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• RCAP works almost
exclusively in
communities of 10,000 or
fewer people

• Most of our work is in
communities with fewer
than 2,500 people and
often fewer than 1,000
people

Who RCAP Serves
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Training and certificate program 

for water and wastewater 

administrative professionals
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• Describe why we focused on administrative
professionals

• Identify the project team

• Explain what we are doing with this effort

• Discuss what we hope to achieve long-term

Our Agenda
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Why administrative 
professionals?
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❶ There aren’t programs specifically for this audience

Why Administrative Professionals?
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Created under EPA’s Innovative 

Water Infrastructure Workforce 

Development Program 
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❶ There aren’t programs specifically for this audience

❷ Most small community utilities only have a single 
administrative professional

Why Administrative Professionals?
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40%

34%

25%

18%

25%

29%

Up to 100

101 to 500

501 to 3,300

3,301 to 10,000

More than 10,000

ALL UTILITIES

Communities serving up to 500 people are most likely to have a 

single person performing administrative functions.

RCAP survey of utility administrative professionals, 2023
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27%

More than a quarter of utility administrative professionals have 

been on the job less than 2 years.

RCAP survey of utility administrative professionals, 2023
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❶ There aren’t programs specifically for this audience

❷ Most small community utilities only have a single
administrative professional

❸ They do A LOT

Why Administrative Professionals?



Lisa’s Story



Sherry’s Story
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❶ There aren’t programs specifically for this audience

❷ Most small community utilities only have a single
administrative professional

❸ They do A LOT

❹ They are often under-appreciated (and underpaid)

Why Administrative Professionals?
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RCAP believes that one of the most effective ways to 
enhance small utility capacity development and 
regulatory compliance is to invest in leadership and 
management training for utility administrative 
professionals

An Opportunity
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The Project Team
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What exactly are we 
doing?
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• Create a training program to develop the leadership
and management knowledge, skills, and abilities of
utility administrative professionals to improve utility
TMF capacity

• In conjunction, offer them an opportunity to earn a
certificate in utility management and leadership by
sitting for a certificate exam

The Long-Term Vision
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We could have done things the 

easy way...
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• Experts create reliable questions or tasks that measure 
specific traits, skills, or abilities

• People take the assessment under consistent 
conditions so results can be compared fairly

• Results are analyzed to provide insights about 
strengths, weaknesses, or suitability for certain roles

Psychometric Process



• Professional Testing, Inc.

• Has worked in the water 
sector before with 
Water Professionals 
International and with the 
Inter Tribal Council of 
Arizona

Our Psychometrician
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Analysis

Step 2:

Study

Guide

Step 3:

Curriculum 

& Test

Step 4:

Online 

Courses
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• Managing water and wastewater service finances

• Managing water and wastewater service functions

• Complying with regulatory agencies

• Supporting and educating governing body members

• Communicating with stakeholders

• Facilitating capital improvement projects

What Utility Administrative Professionals Do
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Remember we said administrative 

professionals do a lot?
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566

100

Actual Responses

Desired Responses
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Before the Survey 35 200
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• Epitome of “other duties as assigned”

• Chief Problem Solver

• Essential

What Utility Administrative Professionals Do
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35
Tasks Steps

200



Comprehensive Study 
Guide written as 
standard operating 
procedures
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• Gathering in Washington,
DC the week of
November 10 to write the
multiple-choice questions
for the certificate exam

Test Bank
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• Half the content will be delivered live to participants

• Half will be self-paced eLearning modules

• All will be online

24 Hours of Training Content
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Online courses will begin 

Late Summer – Early Fall 2026
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What do we hope to 
achieve?



R
C

A
P

Better compliance for small 

systems
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A recognized credential
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More recognition for these 

amazing employees
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• Supervise operations personnel and oversee the 
execution of daily tasks and ongoing projects within the 
community

• Prepare and submit EPA-mandated reports, including 
Discharge Monitoring Reports (DMRs) and Consumer 
Confidence Reports (CCR), and assist the Utility 
Director in managing correspondence with the EPA

• Monitor the largest account for current and delinquent 
payments, and serve as a liaison between these 
agencies and the utility department

One More Amazing Administrative Professional
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An expanded idea of who is a 

leader within organizations
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this is a great opportunity, and I am 

excited to learn more. I have been a 

municipal clerk for over 15 years and 

have always had responsibilities that 

specifically included water system 

compliance. I am currently serving as 

Town Clerk, and I am directly responsible 

for supervising and monitoring the 

Town’s water system. 
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Sherry Schmidt

701-220-5119

sschmidt@rcap.org

For More Information



64

Q&A Session 

Webinar slides and 
recording will be sent to 
registrants in the next 
week. 



6

Thank you!
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