


CITY OF MEDFORD
JOB DESCRIPTION

[bookmark: _Hlk218591083]Title of Position:	Laboratory Technician/ Wastewater Operator

Reports to:		Wastewater Superintendent

Council Approval:	October 23, 2026

******************************************************************************
General Nature of Position

This is a technical and semi-skilled position involving a combination of duties in the Laboratory and the Wastewater Treatment Plant.  

Duties of a Laboratory Technician comprise the largest portion of the job. Laboratory duties include chemical and bacteriological analysis testing of samples taken at various stages of the wastewater treatment process as well as industrial monitoring, drinking water testing and reporting. Work also includes the performance of appropriate tests and the evaluation of test results. Related activities are the assembling of data, maintenance of records and maintenance of laboratory equipment.

Duties of a Wastewater Operator include maintaining and servicing treatment plant equipment, operating the sludge dewatering press, maintaining plant maintenance and documenting information of land spreading and assets management on a GIS system.


Work at a wastewater treatment plant involves certain built-in hazards, including working in confined areas, considerable stair-climbing, proximity to moving or rotating equipment, exposure to chemicals, gases and electrical hazards. Duties sometimes may have to be performed under adverse conditions.  

The Wastewater Operator / Laboratory Technician will be state licensed in the appropriate grade and subclasses for the Medford Wastewater Treatment Plant. 

******************************************************************************
Description of Duties

Laboratory

· Performs specialized chemical, bacteriological and physical analysis of wastewater and drinking water samples.  
· Collect samples and runs tests.
· Interprets, records and prepares reports of test results, including quality assurance/quality control.
· Operates and performs routine maintenance on laboratory equipment, runs industrial and septage monitoring programs, calibrates and test equipment, cleans all lab equipment and glassware.  
· Performs housekeeping duties to keep the laboratory and office clean and neat.
· Adheres to safety guidelines when handling chemicals
· Organizes and stores laboratory records.

Operator

· Checks plant equipment and controls for proper operation and lubrication, checks sewage flow rates.
· Activates and operates sludge disc thickener
· Operates and maintains effluent disc filter equipment
· Operates and maintains sludge belt press.
· Maintains plant and lift station’s pumps. 
· Checks lift stations for proper operation and tests emergency generator equipment
· Makes end-of-day rounds of plant to ensure normal operation.
· On call and weekend work may be required. 

Other

· Does outside maintenance work, including mowing, snow plowing and painting
· May have to work in adverse weather under potentially hazardous conditions.
· Ability to lift minimum of 50 lbs
· Cleans, calibrates, and checks various meters    
· Does other work as directed by the Wastewater Superintendent or City Coordinator.
· May require some night and/or weekend work.

QUALIFICATIONS

Knowledge of:
· Scientific testing equipment
· Proper laboratory techniques and procedures
· State and Federal laws pertaining to drinking water and wastewater testing
· Fundamentals of chemistry and bacteriology
· Modern wastewater treatment plant operation and maintenance

Ability To:
· Use laboratory equipment; 
· Perform tests accurately and according to prescribed procedures.  
· Apply knowledge of testing procedures to treatment process.   
· Operate a computer. 
· Follow oral and written instructions. Make minor repairs and adjustments of testing equipment.

Experience and Training

· High school diploma or its equivalent.  
· State licensure in appropriate grade and subclasses.  
· Any equivalent combination of experience and training that provides the required knowledge and abilities.

Title: 			Clerical
Reports To: 		City Clerk
Council Approved: May 3, 2022

General Nature of Position
This position requires substantial interaction with the public and coordination with all City departments. Strong communication and interpersonal skills are essential to maintain positive working relationships and deliver responsive customer service.
The position functions under the general supervision of the City Clerk and may be assigned additional duties as needed. Responsibilities involve both routine administrative tasks and specialized accounting functions that require a high degree of accuracy and accountability.

Description of Duties
Administrative & Clerical
· Serve as the office receptionist, greeting visitors and responding to email and telephone inquiries.
· Provide clerical and secretarial assistance to all City departments as assigned, including preparation of correspondence, specialized documents, and other office communications.
· Maintain, update, and file City Ordinance, Resolution, and Minutes books.
· Process incoming and outgoing mail and packages.
· Maintain clerical records and file correspondence according to established office procedures.
· Handle routine excavation permit requests.
· Assist in maintaining the City’s Geographic Information System (GIS).
· Support updates and content management for the City’s website and Facebook page.
Financial & Accounting
· Receive, process, receipt, and record all money collected by the City.
· Assist in all phases of the monthly billing and collection process.
· Rotate with other clerical staff in duties such as:
· Daily deposits and cash drawer balancing
· Preparing monthly utility and departmental billings
· Perform bookkeeping and accounting tasks, including accounts receivable, account payable, and data entry into the City’s computerized accounting system.
· Administer delinquent account collection processes, including coordination with State Debt Collection, as required.
· Maintain inventory of municipal office supplies and coordinate reordering as needed.
Seasonal Duties
· Assist the Treasurer with property tax collection, including receiving, processing, receipting, and recording of property tax and license payments.
· Assist with the preparation of special assessments, including updating records and preparing documentation for tax collection.
· Update and maintain delinquent utility records for tax certification.
Other Duties
· Serve as a Notary Public.
· Perform additional duties as required or assigned by the City Coordinator or City Clerk.

Qualifications
Knowledge of:
· Office practices, procedures, and terminology.
· Standard office equipment and advanced computer applications (including Microsoft Office Suite).
· Accounting principles, functions, and procedures.
· Applicable legislation related to utility rates and municipal accounting (preferred).
Skills & Abilities:
· Provide courteous, professional, and effective customer service to the public.
· Communicate effectively in both oral and written forms.
· Prepare clear and accurate reports and correspondence.
· Accurately maintain clerical and financial records.
· Prioritize multiple tasks and meet strict deadlines.
· Apply sound judgment in handling sensitive information and resolving conflicts.
· Work independently as well as collaboratively with colleagues across departments.
Education & Experience:
· Associate’s degree in secretarial science, accounting, business administration, government administration, or a related field (preferred).
· Experience in an office environment with significant accounting and Microsoft Office software responsibilities.
· Any combination of education and experience that provides the required knowledge, skills, and abilities will be considered.
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