ROLE-BASED NEEDS ASSESSMENT SAMPLE

Stage 1: Determining which roles perform specific duties for the program being implemented.

Planning Section Team
Member Needing Training (Y/N)

Design Section Team
Member Needing Training

(¥/N)

Water
Conservation

Tagic

Chiaf Enginear

Off ca Support
Specialists

Uellitles Parm'tiing
Technicians

Enginaering
Technicians

Enginoers

Drafters

GIS Analyst

Engineers

Canseration

[ Looking up existing seryices for an address

Looing for a range of addresses alonga street

Identifying ackve meker seryices ina given area, or along a given skoeet, or sireels.

[ What seryices are provided?

Whatis the status of rach seryice >

A Sire of seryices ¥

[ s a meterinstalled? What is i serial nemibes?

[ 'Where s the meter bag locatec?

< = = |= [=

< === |=|=[=<|=

= |l=l=l=|=|=|=|=

Cistamce and direct oo ko water main meter is connected Lo, waler main siz & type.

Wt is bne secyice line matesial and size?

[ Herw s 0 wiaber wiell reflleeted in MAS?

Review location semarks,

[ Reyiew waber service histary.

M Bryiew deyice (nformatien

M Lookup rones [shifFl
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o Genarake resldentlal and commarcial MSS sarion orders joeveloosr oty installed fre mana, hydranis, domestlo matars
povtatibe |&tan maters, racls mad lawn matar, hackf ow prevention oevicas, §nd mater o neations |

Boing abla tobil pporopriate annual readinees o sarye foas for muleple firglines b o lecst on

D g e e mave ane reclossfy matars

Bt g abile to chirge mdbar rabnatal| fee ar ot e mise, ehorges

o Searting water billy

o Maditying aecount Information for an addregs

o Parfarmingswaps

Setting up poriable mates biling

Setting up eormeel v fee N neing & ing

Heaw ko Bandli protectug makars

Ganaroting raparts

ratarmining locations with abandonad accaunts that hivye matars that naed te be pullad

Rev Ewidg and updaling meler inyenton

Hew L iddendi®yhandle reclsimed T10 meters

Setup enaccount

Lok Up and Revlew Charg ng Information for Account Service Cales

Search and Access Active and Priar Account |nfeemation by Acct ¥ Sve Addrass, Name, Loc#

| Arcass Billing Hostory to include line ibern charges

Aooess Delalled Bills

Access Pending Bill

Access Currant and Prior Bl | mages

Areess Customer Information
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ROLE-BASED NEEDS ASSESSMENT SAMPLE

Stage 2: Correlate the data gathered from the first stage of the analysis and group together the duties to form modules that present the information required to
teach those procedures. The resulting training modules are then presented again to the client to conduct part two of the analysis. Based on the roles determined
previously, the client has to determine which modules would be required for each to be prepared to perform their duties utilizing the new system.

MODULES CALL CTR BILLING COLLECTIONS REACTIVE/PM MANAGEMENT | METER READING PLANNER/SCH | Work Order Tech | SERVICE RESPONSE HIGH BILL CONSERV/LAB

Introduction and igating CU

P ns, Account and Relatis

Locations and Services

Initiating New Services

Add Meters/Assets to Inventory

Move-Ins

Meter

Billing

Introduction to Collections Tampa

Payments

Move-Outs

Service Orders Creation/Resolution

Solid Waste Portal

Scale House Portal

Solid Waste Assets

Mobile Application

Comments, History, Tasks/lIssues, and Alerts
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ROLE-BASED NEEDS ASSESSMENT SAMPLE

Stage 3: Based on the results from Stage 2 of the analysis a Curriculum is developed.

TOPKS

PRE-REQUISITES.

Duration +1 br fo

IMI’EME

Cayerta Utilities Duendew

018 Introduction to Caventa Utll tias

D102 LIS Inguiry

Basic Comauter Skills

7 ofsessionsin

Humberof People par
Coursa

# of classes: 18 per
sawsion

3.5

337

18

Fundamentals |

0201 Perdans, Accouals ard Relationghips

U202 Locations amd Servizas

Cayenta Utilities Dverisw

3.5

165

Fundamentals ||

0301 Merts

0302 Baslc Bl Ingqulry

0303 Landlard Auts Connect AgTeREAL

0304 Documenting Carmments Call Log

Fundaments's |

33z

18

D305 Tips &nd Trleks

Payments, Cashiering

U4 Entering and Querying Paymants

04032 Reverse and Repost Current Payments

0403 Reverse and Repost Frevious Pavients

0404 Balance Transfers

0405 Managing Paymenis

Cayerta Utilities Ouerview

95

Seryice Ovders/Digpatching

0501 Service Orear Consols

D502 Codlng Serdce Orders Bramales

0503 Dlapatening/Mass Seheduling

D504 Congole - Cosingand Cancel | ng Serioe Ordes

Cayents Ulides Overvieu:

4.5

287

16

Flnandcials

DROT AR an Cvarvlaw

02 AR Ualoadn nd AR Suspenga

DA03 Managing AR Growps

Cayenis Utilites Overdew

25

116

Mmtars/Matar Raading

B701 Managng Meter Irventony

0703 Meter ieading Management

DF03 Mass Macar Exchangas

U704 Routes and Cpe' o - Roseguancing Routes

0705 Maier Tesking

Cayarta Uulivies Svarvia sy

%

CHR1

DBO1 Introduction be Collecifond

OR0d Reburaed Payments HEF

A0S Set Pay #"J'\Em.nu,

Fundamentais |

4.5

a4

e

(401 AR Homdors

0903 Craaking Arfunds

Fundpmenta’s |

Meva ins Meve puts

1001 Metv-ing

1003 Init ating New Seryices

1003 Craating Sarvica Ordar Examplas

1004 111 e Tex Codes

Fundamantals ||

Billing | (Basic)

1107 Intraduetion 1o BIling

1103 Budget B IHng

1103 Instaliment Billing

1105 Linked Matars Sotup

1106 BO0 and TS5 Surehaspes

Meva s Mave Dues

4.5

116

1207 Merve |4 f0uR Advant s Seaniriat @nd Brrory

1202 Caneel Rebill Frocessing

1203 Carreeting Rills

[ AL = ions)

1204 Handling H Lo Excant ons

1205 Entering and Adjust ng Asads

1206 Managing Your Unkilled Aecouat

Billing

4.5

116

Billling 11 {Mis callanaaus)

1301 AR Adjusiments

1302 Cyele Billing Manageneat

1203 Bankruptrios

1304 Writa offs

1305 Wirter dwerage Blling

Biling!

TOTAL

45

118

TOTAL

KRTheis Consulting



