
 CITY OF POMPANO BEACH JOB CODE 474 

 CLASS DESCRIPTION 
 

 COMPLIANCE COORDINATOR    
 

GENERAL 
Responsible work coordinating and assessing the Utilities Department Compliance activities as well 

as managing the Lean/6 Sigma process improvement and benchmarking programs.  Work is 

performed under general direction, reporting to the Compliance and Efficiency Manager.  Must 

possess intellectual curiosity and a commitment to data integrity and accuracy.  

 

EXAMPLES OF ESSENTIAL DUTIES 
The examples as listed are descriptions of essential functions and are not necessarily all inclusive. The omission of 

an essential function of work does not preclude management from assigning duties not listed herein. Assigned 

duties, which are essential function of work not listed herein, are permissible if such functions are a logical 

assignment to the position. 

 

 Assesses compliance for water/wastewater/reuse and stormwater permits  

 Monitors utility programs/activities for compliance with local, state and federal regulations 

 Coordinates with Utilities and City staff to facilitate completion of compliance activities 

 Tracks and audits compliance data and records 

 Facilitates Lean/6 Sigma process improvement teams 

 Documents and tracks all department Lean/6 Sigma team activities 

 Calculates, documents, tracks and reports department metrics 

 Calculates, documents and reports benchmarking data and strategic plan data 

 Assists with the development of department Masterplans and reports 

 Conducts compliance audits and operational performance assessments 

 Conducts data evaluations and analysis for management reports 

 Prepares grant applications and tracks grant activity 

 Performs related work as required.  

 

KNOWLEDGE, SKILLS AND ABILITIES 

 Ability to interpret regulations and permit requirements in order to assess and calculate 

compliance level. 

 Ability to maintain accurate records and prepare detailed reports.   

 Ability to demonstrate proficiency with Microsoft Office programs.    

 Ability to track and analyze data in order to provide trends and identify opportunities for 

department improvement. 

 Knowledge of utility compliance requirements, and scientific principals required.  

 Knowledge of Water Utilities Operations required. 

 Knowledge of process improvement methods required. 

 Must have the ability to facilitate teams to reach project goals. 

 Must communicate and interact with other employees and the public effectively using 

common English in both verbal and written format.   

 Ability to establish and maintain effective working relationships.  



 Ability to serve the public and fellow employees with honesty and integrity in full accord 

with the letter and spirit of all city ethics and conflicts of interest policies. A strong 

understanding of ethical behavior is required.  

 Ability to establish and maintain effective working relationships with the general public, co-

workers, city officials and members of diverse cultural and linguistic backgrounds regardless 

of race, religion, age, sex, disability or political affiliation.  

 Ability to maintain regular and punctual attendance. 

 

MINIMUM QUALIFICATIONS 
Bachelor’s degree in Mathematics, Chemistry, or other related field with 3 years’ experience 

working in performance improvement, laboratory analysis or analytics required.  At least one 

year of Compliance experience is required.  Utilities experience a plus  
 

A comparable amount of training and experience may be substituted for the minimum qualifications.  

 

PHYSICAL REQUIREMENTS 
Must have the use of sensory skills in order to effectively communicate and interact with other 

employees and the public through the use of the telephone, computer and personal contact as 

normally defined by the ability to see, read, talk, hear, handle or feel objects and controls. Must 

follow safety procedures and promote a safe working environment. Physical capability to 

effectively use and operate various items of office related equipment, such as, but not limited to a, 

personal computer, calculator, copier, and fax machine. Significant standing, walking, moving, 

climbing, carrying, bending, kneeling, crawling, reaching, and handling, pushing, and pulling.   

 

SPECIAL REQUIREMENTS 
Incumbent will be required to work extended hours during and after hurricanes or other disasters.  

Must obtain a Lean/6 Sigma Greenbelt certification within one year of hire date.   
 

Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. 
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