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Town of Orange Park 
Position Description 

 
 

Job Title:  Utility Trainee 
 
Department:  Public Works 
Reports to:  Utilities Superintendent 
Location:  700 Ash Street Orange Park FL 32073 
FLSA Status: Non-Exempt 

Safety Sensitive: Yes 
Status: Part-time 
Date Prepared:  August 2013

 
Job Summary: 
 

This is an entry level trainee position in the operation of water and wastewater treatment plants 
including collection and distribution systems. Incumbent could be assigned to various areas including 
but not limited to:  Operations, maintenance, repair and installation of various types of water and 
wastewater equipment, locations of water / collection piping, and any other function related to the 
operation of the Town utility system.  

 
Essential Duties and Responsibilities:   
 

- Assist licensed operators in maintaining charts on water pressure and water and sewer flow 
- Record various meter readings, and operate and maintain various equipment such as pumps, 

blowers, etc. 
- Make periodic rounds of plants and sewer lift stations to visually check the equipment to see 

that it is operating properly 
- Learn how to conduct laboratory tests on water and wastewater samples 
- Perform operational checks on various water and wastewater plant equipment 
- Assist in performing routine inspections on water and wastewater equipment and machinery 

and perform preventive maintenance on such equipment as necessary 
- Assist in repairing and maintaining equipment 
- Regulate proper flow of water and wastewater treatment chemicals according to prescribed 

standards 
- Reads meters , assists with locates, & works on distribution and collection repairs  
- Performs sludge bed maintenance 
- Report mechanical defects to the Superintendent or Lead 
- Perform general housekeeping duties in keeping the plants clean and orderly 
- Perform duties of lift station mechanic in training for collections certification,  repairing pumps, 

cleaning wet wells, sewer blockages, piping in sewer lines, and normal maintenance including 
painting 
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- Perform duties of a distribution operator in training. Pipe repairs, meter reading, sampling, 
repairing meters, and working with customers trouble shooting complaints 

- Other duties as assigned 
 

Duties can vary depending on the assigned area of Trainee. The above cited duties are responsibilities describe the 
general nature and level of work performed by people assigned to the job. They are not intended to be an 
exhaustive list of all the duties and responsibilities that an incumbent by be expected or asked to perform.  
 
Education and Experience Requirements: 
 

- High School Diploma or GED: strong in chemistry and mathematics with some experience in 
mechanical repair and maintenance work; or an equivalent of training and experience which 
provides the required knowledge, skills, and abilities 

- Ability to obtain State of Florida Class “C” Water or Wastewater license, within 2 years from 
date of appointment as a Plant trainee. If primarily assigned (by Superintendent) to distribution 
/ collections candidate must obtain Distribution license within 2 years on appointment as a 
trainee. With completion of training and attainment of certification incumbent will be eligible 
for promotion to position which certification is held (providing opening exists)    

- Valid State of Florida Drivers License 
 

Knowledge, Skills, & Abilities: 
 
- Knowledge of mathematics and chemistry 
- Knowledge in the functioning and servicing of mechanical equipment and machinery 
- Ability to learn the processes involved in water and wastewater treatment 
- Ability to read meters, gauges, and charts accurately and maintain records 
- Ability to comprehend and carry out oral or written directions 
- Ability to establish and maintain effective working relationship with co-workers 
- Ability to lift 50 pounds 
- Ability to walk, climb stairs 
- Knowledge of OSHA standards for industrial environment 
- Ability to work in adverse weather conditions 
- Ability to learn lift station maintenance if assigned 
- Ability to learn pipe fitting, plumbing, reading plans, and other aspects of distribution operations 

if assigned 
- Requirement to be licensed/certified within 24 months in 1 field 
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Skill Requirements: (X = Required for job)     
X Typing/computer keyboard X Verbal communication 
X Utilize computer software (specified above) X Written communication 
X Retrieve and compile information  Public speaking/group presentations 
X Maintain records/logs X Research, analyze and interpret information 
X Verify data and information X Investigate, evaluate, recommend action 
X Organize and prioritize information/tasks X Leadership and supervisory, managing people 
X Operate office equipment X Basic mathematical concepts (e.g. add, subtract) 
X Advanced mathematical concepts (fractions, 

decimals, ratios, percentages, graphs) 
X Abstract mathematical concepts (interpolation, 

inference, frequency, reliability, formulas, 
equations, statistics) 

Physical Requirements: (X = Required for job)     
X Sitting for extended periods  Lifting/carrying up to 20 pounds various items 

X Standing for extended periods X 
Lifting/carrying more than 20 pounds various 
items 

X Extended periods viewing computer screen X Repetitive Motions 
X Walking X Pushing/Pulling 
X Reading X Bending/Stooping 
X Speaking X Reaching/Grasping 
X Hearing X Writing 
 Other (list):    Other (list):  
Hazards: (X = Required for job)     
X Normal office environment X Electrical current 
X Toxic or caustic chemicals X Housekeeping and/or cleaning agents 
X Flammable, explosive gases X Proximity to moving mechanical parts 
        
Employee Acknowledgement:      
I have reviewed and understand the requirements stated in this Position Description. 

        
Employee Signature   Date:  


