[image: The image depicts the logo of the Seis Lagos Utility District, featuring a water element symbolizing utility services.

AI-generated content may be incorrect.]
Office Manager / Operations, Technology & Compliance Administrator
	The Office Manager serves as a central operational, administrative, technology, and compliance resource for the District. This position supports daily utility operations, customer service, regulatory coordination, and field staff scheduling through effective use of utility management software and standardized procedures. The Office Manager acts as the District’s Public Information Act (PIA) Officer, supports regulatory compliance efforts in coordination with the Superintendent and Field Operations team, oversees vendor management, develops and maintains Standard Operating Procedures (SOPs), and supports technology adoption and training for both office and field staff.

This role requires strong organizational skills, technical aptitude, regulatory awareness, and the ability to coordinate across administrative and operational functions in a small MS4 utility environment.



Reports To:    General Manager / Board of Directors (as applicable)
FLSA Status:  Exempt 

Position Summary
The Office Manager serves as a central operational, administrative, technology, and compliance resource for the District. This position supports daily utility operations, customer service, regulatory coordination, and field staff scheduling through the effective use of utility management software and standardized procedures. The Office Manager acts as the District’s Public Information Act (PIA) Officer, supports regulatory compliance efforts in coordination with the Superintendent and Field Operations team, oversees vendor management, develops and helps to maintains Standard Operating Procedures (SOPs), and coordinates leads technology adoption and training for both office and field staff.

This role requires strong organizational skills, technical aptitude, regulatory awareness, and the ability to operate effectively in a small MS4 utility environment with limited staff and high public accountability.

Key Responsibilities

Utility Operations & Software Administration
Serve as primary administrator for the District’s Utility Management System (billing, asset management, work orders, customer service, and reporting).
Coordinate and support software upgrades, migrations, and system enhancements, including testing, documentation, and user training.
Maintain system data integrity, reporting accuracy, and user access controls.
Act as liaison with any new software vendors for configuration, troubleshooting, and optimization.

Regulatory Compliance Support
· Helps to Ssupport MS4, water, and wastewater regulatory compliance activities in coordination with the Superintendent and Field Operations team.
· Track, organize, and maintain documentation required for regulatory reporting, inspections, audits, and permit compliance.
· Coordinate the flow of operational and field data into compliance tracking systems and reports.
· Assist with preparation of compliance summaries for management, engineers, regulators, and the Board.
· Ensure SOPs, work orders, and operational workflows align with applicable regulatory requirements.
· Assist with responses to regulatory inquiries by compiling records, logs, and supporting documentation.

Public Information Act (PIA) Administration
· Serve as the District’s designated PIA Officer in compliance with the Texas Public Information Act.
· Receive, track, manage, and respond to PIA requests in coordination with legal counsel, staff, and vendors.
· Maintain organized records of requests, correspondence, timelines, and responses.
· Ensure appropriate handling and redaction of confidential or sensitive information.

Customer Service & Work Order Management
· Receive customer inquiries and service requests via phone, email, or utility software.
· Enter, prioritize, track, and close work orders in the utility management system.
· Coordinate with the Superintendent to and schedule work with field staff and contractors to ensure timely response.
· Communicate status updates and resolutions to customers in a professional manner.

Vendor & Contract Administration
· Manage office‑level vendor relationships, including software providers, professional services, and operational support vendors.
· Coordinate quotes, invoices, service agreements, and vendor compliance documentation.
· Track vendor performance and assist with renewals, onboarding, and procurement support.
· Assist management with vendor evaluations and recommendations.

Standard Operating Procedures (SOPs)
· Develop, document, update, and maintain written SOPs for administrative, operational, technology, and compliance‑related processes.
· Ensure SOPs reflect regulatory requirements, District policies, and best practices.
· Support implementation and consistent use of SOPs across office and field operations.

Technology Training & Field Support
· Coordinate with Superintendent to help Ttrain field staff on District technology platforms, including mobile devices, work order systems, asset tracking tools, and reporting software.
· Serve as first‑level support for technology‑related questions and issues.
· Identify opportunities to improve operational efficiency through technology adoption and workflow improvements.


Administrative & Board Support
· Assist with preparation of Board meeting materials, operational reports, and supporting documentation.
· Maintain organized records related to operations, compliance, vendors, and technology systems.
· Support coordination among administrative staff, Superintendent, field crews, consultants, and the Board.
· Assist with internal controls, audits, and operational reporting as directed.

Minimum Qualifications
· Bachelor’s degree or equivalent experience in business administration, public administration, information systems, or a related field.
· Minimum 3–5 years of office management or administrative experience, preferably in a utility, municipal, or local government environment.
· Experience working with enterprise or utility management software.
· Strong technical proficiency with Microsoft 365 and document management systems.
· Ability to understand and support regulatory compliance processes (including MS4‑related activities).
· Excellent written and verbal communication skills.
· Strong organizational skills, attention to detail, and discretion with office related items.

Preferred Qualifications
· Experience in a Special Utility District, municipality, or MS4 program.
· Familiarity with work order systems, asset management, GIS, or mobile field applications.
· Experience supporting regulatory inspections or compliance documentation.
· Prior experience serving as or supporting a PIA Officer.
· Experience developing SOPs and training staff.
· Familiarity with QuickBooks or utility financial workflows (non‑accounting focus).

Compensation & Benefits
Salary Range:
$65,000 – $90,000 annually, commensurate with experience, qualifications, and assigned responsibilities.  TBD

This range is consistent with comparable Office Manager and Utility Office Manager positions in North Texas municipalities and special utility districts, particularly for roles that include technology administration, regulatory compliance support, vendor management, and PIA responsibilities.
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