran 
Date of Passage: Aorfl 21. 2016 
Votes For: 12 Votes Against: 0 
Abstention: 0 Absent: 3 
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