Wilbraham, Massachusetts


Position Title:
Director of Public Works/Town Engineer
Statement of Duties
Position is responsible for the administration, professional Civil Engineering work and the direction of all public works functions in accordance with policies and directives from the Board of Selectmen, Town Administrator, and Board of Water Commissioners. Position also serves as the Town Engineer.

Supervision

Employee works under the administrative direction of the Town Administrator. Employee manages the operations of a major town department, performing highly responsible professional and administrative functions.  Employee develops and follows professional public works principles and practices, departmental policies and procedures, federal, state and local laws, rules, and regulations, and is directly accountable for department actions.  Employee seeks advice and counsel of the Town Administrator and Town Council on matters that the employee does not have the authority to resolve.  The employee develops departmental policies, goals, objectives and budgets, consistent with statutory requirements, state and federal regulations, public works standards and Town Bylaws.  Employee has access to confidential personnel files, collective bargaining negotiations, lawsuits, and criminal investigations and records.

Employee is responsible for the supervision of twenty-nine (29) full time employees, up to four (4) part time employees, and up to four (4) seasonal employees.  Most employees are based at the same location as the supervisor, but are dispatched to various locations throughout the town to perform duties.  Employee recommends hiring and firing of employees to the Board of Selectmen, and is responsible for the discipline and evaluation of employees.  The nature of the work fluctuates due to seasonal changes, emergency responses, storms, and the annual budget cycle.  Some increases in workload can be planned for in advance, others cannot, such as weather-related emergencies. Employee is on call 24 hours a day and is required to work outside normal business hours several nights per week, along with work on weekends, as necessary.  

Job Environment

Position responsibilities require the use of extensive judgment and ingenuity to perform the required public works functions within the limits of guidelines that include departmental rules and regulations, state law, and town by-laws.  The position is responsible for interpreting these guidelines to others, in determining their application to specific departmental incidents and situations, and in developing operational responses.  The position requires the use of many different principles, techniques and practices common to public works functions; as well as the application of a variety of management principles and practices that govern the supervision and deployment of personnel, financial management, construction, engineering, grounds maintenance, and water and wastewater operations; and is considerably complex, especially in the development of program activities necessary to properly service the public. 
Errors can result in personal injury, monetary loss, injury to other employees, damage to buildings or equipment, or legal repercussions.  The position’s responsibility is to ensure that the highest affordable quality of public works services are provided, and if improperly made, may require decisions that can have catastrophic consequences. 

Employee has constant contact with the public to respond to inquiries, requests, or complaints from citizens.  Other contacts are with town officials, other town departments, local, state, and federal agencies, utility companies, local businesses, various groups and organizations, and private contractors performing various projects for the department.  The purpose for contact is to provide direction, resolve problems, educate, respond to emergencies, procure goods and services, enforce regulations, provide public safety, set policy, document activities, and set standards.  Contacts occur via e-mail, in writing, in person, and on the telephone. 

Position Functions

The essential functions or duties listed below are intended only as illustration of the various types of work that may be performed.  The omission of specific statements of duties does not exclude them from the position if work is similar, related, or a logical assignment to, or extension of, the position.

 Essential Functions

1. Directs and controls the implementation of plans and programs for the DPW divisions which include, Engineering, Board of Health(Title V enforcement), Highway, Wastewater, Water, and Solid Waste, and Landfill; duties also include functioning as Town Engineer. 

2. Prepares, documents, and makes presentations for both short and long range plans; participates as a department head in various board or committee meetings; serves on committees when appointed; prepares and submits proposed annual budgets, and administers as approved; responsible for the preparation of various annual reports required by law for different departments. 

3. Negotiatiates contracts with municipal and state authorities regarding the provision of water, sewer, and solid waste services.

4. Plans and directs the civil engineering and public works activities, including surveys, feasibility studies, design and layout, construction and maintenance; provides civil engineering advice and assistance to other town departments. 

5. Ensures the proper maintenance of equipment; ensures the proper control and administration of departmental fiscal and administrative records; prepares bid packages for outside contractors, recommends bid awards, and participates in negotiations with contractors and consultants. 

6. Develops and maintains an effective liaison with a wide range of public, town, state and/or federal officials; pursues state and federal programs for financial aid; consults officials on matters regarding major maintenance or problems, operation and/or expansion of buildings or facilities; resolve complaints from the public. 

7. Responsible for state permitting of DPW facilities including such as; solid waste site, water facilities, waste water facilities; ensures compliance for all state permitted facilities; required to have appropriate licenses to operate facilities and perform duties as directed by state. 

8. Directs and supervises, personally or through subordinate supervisors, all department activities and employees; develops and assigns responsibility and authority as well as the scope of duties; ensures training of personnel including training necessitated by regulations such as; confined space regulations, backflow testing, leak detection, drug and alcohol, CDL, corrosion control, right to know. 

9. Hires, trains, instructs, assigns and checks the work of subordinates as to organization policy and procedures, methods and practices, standards of performance, and other matters affecting their work; detects substandard work and takes corrective action within the limits of established policy; evaluates performance and makes effective recommendations to Town Administrator; maintains good employee relations and discipline. 

10. Performs other similar duties inherent of the position of DPW Director. 

Recommended Minimum Qualifications

     Physical and Mental Requirements

Employee works in a moderately loud office environment and out in the field.  Employee is exposed to outdoor weather conditions, toxic or caustic chemicals, fumes and airborne particles, near moving mechanical parts, risk of electric shock, traffic, biohazards, confined spaces, insect bites, dangerous or hostile situations, and hazardous construction sites up to 1/3rd of the time.  Employee is required to sit, talk, listen and use hands more than 2/3rd of the time; and stand, walk, climb, balance, and reach with hands and arms up to 2/3rd of the time; and stoop, kneel, crouch, or crawl up to 1/3rd of the time.  Employee frequently lifts up to 30 lbs., occasionally lifts up to 100 lbs., and seldom lifts more than 100 lbs.  Normal vision is required.  Equipment operated includes light trucks, automobile, hearvy equipment, light equipment, medical equipment, power tools, hand tools, office machines, and computers.

     Education and Experience

A candidate for this position should have a Master’s Degree in Civil Engineering or related field, with ten (10) years of responsible public works experience, and five (5) years of construction experience. 

     Special Requirements

A candidate for this position should be registered by the state as a Professional Engineer, and have a valid Massachusetts driver’s license. 

     Knowledge, Skills and Abilities

A candidate for this position should have knowledge of:

· Methods, materials, tools, and equipment utilized in public works services and in the operation of public works facilities

· Modern principles and practices applied in the development and management of organizations required for planning and executing comprehensive municipal public works programs

· Modern principles and practices of engineering as applied to planning, design, construction and maintenance of municipal streets, sewers, water, drains, motor vehicle repair and maintenance, and other public works facilities

· Water modeling and monitoring systems

· Federal and state statutes and regulations affecting public works functions

· GIS and autocad applications

Skill in:

· Organizing, directing, and coordinating the activities of a municipal public works organization

· Developing long‑term plans and programs, and in making decisions on matters of major policy and on complex technical and administrative problems

· Employee supervision, coaching, motivation, and discipline

· Operation of computer office software

And the ability to:

· Review plans for compliance

· Resolve issues of public concern, interact with disgruntled citizens in a tactful manner

· Meet and deal effectively with other departments, other governmental agencies, and the general public 
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