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PUBLIC WORKS DIRECTOR JOB DESCRIPTION

General Statement of Duties
Performs managerial work in planning, organizing, and directing varied public works services including: water utility, building, facilities, grounds, and streets repair and maintenance services, and coordination of lake dredging and cleaning.


Distinguishing Features of the Class
An employee in this class plans, organizes and directs the work of employees engaged in varied municipal public works operations and services. Work involves extensive project management for the varied services including lake cleaning and dredging.  The employee provides technical advice and assistance to the Town Manager and the Council in the improvement of the varied public works and water distribution, and insures that modern, safe, effective and efficient practices are utilized by staff.  Work also includes contract management, handling citizen issues, and budget and personnel administration of the department. The employee represents the town with citizens and coordinates with the Lake Advisory Board and the Parks and Recreation Committee.  Sound judgment, initiative and courtesy is required in performance of duties. Work is performed independently and in coordination with the Town Manager.  Work involves participating in performing the technical aspects of the work of line staff.  The employee is subject to working in inside and outside environmental conditions, noise, vibration, hazards associated with maintenance work, fumes, odors, dusts, mists, gases, and oils.   Work is performed under the general direction of the Town Manager as to matters of policy, budget, long range plans, and personnel matters.   Work is reviewed through reports, conferences, acceptance of the community, and compliance with required laws and regulations.


Duties and Responsibilities

Essential Duties and Tasks
Plans, organizes and directs the activities of various service units in the department including organization structure and delegation of responsibilities; ensures coordination of activities between units and other Town departments; plans daily, supervises and coordinates work operations including building and grounds maintenance and repair, street maintenance and repair, street sign installation and maintenance, water system repair and maintenance, and landscaping.
Reports to and advises the Town Manager and officials with respect to short and long-range public works facilities, projects, and work programs; updates Town Manager on department activities to keep manager abreast of work and activities and advises on needed policy issues and project priorities.
Researches and develops recommendations for operational, system and service changes, improvements and expansion in conjunction with division supervisors and presents to the manager.

Develops and recommends goals, policies and procedures for various services and systems.

Oversees day-to-day operations and personnel functions; ensures department operates efficiently, that directed projects and work is completed, that public complaints are addressed, and that qualified personnel are hired, retained and evaluated.

Performs selection, promotion, training, coaching and disciplining of department personnel according to town policies, keeping the manager informed; confers with manager on classification and pay increases; meets with subordinate supervisors to solve more complex problems; sets priorities and deadlines; provides guidance and direction; and ensures proper training including all safety required training; takes appropriate disciplinary and dismissal actions.

Ensures the department stresses and implements active safety program to lessen the chance for accidents.

Confers with other municipal departments relative to mutual service planning and provision, problems and concerns.

Makes field inspections of public works/utilities projects to review progress and ensure completion and/or compliance with the town’s standards and specifications; performs subdivision review. 

Engages in considerable personal contact with citizens concerning service requests and complaints; investigates and decides or recommends actions; coordinates projects with other departments; attends council meetings to represent the department.

Prepares and reviews departmental long range capital improvement and expansion and annual operating budgets; monitors and approves expenditures; prepares and maintains reports and other required records.
Plans, organizes, and monitors a variety of contracted work involving building repair and maintenance, street repair and major proving projects, water line enhancements, etc.; develops specifications and contracts; coordinates with engineers, contractors, etc.
Prepares and maintains department files and reports so a clear record of departmental activities exists and meets local, state and federal requirements.
Additional Job Duties

Performs varied maintenance tasks in varied service functions as part of a two person crew on daily basis.

Performs other duties as assigned.


Recruitment and Selection Guidelines

Knowledges, Skills, and Abilities
Thorough knowledge of the principles and practices of public works and water utilities administration, planning and construction as applied to the development and construction of public works and water utilities projects.

Thorough knowledge of principles of water and sewer line distribution, and collections systems.

Thorough knowledge of related Town policies, state and federal laws and regulations regulating public services functions.

Thorough knowledge of OSHA regulations and requirements.

Thorough knowledge of the equipment and materials used in the construction, maintenance and repair of water lines.

Considerable knowledge of Town/governmental budgeting, personnel, bidding and purchasing and procurement laws and practices.

Considerable knowledge of the principles and practices, laws and regulations relating to supervised functions.

Considerable knowledge of public personnel administration principles and practices.

Considerable knowledge of modern and effective supervisory and management theories, principles and practices and skill to utilize effectively in managing a department through subordinate supervisors.

Demonstrated skills in leadership and management of a large staff.

Demonstrated skills in effective communications, motivation and coaching.

Ability to prepare complex and detailed contracts, records and reports.

Ability to maintain effective working relationships with Town officials, other public officials, employees, contractors and the general public.

Ability to perform detailed cost computations and to make recommendation to solve problems.

Ability to present ideas effectively in oral and written form and to deliver clear and concise written and oral presentations.

Ability to exercise sound judgment in solving problems and during emergency situations. 

Ability to deal tactfully and courteously with the public and government officials.

Physical Requirements
Must be able to perform the physical life functions of climbing, balancing, stooping, kneeling, crouching, crawling, reaching, standing, walking, pushing, pulling, lifting, fingering, grasping, talking, hearing and repetitive motions.

Must be able to perform medium work exerting up to 100 pounds of force occasionally; and/or up to 20 pounds of force frequently, and/or up to 20 pounds of force constantly to move objects.
Must possess visual acuity to produce and review written reports and records including mathematical calculations, to analyze data, and to read maps, schematic drawings and plans, to perform mechanical and skill trades, to operate trucks and other equipment, and to determine the accuracy, neatness and thoroughness of the work assigned.

Desirable Education and Experience

Graduation from college with a bachelor's degree in civil, electrical or environmental engineering or related field and considerable experience in a responsible position in the public works or utilities field, including some supervisory and administrative experience that provides the required knowledge, skills and abilities..

Special Requirement

Possession of a North Carolina Class "C" well-water certificate
Possession of an appropriate valid North Carolina driver's license.  
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