
All citizens are invited to attend.   

There is a possibility of a quorum of Commissioners being present. 

 
 
 
 

Brunswick-Glynn County Joint Water and Sewer Commission 
1703 Gloucester Street, Brunswick, GA 31520 

Thursday August 3, 2017 10:00 AM  
Commission Meeting Room 

 
HUMAN RESOURCES & SAFETY COMMITTEE MEETING 

AGENDA 
 
 

Committee Members:   Commissioner Cornell Harvey, Chairman 
                                          Commissioner Cliff Adams 
      Chairman of Commission Donald Elliott  
      Commissioner David Ford 

   Executive Director Jimmy Junkin 
 
Members:        Cindy Barnhart, TSI 
             Jeffrey Singletary, TSI 
      Baylie Lane, TSI 
 
 
PUBLIC COMMENT PERIOD 
Public Comments will be limited to 3 minutes per speaker.  Comments are to be limited to relevant information regarding your position and 
should avoid being repetitious. Individuals should sign in stating your name, address and the subject matter on which you wish to speak.    
Your cooperation in this process will be greatly appreciated 

 
APPROVAL 
1.    Minutes from July 20, 2017 Human Resources & Safety Committee Meeting (subject to any     
necessary changes)   
 
DISCUSSION 
1.    Recruiting and Termination Statistics – C. Barnhart, TSI 
2.    Job Descriptions and Responsibilities 

• Director of Operations  
• Deputy Director 
• Superintendents 

 
 
EXECUTIVE DIRECTOR’S UPDATE 
 
MEETING ADJOURNED 



Bmnswick-Glyn皿County Joint Water & Sewer Com皿ission

1703 G賞oucester Street, Brunswick, GA 31520

Commission Mee鯖ng Room

Thursday, August 3, 2017 at lO:00 AM

HUMAN RESOURCES & SAFETY COMMITTEE MINUTES

P取圏SENT :

ALSO PRESENT:

A職SEN冒:

Come寒l Harvey, Chairman

Dona量d El賞iott, Chairman of Commission

David Ford, Commissioner

Jimmy Junkin, Hxecutive Director

John Donaghy, Director of Finance

Tom Boland, Sr., Deputy Director

Jay SelIers, Public Information O純cer

Cindy Bamha巾TSI

C賞i∬ Adams, Commissioner

Chairman Harvey called the meeting to order at lO:00 AM.

PUBLIC COMMENT PERIOD

There being no citizens血at wished to eddress血e Committee, Chaiman H測rVey CIosed the

Public Comment Period.

APPROVAL :

1.　Minutes From Ju量y 20, 2017 Human Resources & Safety Commi請ee Meeting

Commissioner Ford made a motion seconded bv Commissioner Ellio慣to approve the Hunan

Resources & Safetv Commi耽ee Meetin蜜from Julv 20. 2017. Motion c甜Tied 3-0-l.

Commissioner Adams was absent for the vote.

D工SCUSS重ONこ

1.　Recrui慣ng and Term血a慣on Statis慣cs十C. B幽TSI

Cindy Bar血Iart from Teamwo血Services,血c. discussed也e Recrulting and Termina血m Statistics

r印ort wi心血e Committee. She nc鵬d血at也ere was a new jbb重roStC舟for Waste Water Tbe如mut

Plant Qperator IⅡ, and ano血er one for Enginee血Ig Systems Analyst-Modeler. She updated that there

have been a tota1 78 respenses r韓eived by Teamwok Services for瓜e重roSifron of D印可y Executive

Di記ctor. Chaiman H弧Vey queStioned as to closing dates for recelVmg apPlicatious for open pos誼ons.

Mrs. Ba細的紺t徹ivised that it d印ended on血e posi屯on and也e directive glVen by血e client for血e

postihg. she imlnded血at wh孤various venues are used for posting址gher positious, SOne Ofthose

1



VenueS have minimum posting times, S田丸as 30 or 45 days. AIso noted was that resumes are se鵬out

mmally twice per weck to血e帽証g manager・ T.S.I. does do some pre-SCreemng PnOr to雑やlicatious

bei皿g seut for review・ There was m firfu update regarding recrui血喝arrd tem血ation st証stics.

2.　Job Desc垂脆ons繍nd Respo皿Sib載慣es

'　Director ofOpe鵬脆ons

●　Deputy Director

●　Superintendents

Chai請nan HaIvey advised也at he hnd requested也e job desc重光ious for也e Director of Qperations,

Dap叫y Director紬d也e S岬e血鵬nde血s in order to discuss arrd note where血ere were some

Similarities and job ovedappmg. This is in or(転to detemine if血ere lS POSSible combining ofjob

tasks betw既n血ese pos証ous. C血n!m H紬vey血en a(胸ed血at since也e D印可y Director position

Was gOing to be discussed later, and也at he w甜血ed to propose血at e地er one or血e other of瓜e D印可y

Director or Director of Qperfus was址red, he war鵬d to defer軸discussion ur血Iater.

EXECUTIVE DIRECTOR裏S UPDATE

Mr. Jurkin advised that he was gomg to make a quick update later in the day in Executive

Session.珊ere was no update for血is Committee meeting.

Meeting was a句ouned at lO:09 arn.

之



Brunswick‐Glynn County Joint Water and Sewer Commission
Recruiting and Termination Statistics

Current  Job Postings
DATE POSTED JOB TITLE # OF APPLICATIONS

2/3/2017 Manhole Rehab Technician 37

5/1/2017 Equipment Operator  47

5/30/2017 Utility Service Worker 87

7/7/2017 GIS Analyst 8

7/9/2017 Water Distribution Crew Leader 11

7/10/2017 Administrative Coordinator for Planning & Construction 21

7/11/2017 Deputy Executive Director 26

7/25/2017 Wastewater Treatment Plant Operator III 2

Number of applications (YTD) ‐ 807

New Hires
Water Treatment Plant Operator III ‐ hired July 26, 2017

Terminations w/ Reasons ‐ no change since 7/20/17 meeting

Retirement

Quit w/ Notice ‐ Personal Reasons

Quit without Notice

Data is current as of 8/1/17

Page 1 of 2



Brunswick‐Glynn County Joint Water and Sewer Commission
Recruiting and Termination Statistics
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Data is current as of 7/18/17
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Deputy Executive Director                                                                                  ED/4 
Executive Director 
 

JOB SUMMARY 
 

Under general direction oversees, directs, and administers the daily operations of the Brunswick-Glynn 
County Joint Water and Sewer Authority divisions assisting the Executive Director. 

 
ESSENTIAL FUNCTIONS 

 
• Assists in long range planning for the physical development of JWSC infrastructure and environmental 

control systems. 
 

• Assists in managing phases of project development and implementation. 
 

• Provides engineering technical expertise and process analysis to evaluate and maximize short and 
long term project and infrastructure goals. 

 
• Develops and utilizes analytical tools to provide total system support accountability to ongoing 

rehabilitation and long range project planning.  
 

• Oversees and directs the daily operations and administration of the department. 
 

• Reviews and authorizes proposals and budgetary decisions. 
 
• Provides department policy development and implementation. 
 
• Oversees the selection, training, and performance evaluation of all employees; provides for the 

training, and proper instruction of staff; manages performance standards and programs throughout the 
department; guides, coaches and assists employees in professional development; ensures that 
employees work safely, efficiently, and effectively in conjunction with the Executive Director. 

 
• Determines work procedures, prepares work schedules, and expedites workflow; inspects the progress 

and status of all work projects and services regularly. 
 
• Assists the Executive Director in preparing and submitting short and long-range plans to serve the 

community’s needs. 
 
• Prepares budget documents, reports, records, and written communications in support of departmental 

operations. 
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• Maintains close communications with the JWSC Executive Director and keeps the Executive Director 
informed at all times. 

 
• Maintains close working relationship with Senior Engineer to analyze and assist in providing a 

holistic approach to construction programs and rehabilitation needs that meet agency objectives.   
 

• Maintains close communications and working relationships with City and County Department Heads 
in order to coordinate and expedite work. 

 
• Responsible for all external media communication.  Writes and directs all press releases. 
 
• Responds to emergency calls for assistance; coordinates with other local and state agencies whenever 

necessary or appropriate to maximize resources and services. 
 
• Oversees project management for the construction of utility projects; oversees assigned projects to 

ensure contractor compliance with time and budgetary parameters. 
 
• Responds to written and verbal inquiries and requests. 
 
• Maintains effective working relationships with contractors, vendors, local, state, and federal agencies 

involved in public works projects, programs or services. 
 
• Monitors the local environment and interagency actions that may affect projects, programs and 

services. 
 
• Attends or approves the attendance at staff, regulatory and training meetings/conferences. 
 
• Develops and manages a cost accounting and maintenance management system. 

 
• Acts for the Executive Director in absence or when delegated. 
 
• Performs related duties. 

 
KNOWLEDGE REQUIRED BY THE POSITION 

 
• Knowledge of the safety hazards and safe practices in construction, operation, and maintenance of a full 

service water/wastewater facility.  
 
• Knowledge of typical utilities projects, programs and services. 
 
• Knowledge of applicable laws and regulations affecting water production, distribution, wastewater 

collection and treatment, and utility maintenance. 
 
• Knowledge of Civil Lawsuits and Georgia (or similar) Open Records laws. 
 
• Knowledge of automated applications to support administrative activities. 
 
• Knowledge of Governmental Accounting Processes. 
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• Knowledge of Governmental Purchasing Policies. 
 
• Skill in preparing short and long-term plans for water/wastewater facilities and infrastructure to serve a 

growing community.  Experience in developing a Master Plan. 
 
• Skills in Program Management with a strong knowledge of task breakdown. 
 
• Skill in planning for appropriate resources and in providing services within budget. 
 
• Proven Skill in public relations/communications with all types of media. 
 
• Skill in working drawings for construction and maintenance projects. 
 
• Skill in designing programs, organizing staff, and directing the full range of activities to support 

programs and services.  
 
• Skill in directing and managing the cost-effectiveness of program activities. 
 
• Skill in evaluating the effectiveness of programs and in making appropriate modifications.  
 
• Proven skill in managing work, leading others, and delegating responsibility. 
 
• Skill in interpersonal communication.   
 
• Skill in public speaking. 
 
• Skill in communicating effectively, both orally and in writing.  Ability to work as a member of the 

management team and to promote the goals and objectives of the overall organization. 
 
• Skill in maintaining accurate records, preparing effective reports, and making effective 

presentations.   
 

SUPERVISORY CONTROLS 
 

The Executive Director assigns work in terms of agency goals and objectives. Work is reviewed through 
conferences, reports, and observation of agency activities. 

 
GUIDELINES 

 
Guidelines include state water permit laws and regulations; EPA water treatment and water quality 
regulations; utility rate guidelines; state and federal employment laws; and open records laws and 
retention requirements. These guidelines require judgment, selection and interpretation in application. 
This position develops agency guidelines. 

 
COMPLEXITY/SCOPE OF WORK 

 
• The work consists of varied management and supervisory duties. The variety of operations to be 

overseen contributes to the complexity of the work. 
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• The purpose of this position is to assist the Executive Director in the direction of operations of the 
Brunswick-Glynn County Joint Water and Sewer Authority. Successful performance ensures the 
effective and efficient operation of the city government and affects the quality of life for city 
residents and visitors.  

 
CONTACTS 

  
• Contacts are typically with Authority employees, Commission members, elected and appointed 

officials, attorneys, contractors, vendors, customers, government regulators, and members of the 
general public. 
 

• Contacts are typically to give or exchange information; to resolve problems; to motivate or influence 
persons; or to justify, defend or negotiate matters. 

 
PHYSICAL DEMANDS/ WORK ENVIRONMENT 

 
• The work is typically performed while sitting at a desk or table or while intermittently sitting, 

standing or stooping. The employee occasionally lifts light and heavy objects.  
 

• The work is typically performed in an office and outdoors, occasionally in cold or inclement 
weather. 

 
SUPERVISORY AND MANAGEMENT RESPONSIBILITY 

 
This position has indirect supervision over Director of Administration (1), Engineering Director (1), 
Purchasing Director (1), Systems Pumping and Maintenance Superintendent (1), Water Distribution 
Superintendent (1), Water Production Superintendent (1), Wastewater Treatment Superintendent (1), 
Commission Clerk/Liability Claim Manager (1) and Administrative Assistant (1). 
 

MINIMUM QUALIFICATIONS 
 

• Knowledge and level of competency commonly associated with the completion of a master’s degree 
in a course of study related to the occupational field. 
 

• Experience sufficient to thoroughly understand the diverse objectives and functions of the subunits 
in the division/department in order to direct and coordinate work within the division/department, 
usually interpreted to require three to five years of related experience. 

 
• Possession of or ability to readily obtain a valid driver’s license issued by the State of Georgia for 

the type of vehicle or equipment operated. 
 
• Ability to be bonded. 

 
 



































  

 
Maintenance and Security Superintendent                                                     MS/1  
Maintenance and Security 
 

JOB SUMMARY 
 

This position is responsible for directing the agency's maintenance and security operations. 
 

MAJOR DUTIES 
 

• Manages the day-to-day maintenance, repair, and security of multiple properties and their facilities. 
Schedules work efficiently and effectively.   
 

• Manage work planning. 
 

• Track pertinent metrics and measurables to effect continuous improvement in daily operations. 
Oversee asset management for facilities. 
 

• Interviews, hires, trains, assigns, directs, supervises, evaluates, and disciplines personnel.  
 

• Performs work in compliance with safety policies and procedures. 
 

• Enforces safe work procedures; ensures the establishment of safe work zones. 
 

• Prepares cost estimates for projects and plans; estimates resources needed including human, 
financial, time and equipment.  

 
• Assists in preparing annual operating budgets for the division and administers approved funds. 
 
• Directs and monitors the work of contractors. 
 
• Operates a truck to transport tools, equipment, supplies and personnel to and from work sites. 
 
• Maintain an adequate inventory of parts, supplies, tools, safety equipment, and chemicals to safely 

and efficiently perform work tasks in the Maintenance and Security Division. 
 
• Controls such activities as parking spaces, waste disposal and building security.  
 
• Responds to after-hours emergencies. 
 
• Prepares required reports. 
 
• Reviews and approves of payroll reports.  
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• Performs related duties. 

 
KNOWLEDGE REQUIRED BY THE POSITION 

 
• Knowledge of the hazards inherent to water and sewer facility maintenance work and the safety 

measures used to mitigate those hazards. 
 

• Knowledge of the operation, maintenance and repair of a variety of job-related tools and equipment. 
 
• Knowledge of agency policies and procedures. 
 
• Knowledge of building maintenance and repair principles. 
 
• Knowledge of safe work policies and procedures. 
 
• Skill in planning, organization, problem solving, and decision making. 
 
• Skill in interpersonal relations. 
 
• Skill in oral and written communication, computers and job related software programs.  
 
• Skill in the supervision of personnel. 
 
• Skill in the management of budgets. 

 
SUPERVISORY CONTROLS 
 

The Executive Director assigns work in terms of division goals and objectives.  The supervisor reviews 
work through conferences, reports, and observation of division activities. 

 
GUIDELINES 

 
Guidelines include safety and security standards, division policies, work safety guidelines, and 
supervisory instructions to ensure the workplace meets all legal expectations and actively supports 
occupational health and safety.  These guidelines are generally clear and specific, but may require some 
interpretation in application.   

 
COMPLEXITY/SCOPE OF WORK 

 
• The work consists of varied management, administrative, supervisory, and technical duties.  

Unforeseen equipment failures contribute to the complexity of the position. 
 

• The purpose of this position is to oversee the activities of the Maintenance and Security Division.  
Successful performance contributes to the efficiency and effectiveness of system operations. 

 
CONTACTS 

  
• Contacts are typically with agency personnel, elected and appointed officials, members of the 
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general public, vendors, engineers, architects, developers, contractors, federal and state regulators, 
and members of the general public. 
 

• Contacts are typically to give or exchange information, to resolve problems, to motivate or influence 
persons, and to negotiate or settle matters. 

 
PHYSICAL DEMANDS/ WORK ENVIRONMENT 

 
• The work is typically performed while sitting at a desk or table or while standing, walking, bending, 

crouching or stooping. The employee occasionally lifts light objects, climbs ladders, uses tools or 
equipment requiring a high degree of dexterity, distinguishes between shades of color, and utilizes 
the sense of smell. 
 

• The work is typically performed in an office and outdoors, occasionally in cold or inclement 
weather. The employee may be exposed to noise, dust, dirt, grease, and machinery with moving 
parts. Work requires the use of protective devices such as masks, goggles, gloves, etc. 

 
SUPERVISORY AND MANAGEMENT RESPONSIBILITY 

 
This position has direct supervision over Maintenance and Security Crew Leader (1) and Maintenance 
and Security Crew Member (2). 
 

MINIMUM QUALIFICATIONS 
 

• Ability to produce reports and assist in developing relevant policies. 
 

• Good knowledge of data analysis and risk assessment. 
 

• Excellent organizational and motivational skills. 
 

• Knowledge and level of competency commonly associated with the completion of a baccalaureate 
degree in a course of study related to the occupational field. 
 

• Experience sufficient to thoroughly understand the diverse objectives and functions of the subunits 
in the division/department in order to direct and coordinate work within the division/department, 
usually interpreted to require three to five years of related experience. 

 
• Possession of or ability to readily obtain a valid driver’s license issued by the State of Georgia for 

the type of vehicle or equipment operated. 
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