South River Electric Membership Corporation-Job Descriptions
Engineering & Operations

POSITION TITLE:    Supervisor of Dispatch
                               
REPORTS TO:          VP of Engineering & Operations

SUPERVISES:           Dispatch



Objectives
To oversee dispatch operations, ensuring effective and efficient services that facilitate timely and accurate information exchange across all organizational units and external partners, thereby helping to guarantee members' access to reliable and cost-effective service both now and in the future.
To provide effective customer service on a day-to-day basis.  To provide efficient, accurate and courteous service that will increase satisfaction and promote good will between the Cooperative and its members. 

Responsibilities and Duties
Below is a list of typical duties for which the Dispatch Supervisor will be accountable/ responsible. This list is not intended to include all responsibilities of this position but an outline of tasks indicative of the overall function of this job. Responsibilities include, but are not limited to:

Supervising dispatch:
· Supervise Dispatchers and their schedules. Ensure they progress through relative training; monitor their abilities and provide assistance in the use of Dispatch technologies and software.
· Thorough understanding of the following programs and their     implementation:
· Clevest
· MilSoft OMS
· MilSoft IVR
· MilSoft Mapping (GIS)
· Partner
· OSI SCADA
· Meridian (CIS)
·  Dispatch & reconcile service orders by radio or through digital media (Clevest).
· Coordinate the movement of Operations personnel in outage situations.
· Monitor SCADA for alarms and reconcile accordingly.
· Monitor building and yard security cameras.
· Monitor CIS Support, Alarm@osi, Missing Reads and Job Briefing emails for issues and reconcile accordingly. Check Partner web routinely for work orders “Ready for Dispatch”
· Check contractors “in” and “off” the system daily and provide support with SCADA and Alarming functions.
Process cutoff list.
Complete staking jobs in mapping (GIS).
Use GIS to correct data errors – fuses, switches, transformers, reclosers, etc.
Use fault currents (SCADA) to identify fault locations.
Process monthly outage reports.
Assist project managers with GIS, billing and other data needs:
Idle services
Idle transformers
Lighting
County inspections
Release of liability forms
Work planning/scheduling of assigned personnel.
Overseeing/promoting the required adherence to all established safety rules, regulations, and practices.
Remaining abreast of changes in the Cooperative’s policies, credit practices, Service Rules and Regulations and other pertinent issues in assigned areas of responsibilities.
Providing input for development of annual budgets for the department.
Cost containment of projects and operating cost
Inventory control within assigned area of responsibility.
Overseeing/assisting the general activities of and maintain favorable communication with direct report employee/s to ensure work is performed efficiently and in a timely manner:
Quality and neatness of work performed
Providing assistance to other service personnel and helping maintain good departmental morale
Completing annual personal and departmental goals assigned by management
Completing/reviewing annual direct report employee/s evaluation/s
Being knowledgeable concerning South River Electric Membership Corporation’s rate schedule, by-laws, service rules and regulations
Reporting problems and conditions promptly which warrant immediate resolution
Attending scheduled meetings
Personal productivity and adherence to schedules and deadlines for assigned work
Keeping assigned work area clean, neat and organized at all times
Acquiring and maintaining first aid/CPR certification
Understanding and personally performing all duties in accordance with applicable safety and Cooperative policy manuals, as well as reporting to Supervisor hazardous conditions for the safety of the employees, consumers and public
Performance of related duties as assigned or necessary

Relationships and Contacts
     Provides and acquires information and assistance necessary to assure the 
     achievement of goals by the department and the cooperative. 
     Establishes and maintains, including but not limited to, the following contacts and 
     relationships for the purpose of coordination and communication.

Internal
·   Manager of Member Services
·   Supervisor of Line Operations (Dunn and Fayetteville)
·   Supervisor of Servicemen
·   Make contacts to satisfactorily carry out the responsibilities of
                       this position.  

External
· Make outside contacts to satisfactorily carry out the responsibilities of
this position.

Education
Associate's degree or equivalent from a two-year college in computer applications or related field required. Will consider related work experience in lieu of educational requirements if there is demonstrated ability to carry out the position responsibilities.

Experience
Dispatching experience, preferably in rural distribution, preferred. Experience with outage management software required.  Also, helpful to have progressive experience with a utility and a thorough understanding of a utility, specifically a cooperative.

Job Knowledge
      Knowledge of various meter types and operational characteristics and recognition 
      of malfunctions required. Knowledge of the distribution system, rules and
      regulations and knowledge of basic electrical and electronics theory preferred.
      Knowledge of service area is preferred.

      Abilities and Skills
Must be able to maintain complete confidentiality in the performance of duties and responsibilities of the job.  Must have good written and oral communication skills and good decision-making skills.  Must have considerable skill in effectively dealing with a variety of people under different and sometimes difficult circumstances. Must have basic computer skills. Must be able to carry out delegated work and handwriting must be neat and legible.

     Qualities and Attributes      
        Must be professional, dependable, punctual, courteous, have a positive attitude 	
      and be flexible. Must have personal integrity and be a team player. Must be self-
      motivated with a strong work ethic and an ability to adapt easily to change. 
  
     Physical Requirements
      Required to pass a physical examination and drug test when employed. 
      Must have the physical ability to perform the essential functions, duties and
      responsibilities of the job, which include, but are not limited to:

The employee must frequently lift and/or move up to 20-25 pounds and occasionally lift and/or move up to 50 pounds. 
Must have the ability to perform the outside duties of this position during extreme adverse weather conditions (temperatures above 90 degrees and below 30 degrees F., rain, sleet, snow, sleet, high humidity, etc.)     

      Special Requirements
· Must possess a valid NC Driver’s License.
· Must maintain an insurable driving record.
· Must be willing to accept on-call & call-out assignments, as necessary.

      Work Conditions
The Supervisor of Dispatch position requires availability for callouts during   emergency situations, day or night.


Remarks
The Company has reviewed this job description to ensure that essential functions and basic duties have been included. It is intended to provide guidelines for job expectations and the employee's ability to perform the position described. It is not intended to be construed as an exhaustive list of all functions, responsibilities, skills and abilities. In order to ensure maximum flexibility and efficiency and encourage cross training additional functions and requirements may be assigned by a supervisor/manager as deemed appropriate. This document does not represent a contract of employment, and the Company reserves the right to change this job description and/or assign tasks for the employee to perform, as the Company may deem appropriate.

Approval Signature: _____________________ Date: ______________

Employee Signature: ____________________ Date: ______________
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