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JOB DESCRIPTION 
 

TITLE 
   Supervisor Maps & Records 

NUMBER 
    50010113 

JOB FAMILY 
   Operations 

GRADE 
    10 

DATE REVIEWED 
    November 2013 

FLSA CLASSIFICATION 
    Exempt 

JOB SUMMARY 
Supervises and coaches team(s) responsible for maintaining the operational maps and records of PSE.  Assists 
department manager in development of resource plans, department budgets, and department goals and 
objectives.  Plans, supervises and facilitates operations to achieve workload, accuracy, productivity, budget and 
staffing level targets.  Participates in collaborative efforts to continually improve day-to-day operations.  Reviews 
processes and documentation to ensure compliance with standards. Supports emergency response operations 
as needed. 
 
Upholds the safety compliance standards inherent in PSE’s operating and/or field procedures related to work 
responsibilities. Promotes and supports a culture of total safety. 
 
This position may be subject to random DOT drug and/or alcohol testing. 
 

JOB RESPONSIBILITIES 

 Employee Safety, Development & Team Building - Providing employees with coaching, feedback, and 
developmental opportunities and building effective teams: 
 Demonstrates a passion for safety. Promotes and supports a culture of total safety including eliminating 

at-risk behaviors by conducting safety audits and inspections, eliminating hazards and near misses, 
and attending safety meetings. 

 Sets clear expectations and holds employees accountable for performance as well as safety 
goals/targets where applicable. 

 Oversees training and development of employees directly and indirectly managed and makes effective 
staffing decisions. Ensures required training is successfully completed. 

 Challenges and inspires employees to achieve business results.  
 Accountable to ensure employees adhere to legal and operational compliance requirements, as well as 

safety standards.  
 Conducts and ensures the completion of performance reviews. 
 Provides coaching, direction and leadership support to team members in order to achieve employee, 

business, customer and safety results. 

 Monitors, analyzes and manage workload to ensure optimal use of staff. 

 Plans and develops budgets with appropriate documentation.  

 Ensures compliance with codes, standards as well as with design, operations and maintenance 
requirements.  

 Supports emergency response work as requested including immediate and extended restoration efforts 
driven by weather and other system failures. 

 Works in partnership with internal departments towards continuous improvement of processes and 
procedures;  

 Promotes safe work practices to achieve safety goals. 

 Performs other duties as assigned. 

MINIMUM QUALIFICATIONS / KNOWLEDGE / SKILLS / ABILITIES 

 Associate degree or equivalency in general studies (experience in lieu of education may be considered). 

 Excellent customer relations skills including problem solving and conflict resolution.  

 Excellent communications skills.  

 Leadership experience.  

 Proficiency in Excel, Access, Word and PowerPoint. 
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DESIRED QUALIFICATIONS / KNOWLEDGE / SKILLS / ABILITIES 

 Knowledge of applicable Collective Bargaining Agreement and application of rules. 

 Bachelor’s degree. 

 Utility experience.  ( Records management, engineering, operations or mapping, ) 

 Leadership training.  

 


