TOWN OF SWAMPSCOTT

POSITION DESCRIPTION

JOB TITLE:
DIRECTOR OF PUBLIC WORKS/TOWN ENGINEER

General Duties and Responsibilities

Under the supervision of the Town Administrator, this position involves planning, organizing, directing, staffing and providing service delivery for the Department of Public Works.  The department includes highway, water, sewer, parks, forestry, cemetery, drainage, public buildings, public beaches, open space and engineering.  The Director/Town Engineer must be decisive, consistent, and able to properly manage a primarily unionized staff and be comfortable making difficult decisions regarding staffing and allocation of resources within the Town’s best interest.

Supervision and Reporting

The Director/Town Engineer reports directly to the Town Administrator.  He also keeps the appointed advisory Board of Public Works current with the operations of the department.  The Director shall regularly inform the Town Administrator of major ongoing projects (other than routine maintenance and repair items) and all other significant departmental business as needed.  The Director/Town Engineer is encouraged to consult regularly with the Town Administrator or his/her designee relative to personnel issues, employee safety and job related accidents and injuries, budget preparation, major equipment needs and related matters.

Primary Responsibilities

· With the Town Administrator or his/her designee, interview, select, train, evaluate and discipline departmental personnel.  Develop and oversee training programs.  Foster and promote a team environment.  Become familiar with office procedures such as billing, posting and personnel related matters.  Maintain clear and open lines of supervision and communication with personnel.

· Ensure adherence to applicable Federal, State and Town policies, procedures, rules and regulations.  

· Manage the activities of water, sewer and drainage personnel relative to water use demands, day-to-day operations of distribution and billing.  Review daily, weekly and monthly assignments.  Confer with State regulators.  Responsible for Cross Connection Control Program.  Maintain detailed records of water system and design, construction, operations and maintenance information.

· Manage the activities of Highway and Public Facilities personnel relative to road construction, maintenance and repair.  Responsible for managing installation of drainage systems, sidewalks fences and related structures.  Review designs, prepare specifications, obtain bids and recommend contractors for road construction and reconstruction and purchase of equipment and vehicles.  Conduct periodic and regular inspections to ensure quality of construction.

· Maintain and oversee departmental spending, record keeping and documentation of easements, contracts and the like to insure the authority of the town to properly and legally conduct the various operations and projects of the water and highway departments.  When questions arise relative to these matters they should promptly be brought to the attention of the Town Administrator.  

· Manage public buildings and grounds maintenance of parks, cemetery and public buildingd, ensuring timely scheduling and completion of tasks and projects on a seasonal basis.  Establish and update maintenance procedures and techniques.  Prepare specifications, obtain bids and recommend contractors for special projects.  Conduct, periodic and regular inspections to ensure quality of work.  Coordinate activities with Recreation Commission.

· Oversee the management of snow removal operations.  Establish and update procedures and techniques.  Conduct periodic and regular inspections to ensure quality work.

· Manage the Town’s vehicle and equipment maintenance program and oversee the work of the fleet maintenance supervisor in planning and developing shop procedures and vehicle maintenance programs.

· Coordinate tree work with the Tree Warden.

· Review and act upon street opening permit applications.

· Review and inspect construction plans and ongoing construction projects.  Conduct subdivision plan review and construction inspection of Planning Board approved projects.

· Prepare grant applications for Federal and State water and highway construction projects.  Administer contracts and oversee preparation of required reports and records.

· Prepare and submit, for review and approval, draft departmental budgets to the Town Administrator.  Administer funds and incur expenses and maintain required reports and records.  Prepare a five-year capital improvement plan for water and highway, updated fiscally, to be submitted to and discussed with the Town Administrator.

· Attend Board meetings and public hearings as required to present budget proposals, technical information, recommendations and reports.

· Respond to inquiries, requests and complaints from citizens, businesses, vendors, etc. Maintain good public relations and interact with Federal, State and local agencies.

· Coordinate activities with other Town Departments and outside agencies, utilities etc.

· Oversee preparation and maintenance of related inventories, reports and records.

· Participate in long and short term planning activities.

· Perform related technical and administrative responsibilities as assigned and be available “on call” as needed.

Basic Knowledge, Qualifications and Experience

Incumbent must possess a Professional Engineers License in the State of Massachusetts, a Class D-2 (minimum) water license, a Bachelors degree in Civil Engineering or related field and a minimum of five (5) years experience.  Must have a thorough knowledge of public works operations, engineering and construction standards, demonstrated supervisory, customer service and public presentation skills.

Independent Action

Incumbent establishes personnel standards of performance within the framework of policy and objectives set forth by the Town Administrator.  Establish and implement infrastructure maintenance and improvement plans within the constraints of established departmental policies and budgets.  Major capital expenditures and major policy decisions are reviewed with the Town Administrator to determine appropriate course of action.

Supervisory Responsibility

Manage 18 full time employees.  Hire and oversee the work of up to 25 private contractors for snow removal.  Hire and oversee the work of up to five private contractors for road construction and specialized services.  Hire and oversee 6 to 8 part time summer employees.

