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HARTSELLE UTILITIES 
JOB DESCRIPTION 

 
 
 
Job Title: Meter Reader 

 
Department: Customer Service 

 
FLSA: Non-exempt Pay Range (hourly):  $14.44 - $25.20 

Safety Sensitive:  Yes 
Security Sensitive:   No 

 
 
Job Description Prepared: May 2020 

 
Note: Statements included in this description are intended to reflect in general the duties and 

responsibilities of this job and are not to be interpreted as being all-inclusive. The 
employee may be assigned other duties that are not specifically included. 

 
 

Relationships 
 

Reports to: 
 
 
Subordinate Staff: 

Serviceperson/Team Leader 
 
 
None 

 

Other Internal Contacts: Customer Service Department Employees 

External Contacts: HU Customers; General Public 

 
Job Summary 

 

Under the supervision of the Serviceperson/Team Leader, the employee is responsible 
for reading gas, electric, and water meters to record usage by residential, commercial and 
industrial customers. The employee drives a vehicle and walks the established routes, 
manually enters meter reading into a handheld device, and uploads readings into the 
computerized system. The employee prints reports to verify any usage anomalies. This 
job is considered safety sensitive and is subject to pre-employment background check and 
random drug screens. 
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Essential Functions 
 

ESSENTIAL FUNCTIONS: The following list was developed through a job analysis; 
however, it is not exhaustive and other duties may be required and assigned. A person 
with a disability which is covered by the ADA must be able to perform the essential 
functions of the job unaided or with the assistance of a reasonable accommodation. 

 
ESSENTIAL FUNCTION: Meter Reading and Operations. The employee performs 
duties related to reading electric, water, and natural gas meters. 

 
1. Reads electric, natural gas, and water consumption meters used by 

residential, commercial and industrial customers. 
2. Walks or drives vehicle through established routes and enters readings of 

meter dials. 
3. Records meter data utilizing a portable computerized meter reading device. 
4. Adheres to established routes to ensure that all meters are read and reading 

recorded to ensure that all work is completed according to established 
deadlines. 

5. Checks for meter reading errors; performs corrections, if necessary; 
documents any inconsistencies or irregularities. 

6. Performs billing activities to include submitting or uploading meter readings 
to the computer to generate customer bills. 

7. Re-verifies readings to confirm excessively high or low meter consumptions 
as required. 

8. Cleans water meter boxes; reports problems or defects to supervisor. 
9. Recommends replacement of old or damaged meters, meter boxes and lids. 
10. Reports customer complaints, problems, and unauthorized connections to 

supervisor. 
11. Inspects work truck for maintenance issues and to ensure truck is operable. 
12. Conducts periodic inventory of assigned truck, parts and supplies. 
13. Communicates via telephone and/or two-way radio; provides information; 

takes and relays messages; responds to requests for information. 
14. Prints and receives various reports, or other documentation 

 
NON-ESSENTIAL FUNCTIONS: 

 
1. May train to serve as back-up to the Serviceperson/Team Leader. 
2. May perform water turn-ons and cut-offs. 
3. Performs other job-related duties as assigned. 
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Knowledge, Skills and Abilities 
(* Can be acquired on the job) 

 
1. *Knowledge of Hartselle Utilities rules, regulations, policies and procedures. 
2. *Knowledge of Hartselle Utilities service area. 
3. Knowledge of safety rules including accident causation and prevention. 
4. Knowledge of domestic animals to ensure safety. 
5. Reading skills to comprehend and interpret gauges, operator manuals, 

directives, procedures and instructions. 
6. Verbal skills to communicate effectively with supervisor, co-workers, 

customers and general public. 
7. Writing skills to clearly and neatly complete routine forms and records. 
8. Math skills to perform basic calculations. 
9. Ability to communicate orally with customers and co-workers to ensure task 

are completed accurately. 
10. Ability to read maps and meters accurately. 
11. Ability to establish and maintain effective working relationships with other 

employees and the general public. 
12. Ability to work independently, with minimal supervision. 
13. Ability to organize and multi-task. 
14. Ability to use hand tools. 
15. Ability to use computers and hand-held devices. 
16. Ability to handle stressful situations and irate customers. 
17. Ability to wear personal protective equipment (PPE) as required. 
18. Ability to understand and follow both written and oral instructions. 
19. Ability to work in harsh weather or environmental conditions. 
20. Ability to drive. 

 
 

Minimum Qualifications 
 

1. Possess a high school diploma or GED. 
2. Previous work experience as meter reader or route experience is 

preferred. 
3. Possess a current and valid driver’s license and must be insurable. 
4. Ability to successfully complete Operator Qualification Training (OQT) 

modules and associated field evaluations applicable to this position. 
5. Completion of CPR/First Aid training acceptable to HU. 
6. Ability to travel as needed for work or training. 
7. Ability to work nonstandard work hours as required. 
8. Ability to pass a pre-employment background check and random drug 

screenings. 
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Physical Demands 
 

The work requires some physical exertion such as long periods of standing; walking over 
rough, uneven, or rocky surfaces; recurring bending, crouching, stooping, stretching, 
reaching or similar activities; recurring lifting moderately heavy items. 

 
 

Work Environment 
 

The work environment involves slight risks with exposure to unusual environmental stress 
which requires a range of safety and other precautions, e.g., working under extreme 
weather conditions, subject to physical attack by canines, or similar situations where 
conditions cannot be controlled. 
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