









Grade:  S-26
Job Description

Department of Public Works Manager
Definition:  Highly visible, managerial and technical position, which involves supervisory, administrative and professional tasks directing the activity of the Department of Public Works.  

Responsible for the operation, planning, organizing and administration of all functions of the Public Works Department for a community of 18,000 residents.  
Essential Functions*:  Responsible for planning and scheduling construction, repair and maintenance of town roads and related infrastructures.  Serves as an advisor and liaison in coordinating activities with other Town boards, commissions and members of the community.  Must be able to become familiar with operation of each.  Reports to Board of Selectmen.
Responsible for the preparation, approval and expenditures of a multi-million dollar budget, including water and sewer enterprise funds; oversees pursuit of funds from state and federal agencies; provides expertise to other boards/departments on public and private development projects; proactively directs town’s responses to weather and related emergencies.  Responsible for oversight of the efficient and effective use of equipment and personnel, preparation of job specifications, formulation of cost estimates, and coordinating projects.  Reviews all major engineering, design and constructions projects.  
Responsibilities include the direction of the Assistant DPW Manager and the management of 43 employees plus contractors and seasonal help, as necessary, in all aspects of public works, maintenance, and construction activities required to supply water and sewer, roads and sidewalks, building maintenance, cemeteries, parks, snow removal and trees.  Responsible for labor relations, training, staffing, and evaluations of employees.  Responsible for oversight of safe working conditions and observance of state and federal safety regulations.  
Responsible to see all Massachusetts Public Construction Procurement Laws are observed.  Negotiates vendor contracts and approves purchase orders.  Position requires knowledge of Massachusetts General Laws, State and Federal laws, as well as the Town by-laws.  

This position requires a considerable need for initiative, self-direction, the exercise of good judgment and discretion, along with excellent interviewing, hiring, supervision and evaluation skills.  

Examples of Work:  Reviews and approves legal instruments for land acquisitions, eminent domain taking, street layouts, easements, liens and betterment programs.  Approves reviews for preliminary and definitive subdivision plans and reports recommendations to the Board of Selectmen and Planning Board; assists the Planning Board through the DPW Engineering Department in various ways under the Subdivision Control Law; reviews site plans and recommends action to the Planning Board and Board of Selectmen.  Obtains and analyzes engineering advice on all phases of the Town’s sewage collection, water pumping and treatment facilities.  Prepares feasibility studies, oversees design and prepares cost estimates for water, sewer and highway projects.  Oversees preparation of easements, layout plans, betterment liens, and assessments.  Advises the Selectmen on technical aspects and status of Public Works programs and projects.  
Department of Public Works Manager (cont.)
The Manager is involved in negotiations for land acquisitions and union negotiations.  Must be experienced in overseeing union personnel and implementation of union contracts.  Must be able to exercise discipline over union employees.  The DPW Manager establishes rules and regulations with the approval of the Board of Selectmen governing water, sewer, roadways, cemeteries, trees and snow removal.  The Manager is responsible for designating qualified individuals to enforce these regulations.  

The Manager is expected to attend meetings after hours anytime it is required.  The Manager is available 24 hour/day to make decisions relative to emergency situations.  The Manager oversees the situations through qualified designated operations managers.

The Manager is expected to present to the Town Meeting all Capital Improvements necessary to operate roadways, sewer system, water system, well development and any other aspect of the DPW. The Manager must establish programs to project future Capital Expenditures to operate the DPW.

Education and Experience:  Bachelor’s degree in appropriate discipline plus five years’ related work experience (professional engineer registration desirable) or any equivalent combination of education and experience.  Strong public administration background highly desirable.   Must possess a valid Massachusetts motor vehicle operator’s license.  
Knowledge, Ability and Skill:  Requires strong time management, organizational, administrative, computer, and interpersonal skills; ability to prepare accurate financial statements, contracts, and documents; thorough knowledge of the principles and practices of Management, civil engineering and of the materials, methods and techniques of public works construction.  Particular knowledge and experience is required with relation to design construction and inspection problems commonly met in connection with municipal engineering activities.  Must have a good understanding of municipal procurement, bidding and budgetary process; ability to plan, assign, supervise, train, evaluate, discipline and deal with people appropriately and effectively. 
Must Possess ability to accomplish goals through negotiation and problem solving.  English speech, spelling and grammar skills; must have excellent interpersonal and communication skills, spoken and written; listening skills; the ability to maintain effective working relations with peers and the public; attention to detail and accuracy.  Errors in administrative decisions could result in lower standards of services, sub-standard construction of public works projects with substantial additional costs to the Town.  Errors in supervisory decisions could result in excessive costs for both construction and maintenance projects, as well as injury to self or others, damage to buildings or equipment and have legal repercussions.  
Job Environment: Work is performed under various conditions;  some in typical office conditions; other is performed outside with seasonal exposure to unpleasant working conditions, and/or maintenance functions such as loud noises, near moving mechanical parts or exposure to fumes or airborne particles.  Must be on-call during emergencies and storms. 
Physical Requirements: Normal physical effort required to perform supervisory duties in driving, standing and walking under varied weather conditions.  Frequent site walk inspections of sub-division construction work and Town construction projects is required. Facility inspections at water and sewer stations required.  Administrative duties are performed under typical office conditions.   While performing duties of this job, the employee is frequently required to sit and talk or hear, use hands to finger, handle or feel objects, tools or controls; and reach with hands and arms.  The employee is required to walk occasionally.  Specific vision abilities required by this job include close vision and the ability to adjust focus.  Other physical requirements include: occasional twisting, bending, squatting, kneeling, climbing and lifting up to 75 lbs.  
Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

___________________

*The essential functions or duties listed 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 the work is similar, related or a logical assignment to the position.

