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Board of Director’s Position Description 

Meter Reader – Paid Position 

 
The Meter Reader serves as the Association’s water meter reader and will work closely with the Billing 
Specialist and Water Monitor.  
 

• Meter Reading 
o Import updated quarterly file to meter reading tablet requires WiFI (coordinate w/Billing 

Specialist, they must send it) 
o Export quarterly file once meters are read requires WiFi – complete on the day meters 

are read so Billing Specialist can generate billing statements 
o Clear meters if needed, post notification on resident’s door noting the obstruction 
o Take pictures of obstructed meters or other issues on tablet and personal phone 
o Inform Billing Specialist of obstructed meter penalties 
o Inform Water Monitor of any non-functional/broken meters or other issues 

 

• System Management 
o Set meter reading schedule for the year, preferably as close to the end of last month of 

the quarter (March, June, September, December), give to Billing Specialist and 
Association Board 

o Charge the tablet 2-3 days before meter reading day 
o Periodically update the tablet software, coordinate with Billing Specialist and/or company 
o Record new meter information/number to send to Billing Specialist 

 
 
 
Note: This is a paid position and may require board meeting attendance without additional 
compensation.  
 
Note: The Meter Reader position is not listed in our Bylaws and can be performed by the water 
company. However, our Bylaws state in Article VI, Section 10: In addition to the foregoing officers, the 
Board of Directors may, from time to time, elect such other officers as they may see fit, with such duties 
as the Board may deem proper.  
 


