
EL PASO ELECTRIC COMPANY 
 
 JOB DESCRIPTION 
 
TITLE: Scheduler – Real Time CLASSIFICATION  GRADE  
  NUMBER: 022888 LEVEL: 08 
    
 
DEPARTMENT:   Energy Analysis DIVISION: System 

Operations & 
Planning 

LOCATION: System 
Operations 
 

                                                                                                                                         
 

 
  
REPORTS TO: Supervisor - APPROVAL: DATE:   08/09 

Energy Analysis 

JOB PURPOSE: 
 
Under the general supervision of the Energy Analysis Supervisor, is responsible for processing Real Time 
Electronic tags (ETags), coordinating and implementing real time energy and transmission schedules, 
loading schedules to the Scheduling System, balancing system interchange, monitoring and reporting 
contingency reserves via the SRSG reserve sharing system, monitoring EPE’s OASIS and reviewing 
short term transmission requests (weekly, daily, hourly), assists the Generation System Controller with 
duties related to system interchange and scheduling, follows and ensures compliance with WECC 
Business Practices, maintains reliability compliance with WECC and NERC. 
 
EDUCATION AND/OR SPECIAL TRAINING: 
 
1. Bachelor’s Degree from a recognized college or university in Engineering, Business Administration, 

Accounting or related field; or an equivalent combination of related training and experience. 
 
EXPERIENCE AND MINIMUM REQUIREMENTS: 
 
1. Three (3) years experience with a utility company in energy or transmission scheduling or dispatch 

and related System Operations functions.  
2. Knowledge of power system operations, WECC, NERC and FERC mandated industry practices, 

interchange scheduling, and contract and tariff administration.    
3. Understanding of the regulatory process and issues affecting control areas and transmission 

providers. 
4. Ability to operate personal computer, EMS and various software applications used in the scheduling 

and balancing of energy and transmission. 
5. Ability to make presentations and teach new developments of the electric utility field to System 

Controllers and others. 
6. Possesses and applies a broad knowledge of energy flows, interchange, accounting practices, data 

analysis, and research techniques 
7. Ability to communicate effectively, both orally and in writing. 
8. Ability to establish and maintain good working relationships with officers, managers, supervisors, 

fellow employees, representative of the agencies, outside consultants and the public. 
9. Ability to maintain a strong sense of propriety concerning confidential matters and follow established 

codes of conduct. 
11. Available to work shift hours, and travel frequently as required. 
12. Must work towards obtaining a NERC Certification 
 
ESSENTIAL JOB FUNCTIONS: 
 
The following essential job functions are accomplished by utilizing personal computer, calculator, 
telephone, facsimile machine, photocopy machine, and other related equipment. 
 
1. Performs real time energy scheduling through verification and coordination of ETags and system 

resource schedules prepared by the company's marketing department. 
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2. Performs real time review and approvals of transmission reservations made through OASIS.  
3. Cross references Etag transmission profiles to OASIS transaction to ensure transmission usage by 

customers agrees to transmission sales terms. 
4. Reconciles and loads schedules to the real time Scheduling System.  
5. Assists in the development and implementation of accounting methods to properly confirm and 

record each transaction with regard to control area, contract compliance and billing requirements. 
 6. Monitors daily interchange, tie line meters and inadvertent interchange, checking for accuracy of 

data, and efficiency of overall system operations.   
 7. Resolves interchange scheduling disputes with utilities and power marketing entities. 
 8. Communicates with outside System Controllers, Schedulers, and parties to transactions to balance 

all schedules. 
 9. Ensures compliance with transmission sales contracts and terms,  
10. Posts transmission rates, capacities and curtailment data on the OASIS. 
11. Assists with training of System Controllers, Schedulers and others on work related areas. 
12.  Complies with all applicable Company policies, procedures and code of ethics as well    applicable 

governmental laws and regulations to include employment, safety and environmental standards and 
regulations.   

  
OTHER JOB FUNCTIONS: 
 
1. Performs other related tasks that are not included, but are within the context of duties defined. 
 
ENVIRONMENTAL DEMANDS: 
 
1. The incumbents in this classification are not substantially exposed to adverse environmental 

conditions; primary work environment is typically of an office or administrative nature. 
 
PHYSICAL DEMANDS: 
 
1. Sedentary work: Exerting up to 10 pounds of force occasionally, and/or a negligible amount of force 

frequently, or constantly to lift, carry, push, pull or otherwise move objects. 
2. Fingering: Picking, pinching, typing or otherwise working, primarily with fingers rather than with the 

whole hand or arm as in handling. 
3. Talking: Expressing or exchanging ideas by means of the spoken word; those activities in which 

detailed or important spoken instructions must be conveyed to other workers accurately, loudly or 
quickly. 

4. Hearing: Ability to receive detailed information through oral communication, and to make fine 
discriminations in sound, such as when making fine adjustments on machined parts. 

5. Repetitive motions: Substantial movements (motions) of the wrists, hands, and/or fingers. 
6. Visual acuity: Color, depth perception and field of vision to include measurement devices for close 

inspection and analysis. 
 
REVIEWED BY: 
EMPLOYEE RELATIONS REPRESENTATIVE__________________________________________ 
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ATTRIBUTES: 
 
1. Ability to communicate well. 
2. Ability to handle multiple tasks. 
3. Ability to handle accounting and/or engineering skills. 
4. Ability to perform under the stress of meeting demanding deadlines. 
 

 


