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CITY OF MADISON POSITION DESCRIPTION 
 

1. Name of Employee (or "vacant"): 

 

vacant 

 

Work Phone: 266-4651 

 

2. Class Title (i.e. payroll title): 

 

Water Community Outreach Specialist 

 

3. Working Title (if any): 

 

 

 

4. Name & Class of First-Line Supervisor: 

 

Water Utility Public Information Officer 

 

Work Phone: 266-9129 

 

5. Department, Division & Section: 

 

Water Utility 

 

6. Work Address: 

 

119 E. Olin Ave. 

 

7. Hours/Week: 38.75 

  

Start time: 8:00a End time: 4:30p  

 

8. Date of hire in this position: 

 

 

9. From approximately what date has employee performed the work currently assigned: 

 

 

 

 

10. Position Summary: 

 

This is professional communications and community outreach work for the Madison Water Utility. The work 

involves designing and producing educational, public information, social media, and internal communications 

materials and activities for the Water Utility under the general supervision of the Public Information Officer. The 

position also provides administrative and logistical support to the Management Team and the Water Utility Board. 

 

11. Functions and Worker Activities: (Do NOT include duties done on an "Out-of-Class" basis.) 

 

40% A. In conjunction with the Water PIO, plan, develop, implement outreach programs for the Water 

Utility that educate and inform all segments of the public about the services provided by the 

utility. Special emphasis is placed upon programs for schools and community groups. 

1. Work with the Water PIO to develop an outreach strategy for the Water Utility. 

2. Develop and deliver educational content that informs the public about where their water 

comes from and the infrastructure required to distribute clean, safe water for public 

consumption and fire protection. 
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3. Plan and execute community events such as open houses, fairs, etc. that support the mission 

of the utility and build an informed consumer base that recognizes the need for continual 

reinvestment in critical waterworks infrastructure.  

4. Coordinate the use of the utility’s Water Wagon as an educational and outreach tool.  

5. Provide general leadership by engaging and involving other utility and city staff in the 

educational programs of the utility. Seek out and take advantage of synergies with other 

public works and public safety organizations, such as Parks, Public Health, and the Fire 

Department. 

6. Identify and pursue mutually beneficial strategic partnerships with civic and environmental 

groups and organizations. Leverage these partnerships to build trust in and support of 

Madison Water Utility’s mission. 

7. Design and layout visually compelling and effective graphic materials to communicate key 

messages and information, such as the Water Utility Annual Report. Draft content as required. 

8. Utilize social media and website tools to increase the effectiveness of the Utility’s 

communication and outreach programs.   

 

25% B. Develop and coordinate citizen engagement and volunteer opportunities for the Utility. 

1. Coordinate the detailed and multifaceted Public Participation Process for Water Utility 

Facilities. Interact with civically active members of the public and provide a two way 

communication channel. Represent Madison Water Utility to the public in an open and 

professional manner to build confidence and public trust in the Utility. Provide planning and 

logistical support for public meetings and feedback mechanisms. 

2. Identify potential new volunteer opportunities, such as an Adopt-a-Hydrant program for snow 

removal, edible landscaping on utility properties, and art in civic spaces like Crowley Station. 

3. Develop and support ways to improve and facilitate citizen input and feedback to the Water 

Utility Board. 

 

15% C. Leverage the Utility’s new Advanced Metering Infrastructure to help meet water conservation 

goals and provide increased value to the customer. 

1. Help the Utility meets its billing costs reduction goals by developing and implementing an 

effective marketing campaign to increase the percentage of customers on e-billing. 

2. Educate the public on the tools available to track water consumption and meet their water 

conservation goals. 

3. Assess the effectiveness of the water consumption tracking tools and suggest improvements to 

interfaces and functionality. 

 

10% D. Provide staff support to the Management Team and Water Utility Board. 

1. Attend regular meetings of the Senior Leadership Team and the Water Utility Board. 

2. Respond to questions from the Board and research and report on issues as requested. 

3. Prepare agendas, minutes, task databases, and related items. 

4. Provide logistical support such as audio visual equipment setup and web conference 

troubleshooting. 

5. Maintain a working knowledge of the Water Utility Board’s governance model and policy 

development. 

6. Provide scheduling and administrative support for the General Manager. 

 

10% E. Coordinate Water Utility efforts as they relate to Open records, customer requests, feedback, and 

on-going concerns. 

1. Track, manage, coordinate and ensure proper and timely response to general outside request 

and inquiries of the Utility, including letters, emails and web-based communications. 

2. Respond, draft response or forward inquiries to proper staff for response and track responses 

until issues are resolved. 

3. Coordinate proper response to all Open Records requests, including maintaining records and 

schedules for Open Records requests and serve as the Open Records coordinator for the 

Utility. 

4. Perform related work as required. 
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12. Primary knowledge, skills and abilities required: 

 

Working knowledge of community relations and public communications concepts, techniques and practices. 

Working knowledge of and ability to use computer applications related to the duties of the position, including the 

use of social media. Knowledge of group dynamics and psychology. Ability to develop, recommend and promote 

professional public information materials in a strategic context in keeping with the utility’s missions and goals. 

Ability to communicate effectively both in writing and orally. Ability to cultivate and maintain effective working 

relationships with co-workers, other City staff, and the media. Ability to provide general leadership as a Water 

Utility communications professional. Ability to produce and promote public information/education events, write 

accurate news releases and public service announcements and to review and edit the work of others. Ability to 

compile and disseminate appropriate information about Water Utility activities, events and operations. Ability to 

organize activities, establish priorities, and meet deadlines. Ability to provide on-air and live broadcast 

presentations. Ability to maintain adequate attendance. 

 

 

13. Special tools and equipment required: 

 

 

 

14. Required licenses and/or registration: 

 

Possession of a valid driver’s license or the ability to meet the transportation requirements of this position. 

 

15. Physical requirements: 

 

 

 

16. Supervision received (level and type): 

 

General supervision from the management level 

 

17. Leadership Responsibilities: 

 

This position:  is responsible for supervisory activities (Supervisory Analysis Form attached). 

 has no leadership responsibility. 

 provides general leadership (please provide detail under Function Statement). 

 

18. Employee Acknowledgment: 

 

 I prepared this form and believe that it accurately describes my position. 

 I have been provided with this description of my assignment by my supervisor. 

 Other comments (see attached). 

 

 

    
EMPLOYEE DATE 
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19. Supervisor Statement: 

 

 I have prepared this form and believe that it accurately describes this position. 

 I have reviewed this form, as prepared by the employee, and believe that it accurately describes this 

position. 

 I have reviewed this form, as prepared by the employee, and find that it differs from my assessment of the 

position. I have discussed these concerns with the employee and provided them with my written comments 

(which are attached). 

 I do not believe that the document should be used as the official description of this position (i.e., for 

purposes of official decisions). 

 Other comments (see attached). 

 

 

    
SUPERVISOR DATE 

 
Note: Instructions and additional forms are available from the Human Resources Dept., Room 501, City-County Bldg. or by calling 266-4615. 

 


