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CONTRACT DISCLAIMER AND FORWARD 

This policy and procedures manual is for the use and information of the employees and directors 
of the Butler County Rural Public Power District. 

Please study the manual and keep it available at all times for reference; but remember that it is 
not for distribution to the general public. 

You will be expected to keep this as your personal copy, and if for any reason your association 
with the Butler County Rural Public Power District is terminated, this manual shall be returned 
to management. 

THIS POLICY AND PROCEDURES MANUAL IS NOT A CONTRACT BETWEEN THE 
DISTRICT AND ANY APPLICANT FOR EMPLOYMENT OR ANY EMPLOYEE, AND 
IT SHOULD NOT BE CONSTRUED AS SUCH RATHER, THIS MANUAL IS A GUIDE 
AND DESCRIBES THE PROCEDURES THE DISTRICT WILL ATTEMPT TO 
FOLLOW IN MOST CASES. THE DISTRICT RESERVES THE RIGHT TO VARY 
FROM THESE PROCEDURES WHEN NEEDED AND TO IGNORE THEM 
COMPLETELY AT THE DISCRETION OF THE DISTRICT'S MANAGEMENT. 

NO TERM OR CONDITION OF EMPLOYMENT WITH THE DISTRICT IS OTHER 
THAN EMPLOYMENT-AT-WILL, UNLESS SUCH TERM OR CONDITION IS 
EMBODIED IN A SEPARATE AGREEMENT SIGNED BY THE PRESIDENT OR 
GENERAL MANAGER, WITH THE APPROVAL OF THE BOARD OF DIRECTORS. 

Additional policies and/or changes, as they are formulated, will be issued to you and may be 
inserted according to the number of such policy. 

If questions arise concerning any of the policies included in this book, please bring it to the 
attention of the General Manager for clarification. 
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BUTLER PUBLIC POWER DISTRICT 

DAVID CITY, NEBRASKA 

Policy Number 102 

PURPOSES, DEVELOPMENT, AND REVISION OF PERSONNEL 

POLICIES 

I. OBJECTIVE

A. To explain the purposes and functions of the personnel policies; and

B. To establish a procedure for the development, adoption, review, and revision
of personnel policies.

II. POLICY CONTENT

The District recognizes the need for a staff of efficient, loyal and well-trained
employees who are vitally interested in the operation of the District and serving
its customers. To further the development of those qualities in its employees and
to assure its employees that those qualities will be rewarded, the District has
developed the personnel policies contained in this manual.

These personnel policies are intended as guidelines for personnel practices and
procedures of the District. They contain general statements of District policy and
should not be read as including the fine details of each policy or as forming an
express or implied contract or promise that the policies will be applied in all
cases. This manual is not a contract with the employee and does not alter the
employment�at-will relationship in any way. The District may add to the policies
in this manual or revoke or modify them for time to time. Members of the
management staff will try to keep this manual current, but there may be times
when policy will change before material can be revised.

The Board of Directors shall adopt new policies and make revisions to existing
policies at its discretion upon the recommendation of the General Manager.

III PROVISION

A. The Board shall consider the personnel policies recommended by the
General Manager and shall adopt those policies, at its discretion, which
are consistent with sound personnel practices and other policies and
programs of the District.

B. The Board retains the unilateral rights to make policy amendments without
the consent of the employees. When policies, practices, or procedures are
amended by the Board, the amendment, where applicable, shall take effect
immediately and be effective as if the policy, practice, or procedure had
always been written in the manner amended by the Board.
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POLICY NUMBER 103 

BOARD -MANAGEMENT- EMPLOYEE RELATIONS 

I. OBJECTIVE

The Board of Directors, the elected representatives of the people we serve, and all 
Butler PPD (District) employees, have a common interest in serving its customers 
with low cost, reliable electrical service. Accomplishing this requires a mutual 
confidence between employees, management, and the Board. To this end, the 
Board recognizes that it must delegate management authority to the General 
Manager and his staff and set forth management's expectations of its employees. 

II. POLICY CONTENT

The Board hereby delegates the responsibility of management to the General 
Manager and his staff. In addition, the Board delegates to the General Manager 
full authority to operate the District with established policies and procedures as he 
interprets them. The Board shall not bring pressure to bear, directly or indirectly, 
on the General Manager in the performance of his job duties, and the General 
Manager shall operate the District in a manner that best serves the needs of the 
District. 

The District's general expectations of its employees shall include, but not be 
limited to, those established by Board Policies. 

III. PROVISIONS

All District employees shall be guided by the conditions enumerated herein to 
create a basis for daily operation of the District. These provisions are guidelines 
and not all-inclusive, but rather are illustrative, and all management rights not 
specifically listed are reserved to the District's Board and/or management. 

A. The Board grants management the right and management reserves the
right to:

(1) direct and control the operation of the District;
(2) determine job requirements and personnel needs;
(3) determine crew make-up and size;
(4) direct the workforce, including assignments and duties;
(5) eliminate unnecessary jobs;
(6) employ, discharge, transfer, promote, demote, train and discipline;
(7) schedule work hours, including overtime;
(8) change methods of operation;
(9) contract/subcontract work;
( 10) maintain standards of performance;
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(11) prepare budgets, service debt, pay bills, make loans; and
(12) resolve problems related to the District's daily operation, which

includes interpretation of Board Policies and Administrative
Procedures.

(13) promote safe work habits.

B. The District expects each employee:

( 1) to respect the position, dignity, and rights of each employee;
(2) to perfo1m work in an efficient manner to provide customers with the

best possible service;
(3) to protect and preserve the District's property to the best of his/her

ability;
(4) to be punctual and give a productive day's work, perfo1ming assigned

tasks in an efficient manner;
(5) to demonstrate a considerate, friendly, and constructive attitude

toward fellow employees;
(6) to adhere to the policies adopted by the District's Board of Directors;
(7) to hold confidential information about the District, its customers, and

its employees; 
(8) to promote a safe and ethical working environment; and
(9) to conduct themselves at all times consistent with the best interest of

the District and its customers.

IV. RESPONSIBILITY

The Board, the General Manager, management, and the individual employees
shall be responsible for the administration of this policy.

Dated: June 10, 1996 
Revised: July 10, 2006 
Revised: August 7, 2017 
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POLICY NUMBER 107 

EMPLOYMENT AND PLACEMENT OF EMPLOYEES 

I. OBJECTIVE

To standardize the employment procedures of Butler Public Power District (District) 
in order to comply with the requirements of the equal employment opportunity laws 
and regulations and ensure equal employment opportunity to all qualified persons 
regardless of to race, sex, gender (including transgender status), color, creed, 
religion, national origin, citizenship status, ancestry, genetic information, age ( 40 
and over), disability, AIDS/HIV status, marital status, pregnancy (including 
childbirth and related medical conditions), veteran status, or sexual orientation. 

II. POLICY CONTENT

The District shall attempt to employ qualified individuals in every position that
becomes available. The District will also comply with all laws affecting the
employment and placement of employees.

III. PROVISIONS

A. Applications and Employment of New Employees

1. The District provides equal employment opportunity and practices
nondiscrimination. The District will not discriminate on the basis of to
race, sex, gender (including transgender status), color, creed, religion,
national origin, citizenship status, ancestry, genetic information, age
( 40 and over), disability, AIDS/HIV status, marital status, pregnancy
(including childbirth and related medical conditions), veteran status, or
sexual orientation as set forth in Personnel Policy No. 105, Equal
Employment Opportunity, Affirmative Action, and American with
Disabilities Act.

2. In accordance with the Rehabilitation Act of 1973 and the Americans
with Disabilities Act, no applicant for employment will be required to
undergo a physical examination prior to being offered a position with
the District. As allowed by applicable federal and state law, an
applicant will be required to undergo a physical examination, which
shall include alcohol and controlled substance testing, after an offer of
employment has been made. An offer of employment will be
contingent upon the job-related results of the medical examination.

3. Misrepresentation or omission of relevant facts in seeking employment
will disqualify an applicant from further consideration for employment.
In the case of an employee who has already been hired by the District, a
determination that the employee misrepresented or omitted relevant
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facts in seeking employment will result in termination. (See Personnel 
Policy No. 302, Work Rules and Termination of Personnel) 

4. All recruiting, advertising, initial screening of applicants and
employment testing, is the responsibility of the Accounting Manager.

5. Supervisors shall notify the General Manager of any expected vacancy.
Upon the General Manager's approval each vacant position shall be
posted on at least two District bulletin boards. Qualifications necessary
for each job will be posted with the job announcement. The District
shall notify the local office of the state employment service of any
employment openings except management positions, positions which
are likely to be filled from within the District, or positions lasting three
days or less.

6. The District accepts employment applications only when a vacancy
exists. Resumes received at other times will be returned to the sender.
After an employment decision has been made, the applications of
unsuccessful applicants will be retired to an inactive file for a one-year
period, and then destroyed.

7. All application forms shall be immediately forwarded to the Accounting
Manager, who shall review each application, and select any and all
applicants who appear to be qualified for the job vacancy. If notifying
the local office of the state employment service and posting a notice of
the vacancy do not generate a sufficiently qualified pool of available
applicants, then the Accounting Manager shall consult with the General
Manager for authorization to advertise the position in the appropriate
media.

8. The appropriate manager/supervisor shall select several qualified
applicants from the available pool. The manager/supervisor shall
ensure that the group selected includes representative numbers of
protected category applicants, if possible.

9. The applicants selected shall then be notified by letter or telephone that
each should appear for a personal interview (Appendix F). The
interview should be conducted by the appropriate manager/supervisor.
Reference checks on the applicants selected shall be commenced also.

10. Employment of a new employee will be made on the basis of job
specifications for the open position. Such specifications shall include
the education and work experience required, the skills and abilities
(mental or physical) that must be demonstrated, including the ability to
refrain from abusive and/or threatening conduct towards co-workers,
customers, or members of the general public, and minimum scores
required on various tests of ability and aptitude (if any). Any tests used
will be validated in accordance with U.S. Department of Labor
regulations and guidelines.
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11. Each applicant's experience, training, and references will be measured
against the job specifications or qualifications and the position
description. During the personal interview, only nondiscriminatory
questions shall be asked, and the interview should concentrate on the
applicant's previous work history and his/her skills as compared to the
skills required in the position description. The department head shall
reduce the interview to a written memorandum, concentrating on the
applicant's skills as compared to the objective criteria listed in the
position description, and minimizing subjective criteria such as
appearance, attitude, and general demeanor.

12. Based upon the foregoing, the appropriate manager/supervisor, shall
make the final selection and make a recommendation to the General
Manager.

13. Individuals selected for employment from outside the District's existing
work force will be required to take a physical examination performed
by a physician selected and paid by the District, in accordance with
Section 111.A.2. A comprehensive background investigation may be
conducted as part of the hiring process of a prospective employee. The
inquiry shall include the applicant's criminal conviction history, driving
record, and educational background. The assessment of the information
compiled during the investigation and the determination of the
applicant's suitability for employment shall rest with the appropriate
manager.

14. All new employees must document their employment eligibility by
completing a Form 1-9 (Rev. 08/07/09) and producing proper
documentation. One document from List A (found in the instructions
for Form 1-9) is sufficient to establish both identity and employment
eligibility. In the event a List A document is not presented by the
employee, then the employee/applicant must present one List B
document (identity) and one List C document (employment eligibility).

a. The required documentation must be presented by the
employee/applicant within three business days of the date
employment begins. If the employee/applicant is unable to provide
the required document or documents within the time period of
three business days, then the individual must present a receipt for
the application for the document or documents within three
business days and present the required documentation within 90
days of the date employment begins.

b. The Accounting Manager shall examine one document from List A
or one from List B and one from List C and record the title, issuing
authority, number, and expiration date (if any) of the documents.
The date of hire must be entered on the 1-9 form, which must also
be signed and dated. A photocopy of the documents presented to
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POLICY NUMBER 115 

NONDISCRIMINATION AND CONFIDENTIALITY REGARDING HIV 

INFECTION AND AIDS 

I. OBJECTIVE

A. To ensure that all individuals who have tested HIV (human
immunodeficiency virus) positive or who are suspected of having HIV are
not discriminated against with regard to any employment oppottunities;

B. To provide safe working conditions for all employees; and

C. To assure HIV infected individuals that all information regarding their
condition will be kept confidential. Such information shall be kept apart
from general personnel files as a separate, confidential medical record
available only under limited conditions.

II. POLICY CONTENT

The District shall comply with the Rehabilitation Act of 1973, the Americans with 
Disabilities Act of 1990 (ADA), and the Nebraska AIDS Discrimination Act which 
prohibit discrimination on the basis of a person's disability, including HIV infection or 
AIDS (auto immunodeficiency syndrome). Such laws are premised on the current 
consensus of the medical and scientific communities that HIV transmission does not 
occur through casual body contact typical of the workplace. Any information supplied to 
the District regarding an employee's condition in regard to HIV infection or AIDS shall 
be strictly confidential. In addition, no employee shall be required to submit to HIV 
testing as a requirement of employment. 

III. PROVISIONS

A. The District will discuss with its employees issues concermng HIV
infection and AIDS and their impact on the workplace. The District will
monitor accepted medical and scientific opinions concerning the
transmission of the HIV and shall revise this policy as necessary to
maintain a safe workplace for all employees.

B. The District shall not discriminate against employees or applicants who
have been exposed to or are infected with the HIV, are suspected of being
infected with the HIV, have a known association or relationship with an
individual who is HIV-positive, or who have or who are suspected of
having AIDS. The District shall hire and continue to employ such persons
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as long as they are qualified to perform the essential functions of their job 
in accordance with District standards. 

C. The District shall not require applicants or employees to submit to HIV
testing.

D. If an employee or applicant believes that he or she may have been exposed
to the HIV, he/she is encouraged to submit to voluntary testing to
determine whether the vims is present.

E. As with any other disability, the District will make reasonable effo11s to
accommodate the needs of an employee afflicted with HIV/ AIDS. The
District will attempt also to preserve the safety and morale of all
employees.

F. The District will make every effort to assist HIV infected employees with
any benefits to which they might be entitled under either group medical
insurance or disability insurance.

G. All medical information, including information concerning HIV
infection/ AIDS, is confidential and shall only be released pursuant to
Personnel Policy #120.

H. Any unauthorized disclosure of information relating to an individual's
condition shall be a violation of District policy.

I. Any employee or applicant having questions about this policy or wishing
to have further information about HIV or AIDS should contact the General
Manager.

IV. RESPONSIBILITY

A. The General Manager shall be responsible for the administration of this
policy.

B. The Safety Director shall include the topic of "HIV infection and AIDS"
annually at one District safety meeting.

Dated: 
Revised: 
Revised: 

June 10, 1996 
July 10, 2003 
July 10, 2008 Attested: 
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(Secretary) 
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Policy Number 116 

HAZARD MATERIALS COMMUNICATION (HAZCOM) 

I. OBJECTIVE

A. To create a comprehensive system that provides employees and others
info1mation about hazardous materials that are present in the workplace; and

B. To comply with all state and federal laws which regulate hazardous materials and
the right to know about such materials.

II. POLICY CONTENT

To assure the District is in compliance with the OSHA General Industry Standard
(HAZCOM), Title 29 CFR 1910.1200 and Construction Standard 29 CFR
1926.59, by compiling a hazardous chemicals list, by using Materials Safety Data
Sheets (MSDS), by ensuring that containers are labeled, and by providing training
for employees.

This policy applies to all work operations in the District where employees may be
exposed to hazardous substances under nmmal working conditions or during an
emergency situation.

The Technical Systems Manager (PCBs) and the Operations Manager (all other
materials) are the designated program coordinators, acting as the representatives
of the General Manager, who has overall responsibility for the program. The
program coordinators shall review and update the program as necessary, and will
provide written copies of the policy to each employee. Additional copies will be
made available in the program coordinators' office.

Under this program, employees will be informed of the contents of the Hazards
Communications Standard, the hazardous properties of the chemicals with which
the employees work, safe handling procedures, and measures to take to protect
oneself from these chemicals. Employees will be informed of the hazards
associated with non-routine tasks, and the hazards associated with chemicals in
any unlabeled pipes.

III PROVISIONS

A. HAZARDOUS CHEMICALS LIST

The program coordinators will make a list of all hazardous chemicals and
related work practices used in the facility and in the field, and will update

Personnel Policies and Procedures 8/13/07 116-01



BUTLER PUBLIC POWER DISTRICT 

DA YID CITY, NEBRASKA 
the list as necessmy. The chemicals' list identifies all chemicals used in 
all work areas. A separate list is available for each work area and is· 
posted there. Each list also identifies the corresponding MSDS for each 
chemical. A master list of these chemicals will be maintained by, and is 
available from the program coordinators. 

B. MATERIAL SAFETY DAT A SHEETS

The Operations Manager will maintain a binder, located in the linemen's
room with a MSDS on every substance on the list of workplace hazardous
chemicals. The MSDS will be fully completed OSHA Form 174 or
equivalent. The operations manager will ensure that each work-site
maintains a MSDS for hazardous materials in that area. MSDSs will be
made readily available at all workstations during all shifts.

Program coordinators are responsible for acquiring and updating the
MSDSs. He shall contact the chemical manufacturer or vendor if
additional research is necessary, or if a MSDS has not been supplied with
an initial shipment.. MSDSs shall contain at a minimum the following:

1) The chemical and common names of contents,
2) The permissible exposure limit and threshold limit valve, if

applicable,
3) The physical and chemical charactetistics,
4) Health hazards, including signs and symptoms of exposure,
5) Primary routes of entty into the human body,
6) Precautions for safe handling and use,
7) Procedures for clean-up of spills, leaks, and releases,
8) Emergency and first aid procedures,
9) Dates of preparation and updates,
10) Name, address, and telephone number of manufacturer, and
11) Personal protective equipment necessary for safe handling

and use.

All new procurements for the District must be cleared by the appropriate 
program coordinator. A master list of MSDSs is available from program 
coordinators. 

C. WARNING LABELS

The prograni coordinators will ensure that all hazardous chemicals arc
properly labeled and updated, as necessary. Labels should list at a
minimum, the chemical identity, appropriate hazard warnings, and the
name and address of the manufacturer, importer, or other responsible
party. The program coordinators will assist employees in verifying label
info1mation. Stationmy containers within a work area that have similar
contents and hazards shall have signs posted on them to convey the hazard
information. If chemicals are transferred from a labeled container to a
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pottable container that is intended only for immediate use, no labels are 
required on the portable container. Pipes or piping systems will not be 
labeled but their contents will be desciibed in training sessions. All 
incoming shipments of chemicals shall be inspected for labeling before 
accepting the shipment. As an alternative to manufacturer labeling and to 
replace missing labels, the program coordinators may employ an 
alternative labeling program, as long as all employees are trained to 
identify and use the alternative labels. 

D. NON-ROUTINE TASKS

When required to perforn1 hazardous non-routine tasks, such as cleaning
tanks, entering confined spaces, etc., a special training session will be
conducted to infonn the affected employees regarding the hazardous
chemicals to which they may be exposed, and the proper precautions to
take to reduce or avoid exposure, including the use of any required
personal protective equipment.

E. TRAINING

Each employee who works with or is potentially exposed to hazardous
chemicals will receive initial training on the HAZCOM Standard and the
safe use of those hazardous chemicals by the program coordinators. Such
program shall include, but not necessaiily be limited to, audiovisual and
classroom instrnction techniques. Whenever a new hazard is introduced
into the workplace, additional training will be provided. Regular safety
meetings will also be used to review the infotmation presented in the
initial training. Foremen and other supervisors will be extensively trained
regarding hazards and appropriate protective measures so they will be
available to answer questions from employees and provide daily
monitoring of safe work practices.

Training plans will emphasize the following: 

1) A summary of the HAZCOM standard and this written
program.

2) The chemical and physical properties of hazardous
materials ( e.g. flash points, reactivity and methods that can
be used to detect the presence or release of chemicals,
including chemicals in unlabeled pipes).

3) The physical hazards of chemicals ( e.g. potential for fire,
explosion, etc.).

4) The health hazards, including signs and symptoms of
exposure, associated with exposure to chemicals and any
medical condition known to be aggravated by exposure to
the chemical.

5) The procedures to protect against hazards ( e.g. personal
protective equipment required, proper use, and
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maintenance; work practices or methods to assure proper 
use in handling of chemicals; and procedures for 
emergency response). 

6) The work procedures to follow to assure protection when
cleaning hazardous chemical spills and leaks.

7) Where MSDSs are located, how to read and interpret the
infonnation on both labels and MSDSs, and how
employees may obtain additional hazard information.

The prog1:am coordinators will review the employee training program and advise 
the general manager on training or retraining needs. Retr�ining is required when 
the hazard changes or when a new hazard is introduced into the workplace, but it 
will be the District's policy to provide training regularly in safety meetings to 
ensure the effectiveness of the program. As part of the assessment of the training 
program, the program coordinatMs will obtain input from employees regarding 
the training they have received, and their suggestions for improvement. 

F. CONTRACT EMPLOYERS

The program coordinators will advise outside contractors in person of any
chemical hazards that may be encountered in the nonnal course of their work on
the premises, the labeling system in use, the protective measures to be taken, and
the safe handling procedures to be used. In addition, the program coordinators
will notify these individuals of the location and availability of MSDSs. Each
contractor bringing cheinicals onsite must provide the system with the appropriate
hazard infonnation on these substances, including the labels used and the
precautionmy measures to be taken in working with these chemicals.

G. MISCELLANEOUS

1) Copies of the District's Hazatd Communication Policy, the OSHA Hazard
Communication Standard, and all MSDSs and chemical inventory lists
will be made available to any employee upon request.

2) This written Hazard Matelials Communication Policy shall be reviewed
by the District at least annually and revised as necessa1y.

IV. RESPONSIBILITY

The General Manager shall be responsible for the adminish-ation of this policy.

Dated: June 10, 1996,
Revised: August 10, 2000
Reviewed: July 10, 2003
Revised: August 13, 2007 
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information and substantiating documents required for the proper processing of 
claims. The District shall cooperate in any way possible by furnishing blank 
forms and advice to the extent deemed necessary by the District. 

B. The General Manager or his/her designee shall be responsible for the 
administration of this policy. 

Dated: June 10, 1996, September 10, 1996, April 10, 
November 13,2000, June 10,2004 
Revised: March 10,2008, May 11 , 2009, 

June 10,2009, Sept. 11 , 2009, 
Feb. 10,2012, May 9, 2014, 
July 09, 2015 , August 6, 2018 

1997, October 10, 1998, 

September 9, 2022 

November 7, 2023 Attested 07 ~ 
cretaryy 
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POLICY NUMBER 208 

BEREAVEMENT LEAVE 

I. OBJECTIVE
To define and establish the District's policy regarding bereavement leave for all regular employees.

II. POLICY
The District provides regular full-time employees up to three day's bereavement leave necessitated
by the death of an immediate family member.

III. PROVISIONS
A. Employees are eligible for up to three days of bereavement leave necessitated by the death

of an immediate family member of the employee or his/her spouse. For the purposes of this
policy, "immediate family" is defined as parent, grandparent, great-grandparent, child,
grandchild, great-grandchild, brother, sister, mother-in-law, father-in-law, son-in-law,
daughter-in-law as well as step-relatives in these relationships. This policy also covers the
death of any relative who, at the time of death, was a permanent member of the employee's
household.

B. Bereavement leave will be granted for up to one workday for employee and his/her spouse
"non-immediate family" to include aunt, uncle, brother-in-law and sister-in-law.

C. If an employee is asked to be a pallbearer or attend a funeral of another family member,
time may be allowed off for the funeral only, within the sole discretion of the District,
subject to prior authorization by the employee's immediate supervisor.

D. Bereavement leave is defined as that leave granted to enable an employee to attend the
funeral or spend time grieving with/of any immediate family member or serve as a
pallbearer of a close friend.

E. An employee requesting bereavement leave should notify his/her supervisor as soon as
possible. The supervisor may require proof of the relationship to the deceased.

F. An employee requiring more than three days of leave should notify his/her supervisor and
must charge time to vacation or unpaid time off for leave in excess of three days.

G. Bereavement leave will be paid only for scheduled work time lost and does not count as
hours worked for purposes of computing overtime or eligibility for overcome.

H. Employees who are not regular full-time may be granted time off without pay for
bereavement leave, in the District's discretion.

IV. RESPONSIBILITY
The General Manager and department managers shall be responsible for the administration of this 
policy. 

Dated: June 10, 1996, October 10, 2000 
Dated: March 10, 2005, April 11, 2005 
Dated: July 10, 2009, July 9, 2015 
Revised: January 6, 2023 
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(iv) All regular full-time employees may accumulate vacation leave up to an
accrual cap of 224 hours. Once an employee reaches 224 hours of accrued,
but unused, vacation, the employee must take vacation to drop below the
accrual cap before he or she will be allowed to accrue any more vacation.

(v) Employees shall have the option of taking vacation one day or more at a time
rather than consecutively, however, their absence must be coordinated with
District workload and subject to the approval of his/her immediate
supervisor. Employees are encouraged to take a minimum annual vacation of
one week consecutively.

(vi) Upon termination, retirement or resignation, cash payment may be made for
any accrued, but unused, vacation leave not to exceed the 224 hours.

(vii) In the event that management requests an employee to forego use of vacation
leave, the employee may accumulate the unused vacation leave subject to the
accumulation limit or, alternatively, the employee may choose to be
compensated for the vacation leave foregone at the request of District
management.

III. RESPONSIBILITY

The General Manager and department managers shall be responsible for administering 
this policy. 

Dated: June 10, 1996 

Revised: April 10, 2006 
Revised: September 10, 2021 

Personnel Policies and Procedures 

Attested: __ _J_r--�� ___ P.-._�------,,..---
(Secretary) 
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b. An employee, if he/she believes the penalty as modified or not
modified as recommended by the Safety Committee in item 4a
above, may request a hearing before the Safety Council and if a
majority of the Council, after such hearings believes the penalty-to
be errantly imposed, may recommend to the General Manager the
removal of the reprimand from the personnel file, the
reimbursement of any lost pay or the voiding of the termination of
the employee. The General Manger's approval or disapproval of
the Council's recommendation is final.

c. If the General Manager is a member of either the Safety
Committee or the Safety Council, he/she shall not serve during any
hearing held under items 4a and/or 4b above.

G. Suspension under this policy of an FLSA exempt employee will be
administered pursuant to the provisions in Policy Number 223, "Deductions
From Salaries ofFLSA Exempt Employees".

NOTE: 
NOTHING IN THIS POLICY IS INTENDED TO J\'IODIFY THE 
DISTRICT'S EJ\'IPLOYJ\'IENT-AT-WILL POLICY. (SEE POLICY 
NUJ\'IBER 101). THE DISTRICT RESERVES THE RIGHT TO 
DISCHARGE AN EMPLOYEE AT ANY TIME, FOR ANY REASON. 
SIJ\'IILARL Y, EJ\'IPLOYEES RETAIN THE CORRESPONDING RIGHT 
TO RESIGN AT ANY TIME. WHILE THE ABOVE RULES OF 
CONDUCT AL'ID PERFORMANCE ARE PROVIDED AS A GUIDE FOR 
DISTRICT PRACTICES, THE DISTRICT MAY DISCIPLINE 
EIVIPLOYEE CONDUCT AND/OR PERFORMANCE NOT 
SPECIFICALLY LISTED HEREIN. IN ADDITION, THE DISTRICT IS 
NOT OBLIGATED TO OBSERVE ANY PARTICULAR SEQUENCE OF 
DISCIPLINE; EMPLOYEES l\'IAY BE IMJ\'IEDIATELY TERMINATED 
AT THE OPTION OF THE DISTRICT. 

IV. RESPONSIBILITY

A. All District supervisors shall be responsible for enforcing this policy in a
fair and even-handed manner.

B. The General Manager shall be responsible for the administration of this
policy.

Dated: June 10, 1996 
Revised: April 10, 1998 
Revised: October 15, 2001 Attested: 
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(Secretary) 
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POLICY NUMBER 306 

ALCOHOL AND CONTROLLED SUBSTANCE TESTING 

I. OBJECTIVE

A. To maintain a safe, healthful, and efficient working environment for all District
employees and to protect District property, equipment, and operations;

B. To reduce highway accidents that result from driver use of alcohol and/or
controlled substances. thereby reducing fatalities, injuries, and property damage;
and

C. To comply with state and federal regulations requiring controlled substance and
alcohol testing.

II. POLICY CONTENT

This policy describes the District's requirements and procedures for alcohol and
controlled substance testing for all District employees required to have a CDL or Driver's
License.

III. PROVISIONS

A. Federal Motor Carrier Safety Administration ("FMCSA")Controlled Substances
and Alcohol Testing for Employee Drivers, Leased Drivers, Contract Drivers, and
Driver Applicants.

The provisions of Section III.A. apply to all employee drivers, leased drivers,
contract drivers, and driver applicants who are subject to driving any vehicle in
interstate or intrastate commerce that: (a) has a gross combination weight rating of
26,001 or more pounds inclusive of a towing unit with a gross vehicle weight
rating of more than 10,000 pounds; (b) has a gross vehicle weight rating of 26,001
or more pounds; or (c) is designed to transport 16 or more passengers, including
the driver; or ( d) is of any size and is used in the transportation of materials found
to be hazardous for the purposes of the Hazardous Materials Transportation Act

. and which requires the motor vehicle to be placarded under the Hazardous 
Materials Regulations. 

1. The use of alcohol, including any medication containing alcohol, is
prohibited as follows:

a. No driver shall report to duty or remain on duty requiring the
performance of safety-sensitive functions while having an alcohol
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concentration of 0.02 or greater. A driver is considered to be 
performing a safety-sensitive function from the time a driver 
begins to work or is required to be in readiness to work until the 
time he/she is relieved from work and all responsibility for 
performing work. Safety sensitive functions shall include: 

1. All time at an employer facility, or other property, or on
any public property, waiting to be dispatched, unless the
driver has been relieved from duty by the employer;

11. All time inspecting or servicing or conditioning any
commercial motor vehicle at any time;

iii. All time spent at the driving controls of a commercial
motor vehicle in operation;

1v. All time, other than driving time, in or upon any
commercial motor vehicle except time spent resting in a
sleeper berth;

v. All time loading or unloading a commercial motor vehicle,
supervising, or assisting in the loading or unloading,
attending a commercial motor vehicle being loaded or
unloaded, remaining in readiness to operate the commercial
motor vehicle, or in giving or receiving receipts for
shipments loaded or unloaded; and

vi. All time repairing, obtaining assistance, or remaining in
attendance upon a disabled commercial motor vehicle.

b. No driver shall use alcohol while performing safety-sensitive
functions.

c. No driver shall perform safety-sensitive functions or report for
duty within four hours after using alcohol.

d. No driver required to take a post-accident alcohol test shall use
alcohol for twenty-four hours following an accident.

2. The use of controlled substances is prohibited as follows:

a. No driver shall report to duty or remain on duty requiring the
performance of safety-sensitive functions when the driver uses any
controlled substance, except when the use is pursuant to the
instructions of a physician who has advised the driver that the
substances does not adversely affect the driver's ability to safely
operate a commercial motor vehicle. Drivers must inform the
District of any therapeutic controlled substance use.

Personnel Policies and Procedures 12/14/2020 306-2













a. A driver is entitled, upon written request, to obtain copies of any
records pertaining to the driver's use of alcohol or controlled
substances, including any records pertaining to his/her alcohol or
controlled substances tests. The District shall promptly provide
records requested by the driver. Access to the driver's records shall
not be contingent upon payment for records other than those
specifically requested.

b. Records shall be made available to a subsequent employer upon
receipt of a written request from the driver.

c. The District may disclose information required to be maintained
under this policy pertaining to a driver to the decision maker in a
lawsuit, grievance, or other proceeding initiated by or on behalf of
the individual, and arising from the results of an alcohol and/or
controlled substances test administered under this policy, or from
the District's determination that the driver engaged in conduct
prohibited by this policy (including, but not limited to, a worker's
compensation, unemployment compensation, or other proceeding
relating to a benefit sought by the driver).

d. The District shall release information regarding a driver's record as
directed by specific, written consent of the driver authorizing
release of information to an identified person.

e. The District shall report violations of alcohol and controlled
substance to the FMCSA's CDL Clearinghouse, as required by
Federal regulation.

6. Employer Notification

a. The District shall notify a driver of results of pre-employment
controlled substance test if the driver requests such results within
60 calendar days of being notified of the disposition of - the
employment application.

b. The District shall notify a driver of the results of random,
reasonable suspicion and post-accident tests for controlled
substances conducted under this part if the results are verified
positive. The District shall also inform the driver which controlled
substance(s) was verified positive.

c. The designated District official shall make reasonable efforts to
contact and request each driver who submitted a specimen under
the District's program. regardless of the driver's employment
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status, to contact and discuss results of the controlled substances 
test with the medical review officer if the medical review officer 
has been unable to contact the driver. The designated District 
official shall immediately notify the medical review officer that the 
driver has been notified to contact the medical review officer 
within 72 hours. 

7. Procedure for Testing Program

The District will ensure that all alcohol and controlled substances testing 
conducted under this policy complies with the procedures set forth in 49 
C.F.R. Part 40.

a. Controlled Substance Testing

The District will test for marijuana, cocaine, opiates, 
amphetamines, and phencyclidine. The split sample method of 
testing will be used. Testing will be performed by a laboratory 
certified by the Department of Health and Human Services. 

If the test result of the primary specimen is positive, the employee 
may request that the medical review officer direct that the split 
specimen be tested in a different DHHS certified laboratory for 
presence of the drug(s) for which a positive result was obtained in 
the test of the primary specimen. The medical review officer shall 
honor such a request if it is made within 72 hours of the employee 
having been notified of a verified positive test result. 

b. Alcohol Testing

Alcohol tests will be conducted by a trained breath alcohol 
technician or screening test technician (screening tests using 
non-evidential screening device only). Screening tests may be done 
using an evidential breath testing device or non-evidential 
screening device approved by the National Highway Traffic Safety 
Administration. Confirmatory tests will be done by a trained breath 
alcohol technician using: an evidential breath testing device. 

If the result of the screening test is a breath alcohol concentration 
ofless than 0.02, no further testing is authorized. 

If the result of the screening test is a breath alcohol concentration 
of 0.02 or greater, a confirmation test will be performed. 

8. Information to be Obtained from Previous Employers
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11. All confirmatory tests ( except for a breath test) will be performed by a
clinic, hospital, or laboratory licensed pursuant to the federal Clinical
Laboratories Improvement Act of 1967, 42 U.S.C. 263a, or a laboratory
which is accredited by the College of American Pathologists.

12. Except for breath test specimens, all specimens that test positive will be
refrigerated and preserved in a sufficient quantity for retesting for at least
180 days.

13. Except for breath test specimens, a chain of custody form will be
maintained until the specimen is no longer required.

14. An employee who refuses to consent to testing under this policy or who
tampers with or aids another in tampering with a sample, or who tests
positive for alcohol or illegal controlled substances will be disciplined, up
to and including termination. (Refer to Policy No. 302).

15. Test results are confidential and will not be released to the public, except
that results shall be released as required by law or to the employee upon
request. Results may be disclosed to the District's medical and legal
advisors and to those officials, agents, or employees at the District who
have a need to know of such results.

IV. RESPONSIBILITY

Dated: 

A. Employees

All District employees subject to testing are responsible for abiding by this policy
as a condition of their employment.

B. Management Officials and Supervisors

1. All management officials and supervisors are responsible for being alert to
employee conduct that raises a reasonable suspicion that an employee is
using or is under the influence of alcohol or controlled substances while
on duty or otherwise performing District business.

2. The Operations Manager with the oversight of the General Manager, is
responsible for the implementation of this policy and for scheduling drug
testing as required by this policy.

Revised: 

June 10, 1996 
September 10, 1996 
March 9, 2018 
December 14, 2020 

Revised: 
Revised: Attested: :r c.----7 p� 

(Secretary) 
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A. An employee hired as an Apprentice Lineman without previous on the job Lineman
experience must successfully complete the Lineman Progression Program..

The Lineman Progression Program. is to be completed in 30 months (2 ½ years) from. the 
date of em.ploym.ent under normal circumstances. 

B. An employee hired as an Apprentice Lineman with 2 years of on-the-job experience with
another utility or who has graduated from. an approved Comm.unity College Utility
Program. m.ay have the potential for completing the Progression Training Program. on an
accelerated basis.

C. The first six months is a probationary period during which the Apprentice Lineman must
demonstrate potential to become a Lineman. The probation includes a review of job
performance and completion of the probationary requirements included in the Apprentice
Lineman Progression Program. issued to each Apprentice Lineman.

D. Action taken as the result of an employee's failure to satisfactorily complete any of the
probationary requirements will be at the discretion of the Operations Manager and m.ay
include termination.

E. The remaining units of the Apprentice Lineman Progression Program. m.ay be taken a
second time but shall be completed within the first 30 months. Additional repetition of
any of these units requires a written recom.m.endation from. the responsible Construction
Foreman to the Operations Manager for approval.

F. An Apprentice Lineman will become a Lineman after meeting the following
requirements:

a. Satisfactory completion of the Lineman training units.
b. Satisfactory job performance and demonstration of qualifications as Lineman for

2 ½ years (Documented by im.m.ediate supervisor).
c. A written recom.m.endation to take the Lineman exam. from. the employee's

im.m.ediate supervisor to Operations Manager.
d. Must pass the Lineman examination with a minim.um. grade of 80 percent.
e. Shall pass NPPD's certified switchman program..
f. Successfully complete a review by the Review Board.

G. Failure in Progression

• If an employee scores less than 80% on the Lineman examination, he must
retest within one year. If the employee scores less than 80% on the second
examination, he must have a written recom.m.endation from. his im.m.ediate
supervisor to the Operations manager before a third test is allowed. This
recom.m.endation must clearly state why the employee should be retested
with reference to satisfactory job performance. The third test must be
taken within one year of the second test date. Employment shall be
terminated upon an unsatisfactory score on the third test.

• Written documentation of the failure of the Lineman review shall be
provided by the Operations Manager to the General Manager.
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• A lost time accident due to a safety violation during the progression
program may result in termination of the employee.

CONDITIONS PROGRAM OUTLINE FOR LINEMAN 

A person with previous Lineman experience of 3 years or applicable college technical training 
degree may be hired as a Lineman rather than an Apprentice Lineman. The Operations Manager 
must make the recommendation to hire an employee at the Lineman level. The General Manager 
must approve the recommendation. 

A. The employee hired as a Lineman:

1. Enters a six-month probationary period during which the Lineman must pass the Lineman
examination with a minimum grade of 80 percent. The probation also includes a review
of job performance and the employee's demonstration of qualifications as Lineman. The
appropriate Supervisor shall provide a written recommendation with detailed
confirmation of satisfactory job performance to the Operations Manager.

2. Must have passed the NPPD certified switch program. The Operations Manager must
recommend him to the Review Board. And he must successfully complete a review by
the Review Board.

B. An employee hired to fill a Lineman position with 2 years or less of on-the-job
experience with another utility may have the potential to become a Journeyman on an
accelerated basis by:

I. Following his first year the Lineman must pass the Lineman examination with a
minimum grade of 80 percent. There would be a review of job performance and
the employee's demonstration of qualifications as Lineman. The appropriate
Supervisor shall provide a written recommendation with detailed confirmation of
satisfactory job performance to the Operations Manager.

2. He would have passed the NPPD certified switch program. The Operations
Manager must recommend him to the Review Board. And he must successfully
complete a review by the Review Board.

C. An employee who has successfully progressed from an Apprentice Lineman to a
Lineman position must have 2 years of on-the-job experience as a lineman with
progressive responsibilities and must show his potential to become a Journeyman
Lineman, and the appropriate Supervisor shall provide a written recommendation to the
Operations Manager, which shall include a detailed confirmation of satisfactory job
performance, and the Operations Manager must approve the recommendation.

D. Failure in Progression to Journeyman

Written documentation of the failure of the Lineman to progress shall be provided by the
Operations Manager to the General Manager. Employment shall be terminated upon a
failure to progress over a 3-year period.
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ATTACHMENT 1 

REVIEW BOARD GUIDELINES 

1. The immediate supervisor of the Apprentice Lineman or Lineman makes a written
recommendation to the Operations Manager.

2. The Apprentice Lineman or Lineman is provided an outline of the topics to be covered
and a copy of these guidelines.

3. The Operations Manager serves as the chairperson of the Review Board.

4. Questions included in the review are oriented toward a Lineman or Journeyman Lineman
routine work environment.

5. The review for Apprentice Linemen and Linemen is written with performance testing.
The review for Journeyman Lineman is oral with performance testing.

6. The maximum time spent with the Lineman or Journeyman Lineman in the review shall
not exceed eight hours.

7. The review should be interactive between all participants of the review board.

8. Each Review Board member independently assesses performance on each segment as
satisfactory or unsatisfactory.

9. Written evaluation questions/notes shall be used throughout the review.

10. The final recommendation of pass or fail by Review Board is the responsibility of the
Operations Manager after a closed discussion by the Review Board.

The recommendation of the Review Board shall be communicated to candidate before 
adjourning the review. 
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ATTACHMENT 2 

GUIDELINES FOR CONDUCTING JOURNEY LINEMAN/LINEMAN REVIEWS 

The Review Board selects topics from the areas listed below - CLIMBING, SAFETY, 
OPERATIONS, CONSTRUCTION, CDL, GROUNDING, SWITCHING, SAFETY 
HANDBOOK, and RIGGING. 
Topics that may be included are listed under each of the areas. 

1. CLIMBING

a. Observation of climbing skills.
b. Examination of personal tools and equipment.

2. SAFETY

a. Clearances and Permits.

i. Receipt of a clearance or permit from the appropriate dispatcher.
b. Working on or in the vicinity of energized electrical lines or equipment.

i. Application of proper/appropriate protective grounds.
ii. Setup for actual work or energized lines or equipment ( although no actual

primary voltage work will be done).
iii. Setup and operation of lifting equipment or an insulated aerial device in a

work environment.
iv. Environment.

3. OPERATIONS

a. Transformers/Capacitors

i. Connection of a transformer or transformer bank.
ii. Load checking a transformer bank.

iii. Checking phase rotation.
iv. Checking a faulted transformer.
v. Checking a faulted capacitor.

b. Customer complaints and the Public

i. Investigation of a low voltage complaint.
ii. Investigation of a high bill complaint.

iii. Obtaining permission to do work on property of others.
c. Right-of-way control

i. Setup for tree trimming, chemical application and use of tools.
d. Connections and splices

i. Preparation and installation of a splice or connection.
e. Underground

i. Installation of underground components.
ii. Switching and operation of an underground system.

iii. Hi-potting an URD fault.
f. Metering

i. Setting or removing of a digital meter.
ii. Reading of a kilowatt-hour and/or demand meter.

iii. Converting demand (kW) to Horsepower (HP).
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Personnel Policies and Procedures 06/20/2022 403-01 
 

BUTLER PUBLIC POWER DISTRICT 
DAVID CITY, NEBRASKA 
 
Policy Number 403 
 
POSITION DESCRIPTIONS – INSIDE EMPLOYEES 
 
 

01. Chief Executive Office/General Manager – 09/11/2015 
 
02. Accounting Manager – 04/15/2022 

 
03. Marketing Communication Customer Coordinator – 04/15/2022 

 
04. Administrative Assistant/Billing Coordinator – 07/2019 

 
05. Office Assistant – 07/2019 

 
06. Receptionist/Accounting Clerk – 07/2019  

 
07. IT Systems Coordinator – 7/6/2020 
 
08. Operations Manager – 07/08/2020 

 
09. Cyber Security_Software Analyst – 12/17/2019 
 
10. Safety Director – 7/9/2020 
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POSITION DESCRIPTION 
ACCOUNTING/OFFICE MANAGER 

 

I. Position Summary 

This position is responsible for financial reporting in various areas while developing and 
maintaining accounting practices and procedures to ensure that all financial documents are accurate 
and prepared in a timely manner.  

II. Reporting Relationships 
 

A. Reports to: General Manager (member of management team) 
B. Directs: Billing Coordinator, Office Assistant and Receptionist / Accounting Clerk 

 
III. Essential Duties And Responsibilities 

Within the limits of approved board policies and procedures, budgets and specific delegation from 
the General Manager, the Accounting/Officer Manager assumes the responsibility and has 
commensurate authority for the following activities, recognizing the continuing responsibility of 
this position for developing and maintaining a favorable District image consistent with the 
District’s Strategic Goals: 
 
A. Prepares monthly Financial, Statistical, Investment and Expenditure information for the Board 

of Directors. 
B. Attends monthly Board meetings to present financial report. 
C. Prepares and files monthly, quarterly, and year-end reports with the proper agencies. 
D. Assures the accurate preparation and timely filling of all tax reports: federal/state, 

unemployment, Nebraska gross income, state sales tax, county tax, FICA tax, and federal 
withholding reports. 

E. Assures adequate financial controls exist. 
F. Coordinates, cooperates, and consults with the auditor as necessary regarding accounting 

practices and prepares work documents and other reports for annual audit. 
G. Makes long-term and short-term investments decisions keeping in mind upcoming expenditures 

for the District 
H. Maintains a sufficient amount of petty cash and reconciles the account. 
I. Works closely with local banking/lending personnel on any problems involving the deposit of 

funds, checking accounts, pledged security coverage and other banking services. 
J. Responsible for payroll activity for District staff. 
K. Responsible for accounts payable and accounts receivable while reviewing all invoices. 
L. Works with Meridian Cooperative Inc. to assure that the District has access to the best possible 

billing and accounting processes. 
M. Demonstrates empathy and responsiveness to internal and external customer needs by being 

timely, delegating if necessary, and following through. 
N. Supervisory responsibilities include but not limited to planning, scheduling, delegating, 

evaluating, coaching, counseling, teaching while maintaining confidentiality of sensitive 
information. 
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O. Serves as benefit’s administrator for District employees and retirees. 
P. Coordinates all worker’s compensation claims with Federated Rural Electric Insurance 

Exchange. Prepare and provide insurance coverage and information for bi-annual meeting with 
Federated Rural Electric Insurance Exchange with General Manager. 

Q. Prepares annual budget with General Manager and Operations Manager. 
R. Responsible for licensing of all vehicles and equipment. 
S. Coordinates FEMA and NEMA reporting and processing. 
T. Develops and maintains adequate plant and property records with the help from the Operations 

Department. 
U. Oversees the data entry and balancing of the work order process and material inventory, with 

the help of the Operations Department. 
 

IV. Education, Experience and Job Knowledge 

A bachelor’s degree in accounting is preferred with five years’ of progressively responsible 
experience in accounting or financing operations. A High School diploma plus an additional 
five years of experience may replace the degree requirement. Must be or will be trained in CPR 
and basic First Aid. Five years’ experience in the utility industry preferred. Previous experience 
demonstrating supervisory, or leadership skills preferred. Thorough knowledge of (or ability to 
learn) utility accounting practices and all processes required by the District to maintain 
customer accounts and financial statements. High level analytical, proofreading, and 
organizational skills. Discretion is required due to confidentiality of customer and employee 
data. Proven ability to effectively communicate in writing and speaking with customers, Board 
of Directors, and employees. Need high-level computer expertise, including proficiency Word 
and Excel. Knowledge of Access and PowerPoint and HR System use helpful.  

 

V. External Relationships 

A. Customer: Meet with and resolve problems, provide advice and assistance, and promote District 
programs, plans, objectives, and public power model. 

B. Federal, State, and County Officials: Confers with and cooperates with officials as it pertains to 
the District. 

C. Auditors and Contractors: Confers, advises, informs, cooperates, and coordinates as appropriate 
with each. 

D. Other Utility Personnel: Assists or request assistance via mutual aid with peer utilities. 
E. Public: Maintain good relations and promote Economic Development and Public Power. 
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POSITION DESCRIPTION 
MARKETING / COMMUNICATION / CUSTOMER COORDINATOR  

 
I. POSITION SUMMARY 

Coordinate customer service activities of Butler Public Power District to ensure positive customer 
service outcomes and promote, in accordance with established policies and procedures, an 
efficient electric use program by taking every opportunity to acquaint customers with 
advantageous and productive electrical uses and assure they are receiving reliable, low-cost 
service through the diligent application of sound practices. 

II. REPORTING RELATIONSHIPS 

Reports to General Manager  

III. ESSENTIAL DUTIES AND RESPONSIBILITIES 

Within the limits of approved board policies and procedures, budgets and specific delegation from 
the General Manager, the Marketing / Communication / Customer Coordinator assumes the 
responsibility and has commensurate authority for the following activities, recognizing the 
continuing responsibility of this position for developing and maintaining a favorable District image 
consistent with the District’s Strategic Goals: 

(A) Direct customer service functions of the District, while keeping the General Manager 
informed of the most vital customer service issues. 

(B) Establish and monitor customer contact procedures to ensure the safety of district personnel 
and the general public. 

(C) Personally, handle customer service issues of the most complex and sensitive nature and 
make independent decisions to bring satisfactory resolution for what’s best for the greatest 
number.  

(D) Conduct/coordinate energy audits (residential & commercial).  
(E) Develop a speaker program for schools and service clubs to be used when making 

presentations to these groups within the service territory. This should focus on education, 
safety and the benefits of public power. 

(F) Direct all activities relating to job fairs, Ag Expo’s and the Butler and Saunders County 
Fairs. 

(G) Coordinate all Energy Efficiency Programs available to District Customers. Educate, 
market, and take lead in encouraging customers to take advantage of these programs. 

(H) Coordinate economic development programs and involvement with economic development 
entities in the service areas.  

(I) Schedule regular meeting with each Village served by the District. Schedule successful 
irrigator’s meeting to discuss load management, rate changes and other appropriate 
irrigation issues. 

(J) Develop a key accounts program to better serve the district’s largest C&I customers. 

(K) Review net metering/renewable (wind/photovoltaic/methane) generation policies with 
customers having a desire to build in service area. Inform customers of contract provisions 
and safety concerns should they want to interconnect to District’s grid. 
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(L) Provide suggestions to District personnel on proper customer service techniques to preserve 
the favorable public image of the District. 

(M) Analyze customer service practices and procedures to determine and recommend 
improvements to better meet established customer service goals and objectives. 

(N) Assist the General Manager in all phases in building positive Public Relations. 

(O) Direct advertising development and promotion campaigns for the District. Coordinate 
advertising campaign – radio, newspaper, et al, and community involvement. 

(P) Develops and updates Butler PPD’s social media and website. 

(Q) Responsible for insert for the monthly NREA magazine. 

(R) Maintains NREA Magazine label database. 

(S) Coordinates Scholarship and Energy Camp Application processes. 

(T) Serve as Butler PPD’s Grassroots Coordinator. 

(U) Responsible for after hour reconnection of service. 

(V) Perform any other duties as requested by the General Manager. 

(W) Coordinate all accident claims with Federated Rural Electric Insurance Exchange. 

V. EDUCATION, EXPERIENCE AND JOB KNOWLEDGE 

An Associates Degree in Business Communication or a related field is preferred. Related 
experience or background includes front-line customer service, communications, marketing, social 
media/website design and energy efficiency. 

VI. PHYSICAL REQUIREMENTS/DEMANDS 

Medium work requiring lifting or carrying of up to 80 pounds of force occasionally. Inside desk 
work with some outside work. Some exposure to varying temperature conditions including cold 
below 0 degrees and heat above 100 degrees. Be able to perform manual manipulation and 
perform repetitive motions to use a computer keyboard a significant amount of the time as part of 
daily duties. Be able to view a computer screen a significant amount of time as part of daily 
duties. Hold a valid Nebraska driver’s license. Be able to communicate well in writing, orally, 
and by telephone with employees and customers daily. Be able to remain calm and professional 
during customer contacts that can be high stress and verbally abusive. Must be able to read, write 
and do arithmetic. Be able to analyze data and reports, conducting research, coordinating people 
and evaluating results. Must be able to present information to others and work under stress. 

VII. EXTERNAL RELATIONSHIPS 

A. Customers: Meet with and resolve problems, provide advice and assistance, and promote 
District programs, plans, objectives, and public power model. 

B. Federal, State and County Officials: Confers with and cooperates with regard to the District. 

C. Other Utility Personnel: Assist with large outage response.  

D. General Public: Maintain good relations and promote Economic Development and Public 
Power 



ADMINISTRATIVE ASSISTANT/BILLING COORDINATOR 

 
BUTLER PUBLIC POWER DISTRICT 

DAVID CITY, NEBRASKA 
 

 
1. JOB SUMMARY: 

 
Under the Supervision of the Accounting Manager, the Administrative Assistant/Billing 
Coordinator is responsible for providing support to the General Manager and Board of 
Directors, and administers the Customer Billing System by providing efficient, accurate 
and courteous service that will increase satisfaction and promote good will between the 
District and its customers.   Acts as back-up to Cashier/Receptionist and Office Assistant 
as necessary.  Is thoroughly familiar with District’s policies and general office 
procedures. 

 
 

2. PREREQUISITES 
(a) Must display effective written and oral communication skills, to include ability to 

tactfully and courteously communicate with the general public and other employees. 
(b) Must have ability to coordinate or perform multiple priority projects as well as 

identify and solve problem areas. 
(c) Must have knowledge of and be able to follow District’s procedures and policies as 

they relate to customers and BPPD in general.   
(d) Must have working knowledge of all areas concerned with customer accounts, 

including billing, account adjustments, payment arrangements, deposits, rates, billing 
and collecting regulations. 

(e) Must possess broad knowledge of Customer services. 
(f) Must have ability to handle confidential information and possess high degree of 

integrity and honesty.  
(g) Willing to work over-time, holidays and weekends in emergency situations. 
(h) Willing to participate in special training programs/classes as requested. 
(i) Serves as back-up to Accounting Manager for following: Compiles and prepares 

Financial, Statistical and other required reports for monthly board meetings. 
(j) Promotes Public Power model. 

 
 

3. DUTIES AND RESPONSIBILITIES 
General Duties: 

a) Provides administrative support to the positions listed above, including: 
coordinates employee meetings, schedules appointments, prepares documents, 
writes drafts of correspondence or articles, files, researches and compiles data as 
requested, creates PowerPoint presentations, and handles a variety of situations 
involving the clerical and administrative function of the office. 

b) Answers telephone when Office Assistant is unavailable. 
c) Serves as back-up in the absence of Office Assistant; primarily responsible for 

Board packets and other duties deemed necessary. 
d) Handles PCB recordkeeping. 
e) Prepares monthly Financial and Statistical Data (Part R) for Accounting Manager. 
f) Generates Substation Data Report and Sub-T monthly billings. 
g) Compiles, completes and files reporting documents for state sales tax. 

 



h) Maintains the “form booklet”. 
i) Reconciles the General Fund bank statement to the General Ledger. 
j) Provides support during outages by answering phones and relaying information to 

operations. 
 

Customer Account Duties: 

k) Administers and coordinates the Billing System so as to facilitate data entry and 
billing service.  Including maintaining and improving data accuracy, resolving 
data errors and implementing enhancements. 

l) Maintains and computes Large Power customer accounts. 
m) Initiates changes to existing functions to increase efficiency and effectiveness. 
n) Assists and supports service, operations and other personnel in the performance of 

their operational duties. 
o) Inputs rate changes in system control file. 
p) Tests system and customer accounts for accuracy which includes monitoring 

Cannon’s flagged points, MDM’s validation exceptions and zero usage reports. 
q) Keys account adjustments, updates, final bill credits and billing changes as 

necessary. 
r) Initiates on/off orders and general service orders as necessary. 
s) Coordinates and recommends literature and forms being issued to customers 

either in billing stuffers, mailers or forms made available to public. 
t) Plans and schedules monthly Bill Calculation to include: transfer of meter 

readings, miss meter reading list, Pre-Bill edit, Net Metering Billing, Bill 
Calculation and accounting reports. 

u) Directs all customer accounting activities including energy billings and associated 
sales reports.  Produces the month-end sales and revenue reports for use in 
financial reporting. 

v) Maintains and insures SEDC CA system is updated regarding rates, tax districts 
and all other pertinent information, including year-end processes and audit 
reports. 

w) Balances CA side to the general ledger on a regular basis. 
x) Manages delinquent accounts including the determination of accounts to be turned 

over for collection to minimize expense of bad debts, and prepares the bad debt 
write off list to properly record the expense of uncollectable debt. 

y) The Administrative Assistant/Billing Coordinator shall be required to perform any 
other duties assigned in order to fulfill the objectives of the District. 

 

 
4. Reporting Relationships 

a) Reports to:  Accounting Manager 
b) Supervises: None 

 
 

Reviewed & Updated: 07/2019 



OFFICE ASSISTANT     

 
BUTLER PUBLIC POWER DISTRICT 

DAVID CITY, NEBRASKA 
 

 
1. JOB SUMMARY: 

 
Under the Supervision of the Accounting Manager, the Office Assistant is to provide 
effective and professional customer service on a day-to-day basis.  To contribute 
efficient, accurate and courteous service that will increase satisfaction and promote 
goodwill between the District and its customers. To gain knowledge of all areas 
concerned with customer accounts, adjustments, payments, payment arrangements, 
deposits, rates and letters of credit.  Acts as back-up to Receptionist/Accounting 
Assistant.  Is thoroughly familiar with District’s policies and general office procedures. 

 
 

2. PREREQUISITES 
(a) Must display effective written and oral communication skills, to include ability to 

tactfully and courteously communicate with the general public and other employees. 
(b) Must have ability to coordinate or perform multiple priority projects as well as 

identify and solve problem areas. 
(c) Must have knowledge of and be able to follow District’s procedures and policies as 

they relate to customers and BPPD in general. 
(d) Must have ability to handle confidential information and possess high degree of 

integrity and honesty. 
(e) Willing to work over-time, holidays and weekends in emergency situations. 
(f) Willing to participate in special training programs/classes as requested. 
(g) Proficient in use of computer programs including Microsoft Outlook, Excel, Word 

and Power Point. 
(h) Promotes Public Power model. 

 
 

3. DUTIES AND RESPONSIBILITIES 
General Duties: 

(a) Answers multi-line telephone system in prompt, courteous and efficient manner, 
making sure accurate information is provided, or the caller is referred to proper 
individual, realizing that a professional image in handling calls is required. 

(b) Accepts over the counter payments and posts to cash register as necessary. 
(c) Provides back-up support in absence of Receptionist, greeting all BPPD visitors in 

a courteous manner, promoting good will and a cooperative spirit. 
(d) Provides support during outages by answering phones and relaying information to 

operations. 
(e) Verifies and responds to 811 Digger Tickets. 
(f) Maintains Sales Tax Exemption Forms, Water Heater Credit Applications,  

Customer Express Consent Forms and Irrigation Text Message Forms. 
(g) Maintains and updates (annually) the employee emergency information. 
(h) Prepare and finalize District Safety Meeting Minutes. 

 

 



(i) Provides administrative support for the Board of Directors, including: 
coordinating meetings, legal notices, updating the Policy Manuals, preparing 
packets of information, making travel arrangements, conference reservations, 
meeting arrangements and answering related questions. 

(j) Scans documents as provided. 
 

 

 

Customer Account Duties: 

(k) Keys account adjustments and updates. 
(l) Calculates customer deposits based on policy, credit history and reconciles 

Customer Deposit accounts. 
(m) Initiates on/off orders and general service orders as necessary. 
(n) Reviews open service orders (disconnects/reconnects) prior to bill calculation to 

ensure correct billing. 
(o) Administers delinquent account processes including penalty assessment, 

delinquent letters, disconnects, reminder telephone calls, deposit assessments and 
applies all applicable fees to customer accounts. 

(p) Creates customer information for planned outages, work in area, etc. and, then 
based upon customer’s selected contact criteria, informs them of upcoming event. 

(q) Operates the One-Call phone system. 
(r) Monitors the budget-billing accounts, making necessary assessments and 

adjustments to include contacting customers by mail regarding high budget catch-
up payment due in future. 

(s) Negotiates payment arrangements with customers and enters into UPN. 
(t) Balance the daily cash drawer and prepare bank deposit as needed. 
(u) Serves as primary back-up for processing mail, payments, RemitPlus deposits in 

absence of the Receptionist/Account Assistant. 
(v) The Office Assistant shall be required to perform any other duties assigned in 

order to fulfill the objectives of the District. 
 

 

 
4. Reporting Relationships 

a) Reports to:  Accounting Manager 
b) Supervises: None 

 
 

 
 
 
 
 
 
 
 
 
 

 
Reviewed & Updated:  07/2019 



RECEPTIONIST/ACCOUNTING CLERK 

 
BUTLER PUBLIC POWER DISTRICT 

DAVID CITY, NEBRASKA 
 

 
1. JOB SUMMARY: 

 
Under the Supervision of the Accounting Manager, the Receptionist/Accounting Clerk is 
responsible for receiving callers/customers at establishment, determines the nature of business 
and directs callers to destination by performing following duties.  Acts as back-up on Payroll and 
any accounting procedures requested by Accounting Manager; back-up to Administrative 
Assistant and Office Assistant.  Is thoroughly familiar with District’s policies and general office 
procedures. 

 
2. PREREQUISITES 

(a) Must display effective written and oral communication skills, to include ability to tactfully 
and courteously communicate with the general public and other employees. 

(b) Must have ability to coordinate or perform multiple priority projects as well as identify and 
solve problem areas. 

(c) Must have knowledge of and be able to follow District’s procedures and policies as they 
relate to customers and BPPD in general. 

(d) Must have ability to handle confidential information and possess high degree of integrity and 
honesty. 

(e) Willing to work over-time, holidays and weekends in emergency situations. 
(f) Willing to participate in special training programs/classes as requested. 
(g) Promotes Public Power model. 

 
3. DUTIES AND RESPONSIBILITIES 

General Duties: 

(a) Greets all BPPD visitors in a courteous manner, promoting good will and a cooperative 
spirit.  Visitors should be given immediate assistance and direction. 

(b) Accepts over the counter payments and posts to cash register as necessary. 
(c) Responsible for accepting and processing payments for miscellaneous merchandise and 

aid in construction payments. 
(d) Responsible for cash register deposit to be taken to bank. 
(e) Serves as back-up in absence of Administrative Assistant; primarily responsible for 

Board packets/bill calculations and any other duties deemed necessary. 
(f) Provides support during outages by answering phones and relaying information to 

Operations Department. 
(g) Serves as Safety Council Secretary. 
(h) Serves as Wellness Coordinator, promoting a culture of wellness and healthy lifestyles. 
(i) Serves as back-up to Accounting Manager for following: Benefits to include 

enrollments/retirements/annual enrollment and other employee transactions. 
 

 

Customer Account Duties: 

(j) Maintains new customer contracts and service removal contracts. 
(k) Performs duties relating to receipt of bill payments to include Remit-Plus processing and 

balancing, insuring all monies are properly controlled and transferred for deposit. 

 



(l) Processes and verifies all payments accepted by out-of-town banks, maintains the lock 
box and bank draft systems. 

(m) Processes all incoming mail, distributing to appropriate personnel. 
(n) Initiates all processing on returned payments. 
(o) Keys account adjustments, updates, final bill credits and billing changes. 
(p) Processes on/off orders and general service orders. 
(q) Closes all Service Orders in system. 
(r) Assists meter department to keep meter, transformer, regulator and capacitor records up 

to date and accurate. 
(s) Assists Technical Service Manager with load management as relates to transformer and 

meter files in command center (Gridstream). 
(t) Maintains Irrigation Load Management contracts and Multi-Party Contracts. 
(u) The Receptionist/Account Assistant shall be required to perform any other duties 

assigned to fulfill the objectives of the District. 
(v) Monitors and initiates the Courtesy Acknowledgement Guidelines policy. 
(w) Scans documents including service orders to customer accounts. 

 

General Accounting Duties: 

(x) Maintains the Other A/R invoicing system including: invoice entry, posting, penalizing 
and balancing.  Creates all work order aid-in-construction invoices as directed by 
Operations. 

(y) Serves as back up to Accounting Manager in following duties:  Payroll, Accounts 
Payable and any other duties as assigned. 
 
 
 
 

4. Reporting Relationships 
a) Reports to:  Accounting Manager 
b) Supervises: None 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

 
 
 

Reviewed & Updated:  07/2019 
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POSITION DESCRIPTION 

IT SYSTEMS COORDINATOR 
 

I. POSITION SUMMARY 
This position provides direction, coordination and oversight of the District’s information technology 
systems such as Load Management, AMI, Outage Management and Communication Systems and 
future systems such as Geographical Information System (GIS). Direct the development of custom 
software and database applications required to meet the needs of these systems. 
 

II. REPORTING RELATIONSHIPS 
A. Reports to: General Manager 
B. Provide work direction to contractors regarding enhancement and maintenance of control system 

data communications and load management equipment 
 

III. ESSENTIAL DUTIES AND RESPONSIBILITIES 
Within the limits of approved board policies and procedures, approved work plans and budgets and 
specific delegation from the General Manager, the IT Systems Coordinator assumes the responsibility 
and has commensurate authority for the following activities, recognizing the continuing responsibility 
of this position for developing and maintaining a favorable District image consistent with the District’s 
Strategic Goals: 
 
A. Keeps current on new technology developments and recommends changes as needed to assure the 

District is taking advantage of the most efficient, cost effective equipment. 
B. Consults with the general manager and staff personnel in the development of the annual budget for 

the IT systems needs of the District to assure that adequate resources are available to allow 
employees to perform their job responsibilities in the most efficient and effective manner. 

C. Direct all activities of the district information technology systems including servers, personal 
computer, network, intranet, and internet. 

a. Supervises the computer operations, application programming and technical support 
functions. Communicates with the departments on their needs, prioritizes, coordinates and 
monitors activities for various projects. 

b. Acts as the liaison between the company and application vendors in resolving hardware 
and software problems. 

c. Maintains and develops Internet, Intranet, Extranet, and email, to assure these resources 
are available and effectively used by employees, and customers. 

d. Direct the day to day operation of the network including installation, maintenance, backup, 
and upgrade of servers. 

e. Provide support for the hardware and software applications associated with the computer 
systems as required to assure that one person who is familiar with the mechanics of the 
computer systems is always available. 

f. Keep informed regarding applicable computer software and coach’s users in their 
application to assist them in keeping up to date regarding the most efficient and effective 
methods to complete their job responsibilities. 

g.   Responsible for operation and maintenance of outage management and server. 
h.   Responsible for replacement and installation of all District PC’s. 
i.   Responsible for data analysis of District metering information. 
j.   Coordinate development, training, and testing of IT disaster recovery plan. 
k.   Ensure that technology assets are properly managed throughout life cycles of the asset, 

from procurement through disposal. 
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D. Responsible for communication system activities including phone, radio, Wi-Fi, email, and any 
other communication systems.  

a.    Maintains telephone systems for the company, including programming the phone system, 
providing for internal cabling needs, and working with the telephone companies to acquire 
new service and repair of existing services as needed. 

b.    Oversees and assists in the operation of two-way radio system and accompanying 
equipment. 

c.   Act as liaison between the District and application vendors and equipment providers in the 
installation, maintenance, and licensing of communication equipment. 

 
E. Assists in activities of the District Electrical Management Systems including Load Management, 

SCADA, AMI, and GIS and coordinate the interface of these systems with other Data systems used 
by the District. 

 
The above statements are intended to describe the general nature and level of work being performed by 
the person assigned to this classification. They are not intended to be construed as an exhaustive list of 
all responsibilities of the person so classified. 
 

IV. EDUCATION, EXPERIENCE AND JOB KNOWLEDGE 
2 to 4 years’ experience preferred. Information systems management associate degree required. 
Excellent communication and good human relations skills required.  Computer skills required.  Able to 
deal discreetly with confidential information.  Continuous education required. 
 

V. KEY COMPETENCIES 
A. Must of practical working knowledge of current versions of Microsoft Windows operating 

systems and all related software programs. This includes a good working knowledge on how to 
manage and operate Microsoft Active Directory, Microsoft Exchange Server and Microsoft SQL 
Server preferred. 

B. This position will require the necessary skills to maintain large database files and spreadsheets 
and will need to be skilled with personal computers, servers and networks. Also, should be 
familiar with Microsoft Windows and Windows Server programs as well as Microsoft Office 
applications. 

C. This individual must be able to communicate orally and in writing and have logical problem-
solving skills with the ability to analyze various types of information. Capable of working on 
multiple projects and meet multiple deadlines. 

D. Experience with load management strategies and control programs is preferred (preferably 
Landis+Gyr Technology). 

E. Personal computer-based Outage Management system experience is preferred. 
F. Experience and knowledge of digital/analog/AMI meter systems including testing, repair, 

installation and calibration, is preferred. 
G. Understanding of radio-based communications systems and data telemetry protocols. 
H. Effectively able to communicate and respond to customer’s inquiries by providing accurate, 

meaningful, and courteous responses to questions, in a timely manner. 
I.       Encourages and supports teamwork by providing effective participation, cooperation and 

communication. 
J.  Able to innovate in order to creatively develop new solutions to problems while seeking to 

develop and encourage the development of new ideas within work-team. 
K. Because of the nature of this department, this position may be required to work after hours 

during load management activities as well as during large outages to assist with dispatching and 
power restoration activities. 

L. Must maintain a valid Nebraska driver’s license. 
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VI. PHYSICAL REQUIREMENTS/DEMANDS 

Responsible for on-call responsibilities associated with Load Management and the District’s Outage 
Management communication systems during on and off hours.  Medium work requiring lifting or 
carrying of up to 50 pounds of force occasionally.  Job requires standing, crawling, climbing, bending, 
pulling and reaching some of the time.  Inside desk work with some outside work. Some exposure to 
varying temperature conditions including cold below 0 degrees and heat above 100 degrees.  Work 
may include exposure to odors, dust, and dirt.   
 

 
 
 
VII. EXTERNAL RELATIONSHIPS 

A. Customers: Meet with and resolve problems, provide advice and assistance, and promote 
District programs, plans, objectives, and public power model. 

B. Federal, State and County Officials: Confers with and cooperates with officials. 
C. Consulting Engineer and Contractors: Confers, advises, informs and coordinates as 

appropriate with each. 
D. Other Utility Personnel: Assist or request assistance via mutual aid with peer utilities. 
E. General Public: Maintain good relations and promote Economic Development and Public 

Power. 
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POSITION DESCRIPTION 
OPERATIONS MANAGER 

 

I. POSITION SUMMARY       

Manage and coordinate the Operations Department to operate and maintain the District’s 
transmission and distribution (T&D) facilities in such a manner to meet established standards and 
reflect the most efficient utilization of operation and maintenance methods, techniques and 
equipment. 

II. REPORTING RELATIONSHIPS 

A. Reports to: General Manager (member of management team) 
B. Directs: Operations, Maintenance, URD Locate Personnel 

III. ESSENTIAL DUTIES AND RESPONSIBILITIES 

Within the limits of approved board policies and procedures, approved work plans and budgets and 
specific delegation from the General Manager, the Operations Manager assumes the responsibility 
and has commensurate authority for the following activities, recognizing the continuing 
responsibility of this position for developing and maintaining a favorable District image consistent 
with the District’s Strategic Goals: 

(A) Assures Work Plan goals and objectives are updated in a timely manner. 

(B) Direct, with appropriate delegation, all operations and maintenance activities to obtain 
maximum productivity and effectiveness in pursuit of Work Plan goals and objectives. 

(C) Develops schedules and directs periodic line patrol, voltage and load measurements, and 
evaluations of the physical and electrical conditions of the T&D system; and implements 
appropriate and timely remedial action to maintain continuity and power quality standards for 
electric service. Issues job orders as appropriate. 

(D) Hires and schedules personnel and secures equipment and materials to accomplish assigned 
Work Plan goals. 

(1) Administer O & M personnel development programs consistent with applicable 
policies, procedures and practices to assure the maintenance of a highly competent, 
motivated and effective work force. 

(2) Selects and recommends the transfer, promotion, termination or disciplinary action of 
O & M personnel to accomplish approved program goals and to assure effective and 
efficient utilization of available resources. 

(E) Maintain current knowledge and understanding of NREA, RUS, NESC, District and NREA 
Safety Manual and other applicable standards and regulations to insure that the District's 
T&D facilities are operated and maintained in a safe and efficient manner, consistent with 
these standards.  

(F) Coordinates work activities with outside contractors representing both BPPD and/or its 
customers to ensure safety and work efficiency in the pursuit of productive goals. 

(G) Direct vehicle and power equipment maintenance and repair activities via appropriate record-
keeping and maintenance functions for the District to effectively and efficiently insure 
extended, reliable service and functionality of the equipment. 

(H) Responsible to plan, budget and monitor Operations Department costs incurred in carrying 
out department's work plans and develop reports and data regarding the status of the activities 
to assure compliance with program goals and budget levels. 
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(I) Directs the PCB Program and annual filing for the District. 

(J) Directs the annual oil testing of all substation transformers and regulators. 

(K) Responsible for directing the District Safety Program, RESAP Rural Electric Safety 
Achievement Program, and the Loss Control Program by administering all applicable safety 
and regulatory compliance standards. Safety rules include, but are not limited to, the District's 
safety manual, National Electrical Safety Code, and other government agencies such as 
OSHA. Regulatory compliance rules include, but are not limited to, all applicable 
government agencies, such as OSHA, EPA, and DOT. Lead all accident investigations. 

(L) Directs the progression to Journeyman Lineman Program and serves on the review board for 
this program. 

(M) Oversee headquarters building, seeing that preventive maintenance timetables are maintained. 
Review and recommends maintenance contracts. 

(N) Demonstrates empathy and responsiveness to internal and external customer needs by being 
timely, delegating if necessary, and following through. 

(O) Supervisory responsibilities include but not limited to planning, scheduling, delegating, 
evaluating, coaching, counseling, and teaching. 

In addition to the above responsibilities, the Operations Manager may be assigned to perform other 
duties by the General Manager. 

IV. EDUCATION, EXPERIENCE AND JOB KNOWLEDGE 

Ten years’ experience in power-line operations or related field plus extensive specialized training in 
T&D system operation required. Must possess demonstrated management expertise with minimum 
three (3) years experience in successfully managing projects and people. Excellent communication 
and good human relations skills required. Prefer MIP graduate or four-year Bachelor of Science 
degree in engineering, business, or related field. Deal discreetly with confidential information. 

V. PHYSICAL REQUIREMENTS/DEMANDS 

Medium work requiring lifting or carrying of up to 50 pounds of force occasionally. Job requires 
standing, crawling, climbing, bending, pulling and reaching some of the time. Inside desk work 
with some outside work. Some exposure to varying temperature conditions including cold below 0 
degrees and heat above 100 degrees. Work may include exposure to mechanical hazards, electrical, 
burns, confined space and operating machinery, and some exposure to odors, dust, and dirt. Must be 
able to communicate well with others. Driver’s license required. Must be able to read, write and do 
arithmetic. Requires analyzing data and reports, conducting research, coordinating people and 
resources, directing and supervising people and evaluating performance. Skills in developing plans 
procedures, and goals required. Must be able to present information to others and work under stress. 

VI. EXTERNAL RELATIONSHIPS 

A. Customers: Meet with and resolve problems, provide advice and assistance, and promote 
District programs, plans, objectives, and public power model. 

B. Federal, State and County Officials: Confers with and cooperates with regard to operation, 
maintenance or relocation of T&D lines and facilities. 

C. Consulting Engineer and Contractors: Confers with, advises, informs and coordinates 
activities. 

D. Other Utility Personnel: Assisting, requesting assistance, and mutual aid, with peer utilities. 

E. General Public: Maintain good relations and promote Economic Development and Public 
Power. 
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POSITION DESCRIPTION 

CYBER SECURITY / SOFTWARE ANALYST 

 
 

I. POSITION SUMMARY 
The Cyber Security / Software Analyst’s primary focus will be to protect District sensitive information 
from vulnerabilities within the District networks. The protection of Customer and Employee sensitive 
information is critical to the success of BPPD. 
 

II. REPORTING RELATIONSHIPS 
Reports to: General Manager and supports the Technical Systems Manager with his/her duties. 
 

 

III. ESSENTIAL DUTIES AND RESPONSIBILITIES 

Within the limits of approved board policies and procedures, budgets and specific delegation from the 
General Manager, the Cyber Security Analyst assumes the responsibility and has the authority for the 
following activities while maintaining a favorable District image consistent with the District’s Strategic 
Goals: 
 
(A) Monitor computer networks for security issues. 
(B) Investigate security breaches and other cyber security incidents. 
(C) Recognize the potential threat or attempted breach by closing off the security vulnerability. 
(D) Document security breaches and assess the damage they cause. 
(E) Design various strategies and defensive systems against intruders. 
(F) Analyze the source of security breaches, identify cybercrime perpetrators and report them to the 

appropriate authorities. 
(G) Examine and evaluate security strategies and defenses. 
(H) Create new defensive systems and protocols. 
(I) Develop new layers of protection and update the security system. 
(J) Prepare quarterly cybersecurity reports for the Board of Directors. 
(K) Provide all employees with enhanced cybersecurity awareness training. 
(L) Provide Board of Directors with cybersecurity awareness training. 
(M) Review patching requirements for all internal systems and coordinate patch updates. 
(N) Develop, update, and implement security measures and controls. 
(O) Develop and update the Cybersecurity Incident Response Plan. 
(P) Conduct timely internal and external vulnerability assessments and penetration tests. 
(Q) Responsible for running a diagnostic on any changes in the information to verify any undetected 

breaches. 
(R) Test system backups and verify that they are working and secure. 
(S) Help with installation and maintenance of District software and hardware. 
(T) Help monitor and run the Districts Load Control System during irrigation season. 
(U) Perform any other duties as requested by the General Manager. 
 
The above statements are intended to describe the general nature and level of work being performed by 
the person assigned to this classification. They are not intended to be construed as an exhaustive list of 
all responsibilities of the person so classified. 
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IV. EDUCATION, EXPERIENCE AND JOB KNOWLEDGE 

Bachelor’s Degree in computer science and 2 years related experience or a bachelor’s degree in another 
area and 4 years of related experience, or an Associates Degree and 6 years of related experience, or 
High School/GED and 8 years of related experience. Entry level Cyber Security Certificate, Security+ 
would be preferred. Prior related experience would include computer network penetration testing and 
techniques, cybersecurity role in another organization, information security. Prior related experience in 
the utility business is preferred but not required. Entry level certificates in Cyber Security would be 
preferred but could also be attained within second year of employment. 

 
VI. PHYSICAL REQUIREMENTS/DEMANDS 

Responsible for on-call responsibilities associated with Load Management and communication systems 
during on and off-hours.  Medium work requiring lifting or carrying of up to 50 pounds of force 
occasionally.  Job requires standing, crawling, climbing, bending, pulling and reaching some of the 
time.  Inside desk work with some outside work. Some exposure to varying temperature conditions 
including cold below 0 degrees and heat above 100 degrees.  Work may include exposure to 
mechanical hazards, electrical, burns, confined space and operating machinery, and some exposure to 
odors, dust, and dirt.   
 
 

VII. EXTERNAL RELATIONSHIPS 

A. Customers: Meet with and resolve problems, provide advice and assistance, and promote 
District programs, plans, objectives, and public power model. 

B. Federal, State and County Officials: Confers with and cooperates with officials. 
C. Consulting Engineer and Contractors: Confers, advises, informs and coordinates as 

appropriate with each. 
D. Other Utility Personnel: Assist or request assistance via mutual aid with peer utilities. 
E. General Public: Maintain good relations and promote Economic Development and Public 

Power. 
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POSITION DESCRIPTION 
SAFETY DIRECTOR 

 

I. Position Summary 

This position is responsible for the Butler Public Power District’s Safety Program. The Safety 
Director will oversee all safety related programs including RESAP, safety training, safety meetings, 
safety committee work and accident investigation.  

II. Reporting Relationships 
 

A. Reports to: Operations Manager / General Manager  
B. Directs: District’s Safety Program 

 
III. Objective 

To develop and direct the safety and risk management programs for the District, which would 
prevent or minimize injuries, illnesses, and health risks, for employees. To plan for safety and loss 
control measures that will protect the District’s property and personnel. 

IV. Responsibilities and Authorities 
 
1. Plans regular safety programs for all personnel. 
2. Directs, maintains, and compiles documents, photos, and information for submission to the 

NRECA Safety Achievement Program. 
3. Informs all new employees in safety policies, procedures, regulations, and District Safety 

Manual. 
4. Organizes and schedules training programs for CPR, and first aid, hearing protection, 

defensive driving, haz-mat communication, digger derrick operation, pole top rescue, forklift 
operation, emergency preparedness, office security and response and other training 
requirements as needed. 

5. Coordinates annual safety inspections of slings, chains, and ropes. 
6. Coordinates Public Safety Program. 
7. Recommends corrective action when unsafe acts or conditions are observed. 
8. Performs on-site inspection of crews and field personnel to ensure compliance with safe 

working procedures. Inspects warehouses, offices, storage yards and substations to determine 
that they are maintained in a safe and orderly manner. 

9. Monitors existing policies, programs, regulations, and procedures for adherence to Safety 
requirements and makes recommendations for changes or additional training and equipment. 

10. Should be familiar with the MSDS sheets and how/where to access them including the ability 
to look up a substance issue for remediation. 

11. Works with the employees Safety Committee in reviewing changes or additions to the 
Employees Safety Manual and when necessary updates the safety manual. 

12. Chairs the District’s Safety Committee. 
13. Member of the Accident Investigation Committee. 

V. External Relationships 

Maintains contacts with other safety personnel from other Districts, utilities, and industries in order 
to share information and ideas. 
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BUTLER PUBLIC POWER DISTRICT 
DAVID CITY, NEBRASKA 

Policy Number 404 

POSITION DESCRIPTIONS – OUTSIDE EMPLOYEES 

01. Staking Superintendent – 08/15/2018

02. Construction Foreman – 08/15/2018

03. Lead Lineman – 08/15/2018

04. Right of Way / Tree Clearing Foreman – 08/20/2018

05. Metering Specialist-Journeyman – 9/27/2023

06. Lineman – Journeyman – 08/20/2018

07. Lineman – 08/20/2018

08. Lineman – Apprentice – 08/20/2018

09. Warehouse/Storekeeper – 06/07/2018

10. Technical Metering Systems Specialist – 7/7/2020
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BUTLER PUBLIC POWER DISTRICT 
DAVID CITY, NEBRASKA 

POSITION DESCRIPTION 

STAKING SUPERINTENDENT 

I. POSITION SUMMARY

To design distribution facilities to extend or enhance service in compliance with
RUS construction specifications and other requirements of RUS, and The
National Electrical Safety Code in order to obtain the most efficient and effective
system design.

II. REPORTING RELATIONSHIPS

A. Reports to: Operations Manager
B. Coordinates and Cooperates with:

1. Construction Foreman
2. Tree Foreman
3. Warehouse / Storeskeeper

III. MAJOR RESPONSIBILITIES

A. Acquires right-of-way easements from customers when needed and
completes easement filings at appropriate county courthouses. Secures
right of way as necessary for construction projects or verifies that right of
way has been obtained.

B. Schedules and keeps appointments with consumers for new construction,
upgrading or conversions of facilities, and relocation or removal of
existing facilities.

C. Aids in the updating of continuing property records and system maps.
D. Knowledgeable of all District Policies. Through such policies, provides

information and advice to customers, both in the field and in the office.
E. Operates a transit and completes proper records to accurately survey line

routes and equipment locations. Field stakes projects for proper
construction.

F. Assists in planning a financially responsible expansion, modification, and
improvement of the electrical distribution system with short and long-term
plans.

G. Remains current on all RUS and NESC code issues.
H. Assigns construction crews in the absence of the Construction Foreman.

IV. JOB REQUIREMENTS
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A. Maintain CPR certification and basic knowledge of first aid. 
B. Maintain a valid Nebraska Commercial Driver’s License (Class “A”) to 

operate District vehicles. 
C. Must be self-motivated and able to work independently. 
D. Strong organizational skills and the ability to effectively make decisions to 

maintain a smooth work flow. 
E. Ability to communicate effectively both orally and in writing with all 

District employees and customers. 
F. Able to successfully lead, coach, instruct and supervise employees. 
G. Follow and adhere to safety policies. 
H. Other duties as assigned. 

 
V. EXTERNAL RELATIONSHIPS 
 

A. Customers: Meet with to sign contracts, resolve problems, provide advice 
and assistance, and promote District policies and safety. 

B. General Public: Maintains good relations in all contacts, and continue to 
support good public relations. 
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BUTLER PUBLIC POWER DISTRICT 
DAVID CITY, NEBRASKA 

 
POSITION DESCRIPTION 

 
METERING SPECIALIST / JOURNEYMAN 

 
I. POSITION SUMMARY 
 

This position is responsible for providing technical advice and assistance in maintenance 
of electrical equipment on distribution and transmission lines as well as assuring and 
maintaining operation and accuracy of consumer meters along with substation meters, 
SCADA, and other substation equipment. This position is responsible for diagnosing and 
resolving consumer complaints and providing analysis and calculation of load conditions 
and horsepower as requested by consumers. 
 

II. REPORTING RELATIONSHIPS 
 

A. Reports to:  Operations Manager 
 
B. Guides and Directs:  Personnel when and as assigned. 
 

III. MAJOR RESPONSIBILITIES 
 

A. Organization 
 

1. To provide technical instructions to line crew as required on problems of 
line maintenance and consumer complaints and to assist in development of 
new employees in knowledge and skills required in line work. 
 

B. Operations 
 

1. To determine the requirements for periodic testing, cleaning and repair of 
meters and other electrical equipment, in order to maintain their accurate 
and efficient operation. 
 

2. To perform personally as a lineman-journeyman and or direct the 
performance of the following activities: 

 
a) Be an informed employee on the operation of electrical testing 

equipment such as voltage and amperage recorders, transformer 
and capacitor test equipment, power quality analyzers, and line 
voltage indicators. 

b) Keep meter room and transformer shipping and receiving areas 
clean and orderly. 
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c) Prepare and post up-to-date meter, transformer and recloser 
records. 

d) Install, clean, repair and test meters according to planned schedule 
of maintenance. 

e) Request purchase of meters, load management controls, and related 
equipment to maintain adequate supply. 

f) Check, adjust and repair substation equipment, including demand 
meters, SCADA equipment, voltage regulators, electronic 
reclosers, oil circuit reclosers, current transformers, potential 
transformers, and communication equipment. 

g) Assist in cleaning or changing transformer oil at substations. 
h) Inspect substations and keep log of inspection. 
i) Advise Staking Superintendent in determining metering and 

transformer sizes on large single and three phase loads. 
j) Assist with staking as required. 
k) Perform tree clearing, as required. 
l) Locate URD for consumers and district, as required. 
m) Perform hot line work, as required. 
n) Advise and assist line crew in technical problems involved in 

construction and maintenance of transmission and distribution 
lines. 

o) Investigate and resolve trouble reports and take turn on stand-by 
maintenance. 

p) Check horsepower and make load analysis and calculations as 
required on irrigation and other equipment  

q) Provide technical information and training assistance in developing 
knowledge of new line crew employees. 

r) Promote power use and consumer satisfaction in service contacts 
with consumers. 

s) Perform a variety of related duties in service maintenance for 
consumers and in construction and maintenance of transmission 
and distribution facilities. 

t) Take consumer meter readings when required for routine billing, or 
at request of billing department. 

u) Install, maintain, and test load management controls to insure 
proper operation. 

v) Responsible for maintenance of PCB program, including testing 
and disposal, and all pertinent records. 

w) Maintain and restock service truck assigned to you. 
x) Check material in and out for the construction of electric facilities. 
y) Have construction material checked out in advance of work order 

being assigned to crew for construction. 
z) Perform other activities and assume responsibilities as may be 

required. 
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3. To compare meter test results, and inspections and observations of other 
equipment, with specifications and electrical standards. 
 

IV. RELATIONSHIPS 
Establishes the following contacts and relationships for the purpose of coordination and 
communication: 
 

A. Internal 
1. Operations Manager – To inform on substation inspections, meter 

communications, load management, and PCB program; to assist in the 
training of new personnel.  Also advise on metering and transformation 
specifications for staking and construction and to assist in staking. 

2. General Manager – To receive instructions concerning the job and report 
any information essential to the accomplishment of responsibilities. 

3. Accounting Manager – To receive and give information regarding 
connects and disconnects, delinquent accounts and to furnish required 
reports and records. 

4. Staking Superintendent – To advise on metering and transformation 
specifications for staking and construction and to assist in staking. 
 

B. External 
 

1. Consumers – To solve trouble complaints and outages and to provide 
service in accordance with District policies; to promote maximum use, 
safety, and satisfaction in use of electricity. 

2. General Public – To actively participate in civic and community affairs 
and projects in such a manner as to bring improved public relations to the 
District; to seek every opportunity to obtain understanding, acceptance and 
support for the District's plans, programs, and objectives. 
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BUTLER PUBLIC POWER DISTRICT 
DAVID CITY, NEBRASKA 

 
POSITION DESCRIPTION 

 
LINEMAN - JOURNEYMAN 

 
I. OBJECTIVES 
 

A. To provide efficient service in overhead line construction and maintenance work on 
electrical transmission and distribution systems, to do such work on lines either 
energized or de-energized and at all voltages, and to perform similar and less skilled 
work as required. 

 
B. To promote, in accordance with established policies and procedures, a dynamic 

electric use program by taking every opportunity to acquaint the customers with the 
advantageous and productive uses of electricity including public safety. 

 
C. To promote effective public relations by any available means, including being able to 

inform the public of the District’s objectives, plans and programs, and by actively 
participating in community and civic affairs. 

 
II. REPORTING RELATIONSHIPS 

 
A. Reports to:  Operations Manager 

 
B. Directs:  Personnel when and as assigned. 

 
III. RESPONSIBILITIES AND AUTHORITIES 

 
A. To perform all ordinary line work readily, both construction and maintenance of hot 

lines, without supervision. Understands all circuits used on the system, and all safety 
requirements. Can adjust regulators, repair oil circuit reclosers and other standard 
apparatus. Reads and interprets maps, specifications, staking sheets and complex 
diagrams and schematic drawings. 

 
B. In addition to duties of Lineman, performs personally: 

 
1. Install gin poles, blocks and other rigging equipment. 
2. Install and connect transformers – including paralleling – and related 

equipment. 
3. Install and connect voltage regulators. 
4. Work live conductors of all voltages in accordance with prescribed methods. 
5. Install street lights, security lights, and related equipment. 
6. Install instrument transformers and related equipment. 
7. Make substation installations and perform substation maintenance as required. 
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8. Patrol transmission and distribution lines when required, report need for 
maintenance to Operation Manager or see that work is done. 

9. Install, clean and maintain OCRs. 
10. Check poles, and treat at ground line as required. 
11. Repair broken tools or requisition replacements from Operations Manager or 

his/her delegate. 
12. Assist in staking lines. 
13. Change taps and internal leads on transformers when required. 
14. Install and operate cut-outs. 
15. Resolve customer complaints within limits of authority. 
16. Observe lines while riding to and from job. 
17. Make records of transformer and meter installation and removal. 
18. Check rubber gloves and related safety equipment. 
19. Perform hot line activities as required or directed. 
20. Be a certified switchman and perform switching on 34.5 and 69 kV lines. 
21. Perform switching in 115 kV substations subject to supervision of NPPD 

Dispatch by phone. 
22. Connect, disconnect and remove single and poly-phase meters. 
23. Make voltage checks as required or directed. 
24. Serve as lead lineman in cases of emergencies. 
25. Obtain permission from land owner, if necessary, to set poles or anchors, and 

to trim or remove trees and brush. 
26. Inspect completed work to see if it meets regulations and safety codes. 
27. Make suggestions that will be helpful in the performance of the work. 
28. Check load balancing and voltage regulations at customer’s entrance. 
29. Check voltage before leaving job. 
30. Locate sources of line trouble, and, if at all possible, clear these sources of 

trouble. 
31. Report all accidents and illnesses to Operations Manager. 
32. Inspect substations visually to determine any malfunctioning of equipment or 

needed repairs.   
33. Analyze circuits and determine direction of power sources and phase position. 
34. Complete outage reports, material tickets, connect and disconnect orders, time 

sheets, mileage and trip reports, and other forms and reports as required or 
directed. 

35. Direct handling, or stock-piling, of poles. 
36. Operate specialized power equipment and perform routine maintenance as 

needed. 
37. Count material and supplies for annual inventory. 
38. Notify customers of planned outages. 
39. Perform other activities and assume responsibilities as may be required. 

C. To be familiar with the considerable hazards that exist in falls, electric shock, electric 
flash, automobile traffic, and falling objects, and to be familiar with the proper use of 
protective and safety equipment. 
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D. To maintain a working knowledge of the most up to date and effective techniques of 
first aid and artificial respiration, including pole-top resuscitation. 

 
E. To have a basic knowledge of electricity and be familiar with electric distribution lay 

outs, applicable specifications, and provisions of various codes. 
 
F. To make every effort to serve all customers courteously and efficiently; to satisfy 

their complaints or inquiries, if possible, and if unable to do so, to refer them to the 
proper persons. 

 
G. To constantly improve in knowledge and skills, both technical and general, necessary 

in the performance of these duties and in the successful operation of the District. 
 
H. To keep informed of the policies and procedures of the District which may affect the 

work performed. 
 
I. Maintain CPR certification and basic knowledge of first aid. 
 
J. Maintain a valid Nebraska Commercial Driver’s License (Class “A”). 

 
IV. RELATIONSHIPS 

 
Establishes and maintains the following relationships for purposes of coordination and 
communication: 
 
A. INTERNAL 

 
1. Operations Manager – To receive technical assistance and special training on 

more difficult problems of electric operations particularly as they concern 
maintenance of electrical equipment and to cooperate with and to receive work 
assignments in absences of direct supervision. 
 

2. Accounting Manager – To cooperate in receiving and furnishing information on 
various aspects of customer services. 
 

3. Crew – To cooperate with in maintaining pleasant working conditions. 
 

B. EXTERNAL 
 
1. Customers – To explain the District’s objectives, plans, services and programs; 

when requested, to interpret action taken or procedures followed for the billing, 
meter reading, collecting, or on other matters relating to the customers’ electric 
accounts. 
 

2. General Public - To do everything to maintain good relations in all contacts with 
the general public. 
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BUTLER PUBLIC POWER DISTRICT 
DAVID CITY, NEBRASKA 

 
POSITION DESCRIPTION 

 
LINEMAN - APPRENTICE 

 
I. OBJECTIVES 
 

A. To provide efficient service in overhead line construction and maintenance work on 
electrical transmission and distribution systems, and to perform similar and less 
skilled work as required. 

 
B. To promote, in accordance with established policies and procedures, a dynamic 

electric use program by taking every opportunity to acquaint the customers with the 
advantageous and productive uses of electricity including public safety. 

 
C. To promote effective public relations by any available means, including being able to 

inform the public of the District’s objectives, plans and programs, and by actively 
participating in community and civic affairs. 

 
II. REPORTING RELATIONSHIPS 

 
A. Reports to: Operations Manager 

 
III. RESPONSIBILITIES AND AUTHORITIES 

 
A. To learn to climb under the supervision of a crew chief or lineman-journeyman and to 

learn simple construction work on poles such as framing, stringing wire, tying in and 
hanging equipment. 

 
B. To do hot line work on secondary circuits and only under extremely close 

supervision. 
 

C. To perform duties and functions of a groundman-equipment operator except when 
practicing climbing and other pole work, including the following: 

 
1. Help dig pole and anchor holes. 
2. Help set and align poles. 
3. Frame and install, on the ground, various pole assemblies. 
4. Trim and cut trees or brush and dispose of debris. 
5. Load and unload poles, transformers and other material. 
6. Operate and maintain all equipment available through the District. 
7. Observe rigidly all safety rules, practices and standards. 
8. Attend and participate in safety and job training meetings. 
9. Become a certified switchman. 
10. Learn and perform first aid methods and artificial respiration. 
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11. Obtain a Nebraska Class A CDL and comply with all traffic laws and safety 
rules and regulations while operating District vehicles. 

12. Obtain and maintain CPR certification and basic knowledge of first aid. 
13. Tend Linemen while working on poles. 
14. Assist Linemen in construction and removal of lines. 
15. Build meter loops. 
16. Read meters. 
17. Any other duties as may be assigned. 

 
IV. RELATIONSHIPS 

 
Establishes and maintains the following relationships for purposes of coordination and 
communication: 
 
A. INTERNAL 

 
1. Operations Manager – To receive technical assistance and special training on 

more difficult problems of electric operations particularly as they concern 
maintenance of electrical equipment and to cooperate with and to receive work 
assignments in absences of Construction Foreman, Assistant Construction 
Foreman or Crew Leader. 
 

2. Accounting Manager – To cooperate in receiving and furnishing information on 
various aspects of customer services. 
 

3. Crew – To cooperate with in maintaining pleasant working conditions. 
 

B. EXTERNAL 
 
1. Customers – To explain the District’s objectives, plans, services and programs; 

when requested, to interpret actions taken or procedures followed for the billing, 
meter reading, collecting, or on other matters relating to the customer’s electric 
accounts. 
 

2. General Public - To do everything possible to maintain good relations in all 
contacts with the general public. 
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BUTLER PUBLIC POWER DISTRICT 
DAVID CITY, NEBRASKA 

 
POSITION DESCRIPTION 

 
WAREHOUSE / STORESKEEPER 

 
I. Objectives 

 
Provides efficient service in preparation of work orders and all related records and 
reports, controls all materials used in construction, maintenance, and service, including 
resale material; establishes and maintains adequate records and accounting procedures for 
accurately charging out and in new and used materials, keeps accurate records of 
retirements and maintains inventories of materials whether in warehouse or trucks or in 
process. Assists in the maintenance and construction of electric utility lines when needed. 

 
II. Reporting Relationships 
 

A. Reports to: Operations Manager/Staking Engineer and Construction Foreman 
 
B. Directs: Personnel when and as assigned. 

 
III. Responsibilities 
 

(Primary) 
 

A. Processes all incoming materials and supplies – including verifying quantities 
with purchase orders and packing slips. 

 
B. Checks material in and out for work assignments. 

 
C. Prepares charge tickets on materials and supplies sold to consumers. 

 
D. Prepares requisition for inventory material needed and submits to either the 

Staking Engineer and Construction Foreman or the Operations Manager. 
 

E. Responsible for annual physical inventory. 
 

F. Directs receiving and unloading of poles. 
 

G. Maintains shop and warehouse in a neat, clean and orderly manner. 
 

H. Maintains all District property in a neat and orderly manner including mowing 
grass, snow removal and weed control. 

 
I. Operate and maintain all equipment available through the District. 
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J. Observe rigidly all safety rules, practices and standards. 

 
K. Attend and participate in safety and job training meetings. 

 
L. Learn and perform first aid methods and artificial respiration. 

 
M. Comply with all traffic laws and safety rules and regulations while operating 

District vehicles. 
 

N. Building meter loops. 
 

(Secondary) 
 
O. Trim and cut trees and/or bushes and dispose of debris. 
 
P. Assist in construction and removal of lines when needed. 

 
Q. Assist with Load Management and well control work when needed. 

 
R. Be available for duty after normal working hours on an on – call basis. 

 
S. Perform such other duties as required or directed. 
 
T. Purchases materials for the best price as needed or informed. 

 
IV. Qualifications 
 

A. High school graduate or equivalent. 
 
B. Hold a Class “B”, Commercial Drivers License (see note). 

 
C. Hold a Chemical Applicator’s License (see note). 

 
D. General knowledge of electrical materials and tools. 

 
Note: The Commercial Drivers License and/or the Chemical Applicator’s License may 
be obtained after employment, but not later than six (6) months after date of employment. 

 
V. Relationships 
 

A. Internal 
 

1. Manager – To advise, assist and inform as required or directed on any 
matter pertaining to the assigned duties; to seek advice, assistance and 
information as necessary or required. 
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2. Operations Manager, Staking Engineer and Construction Foreman – To 
advise, assist and inform as required or directed in any matters pertaining 
to ordering material, stocking material, checking material in and out; to 
seek advice, assistance and information when necessary concerning 
warehousing and storeskeeper. 

 
3. Other Employees – To assist, advise and cooperate with other employees 

in maintaining pleasant working relationships and improve morale; to 
exchange ideas information and job experiences that will benefit the 
organization and insure the continued progress of the District. 

 
B. External 
 

1. Consumers – To explain the services offered and benefits to which a 
consumer is entitled; to inform and explain the District’s plans, 
procedures, programs, objectives at every opportunity, and public power 
model. 

 
2. Visitors – To answer inquiries and to visitors to the proper individual 

promptly and courteously.  
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BUTLER PUBLIC POWER DISTRICT 
DAVID CITY, NEBRASKA 

 
POSITION DESCRIPTION 

 
TECHNICAL METERING SYSTEMS SPECIALIST 

 
I. POSITION SUMMARY 
 

This position is responsible for maintaining, upgrading, and deploying AMI equipment 
and supporting software. Performs SCADA troubleshooting, maintenance, and system 
upgrades. 
 

II. REPORTING RELATIONSHIPS 
 

A. Reports to:  Operations Manager 
 
B. Guides and Directs:  Personnel when and as assigned. 
 

III. MAJOR RESPONSIBILITIES 
 

1. Maintains the hardware, installs software, and programming files of the 
AMI and SCADA systems, in the field. 
 

2. Oversees and maintains field operations of the Automated Metering 
Infrastructure technology. 

 
3. Assembles and implements SCADA, AMI, and Communications 

Equipment. 
 

4. Researches and recommends equipment purchases, as needed, for AMI 
and SCADA Improvements. 

 
5. Responsible for the ordering of AMI and SCADA equipment. 

 
6. Responsible for the maintenance and installation of the District’s Load 

Management system. 
 

7. Responsible for CT and PT metering recommendation to operations 
department. 
 

8. Responsible for the repair of substation equipment, voltage regulators, 
electronic reclosers, oil circuit reclosers, current transformers, potential 
transformers and communication equipment. 
 

9. Responds to customers concerns and troubleshoots problems related to 
AMI and other utility operations. 
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10. Plans, directs, and records periodic electrical testing of instrument 
metering. 

 
11. Performs other duties as assigned. 

 
IV. OTHER RESPONSIBILITIES 
 

A. Organization 
 

1. To provide technical instructions to line crew as required on problems of 
line maintenance and consumer complaints and to assist in development of 
new employees in knowledge and skills required in line work. 
 

B. Operations 
 

1. To determine the requirements for periodic testing, cleaning and repair of 
meters and other electrical equipment in order to maintain their accurate 
and efficient operation. 
 

2. To perform personally as a lineman-journeyman and or direct the 
performance of the following activities: 

 
a) Be an informed employee on the operation of electrical testing 

equipment such as voltage and amperage recorders, transformer 
and capacitor test equipment, power quality analyzers, and line 
voltage indicators. 

b) Keep meter room and transformer shipping and receiving areas 
clean and orderly. 

c) Prepare and post up-to-date meter, transformer and recloser 
records. 

d) Install, clean, repair and test meters according to planned schedule 
of maintenance. 

e) Assist in cleaning or changing transformer oil at substations. 
f) Inspect substations and keep log of inspection. 
g) Assist with staking as required. 
h) Perform tree clearing, as required. 
i) Locate URD for consumers and district, as required. 
j) Perform hot line work, as required. 
k) Advise and assist line crew in technical problems involved in 

construction and maintenance of transmission and distribution 
lines. 

l) Investigate and resolve trouble reports and take turn on stand-by 
maintenance. 

m) Check horsepower and make load analysis and calculations as 
required on irrigation and other equipment  

n) Provide technical information and training assistance in developing 
knowledge of new line crew employees. 
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o) Promote power use and consumer satisfaction in service contacts 
with consumers. 

p) Perform a variety of related duties in service maintenance for 
consumers and in construction and maintenance of transmission 
and distribution facilities. 

q) Responsible for maintenance of PCB program, including testing 
and disposal, and all pertinent records. 

r) Maintain and restock service truck assigned to you. 
s) Check material in and out for the construction of electric facilities. 
t) Perform other activities and assume responsibilities as may be 

required. 
 

3. To compare meter test results, and inspections and observations of other 
equipment, with specifications and electrical standards. 
 

4. The Technical Metering Systems Specialist shall be required to perform 
any other duties assigned in order to fulfill the objectives of the District. 
 

V. RELATIONSHIPS 
Establishes the following contacts and relationships for the purpose of coordination and 
communication: 

 
A. Internal 

1. General Manager – To receive instructions concerning the job and report 
any information essential to the accomplishment of responsibilities. 
 

2. Operations Manager – To advise on technical specifications of 
construction and maintenance; to inform on the resolution of trouble 
reports; to assist in patrolling line. 
 

3. Staking Superintendent – To advise on metering and transformation 
specifications for staking and construction and to assist in staking. 
 

4. Accounting Manager – To receive and give information regarding 
connects and disconnects, delinquent accounts and to furnish required 
reports and records. 
 

B. External 
 

1. Consumers – To solve trouble complaints and outages and to provide 
service in accordance with District policies; to promote maximum use, 
safety and satisfaction in use of electricity. 
 

2. General Public – To actively participate in civic and community affairs 
and projects in such a manner as to bring improved public relations to the 
District; to seek every opportunity to obtain understanding, acceptance and 
support for the District's plans, programs and objectives. 
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BUTLER PUBLIC POWER DISTRICT 

DAVID CITY, NEBRASKA 

POLICY NUMBER 601 

COURTESY ACKNOWLEDGEMENT GUIDELINES 

I. OBJECTIVE

A. To list the guidelines the District will follow to determine when
acknowledgements are sent by the District.

II. POLICY CONTENT

It is the responsibility of an employee's immediate supervisor/manager to notify the
Office Manager or his/her delegate when an event has occurred in an employee's life that
would qualify for something to be sent and paid for by the District. When the term
'employee' is used it shall include full-time, part-time, or retired employees or directors.

As this is considered a part of doing business the District will cover the cost of these
courtesies. The Office Manager or his/her delegate will handle the ordering and mailing
of all acknowledgements sent by the District. Cards shall be signed "Butler Public Power
District, Directors and Employees."

Other items sent by individual employee groups shall be purchased with a collection of
funds from those employees. Nothing in these guidelines shall prevent any employee
from responding to any of the above-mentioned situations on their own behalf.

III. PROVISIONS

A. Flowers or plant, a gift or memorial may be given in the event of the death of a
Director or Directors spouse; employee; employee's spouse; employee's child or
stepchild; employee's mother or father; mother or father in-law or stepparent; or
employee's sibling. (Up to $75+ tax and delivery)

B. A gift may be sent to an employee or spouse who is hospitalized for two nights or
more. A gift may also be given if an employee is staying at home because of an
illness or injury for more than five days. (Up to $45+ tax and delivery)

C. A gift may be sent to an employee on the birth or adoption of a baby (Up to $30 +
tax and delivery)

D. A flower or plant, a gift or memorial may be given in the event of the death of a
current Employee, Manager or Director of another Power District. (Up to $75 +
tax and delivery)

E. A card may be sent to an employee who has just been married.

IV. RESPONSIBILITY

Personnel Policies and Procedures 11/07/2023 601-01



BUTLER PUBLIC POWER DISTRICT 
DAVID CITY, NEBRASKA 

The Office/Human Resource Manager or her/his delegate will handle the ordering and 
mailing of all acknowledgements sent by the District. 

Dated: 
Revised: 

July 12, 2004 
May 7, 2018 
November 07, 2023 
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Attested 4 E;;::f 
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