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	Sample Job Description


This is a sample job description document.  It contains some of the duties, responsibilities and qualifications typically associated with this position, but is not intended to serve as a model or advice for specific job description content and format.  Your company should add, modify or delete as needed for your purposes.
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	Sample Job Description Continued



City Engineer
	Job Title:
	City Engineer
	FLSA Status:
	

	Department:
	
	Reports To:
	

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary

The City Engineer plans, directs, and manages the operations of the Engineering department for the City of ______________________, including new development and public improvement projects.
Essential Duties and Responsibilities

This list of duties and responsibilities is not all-inclusive and may be expanded to include other duties and responsibilities, as management may deem necessary from time to time.

1. Oversees the design and review process for private and public development projects through the preliminary design process.
2. Provides leadership and direction to employees in the Engineering department within the scope of City employment rules and standards; has overall responsibility for employment decisions including hiring, disciplinary action, performance review and termination.
3. Compiles data, makes recommendations and administers the department’s 5 year financial forecast, and 10 year Capital Improvement program.

4. Oversees wetlands protection efforts in accordance with the Federal Wetland Conservation Act.

5. Reviews and recommends solutions for all engineering related activities, conferring with other City departments and consulting engineers for resolution and implementation.

6. Administers the City’s bridge safety initiatives together with the DOT’s annual inspection program.
7. Provides and presents information to City Administrator, Mayor, City Council and other interested parties and officials regarding project proposals, associated costs and benefits and status of on-going work.

8. Administers the City MS4 Storm Water Program and MSA Street System.

9. Ensures preparation and completion of all project documentation including, but not limited to, petitions, plans, specifications, contracts, permits and required reports.

10. Manages the project assessment process.

11. Works with Administration and Finance on project financing.

12. Administers the City’s Floodplain and Shoreland Ordinances.

13. Keeps City Administrator and other city departments informed as needed, requesting action where required; recommends policies and procedures to be added or adopted by City Council.

14. Performs all other related duties as requested or assigned.

Qualifications

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Education and/or Experience

· Bachelor’s degree in Civil Engineering

· Registration in Minnesota as a Professional Engineer 

· Five years of engineering/budget experience in a municipal setting

· Two years in leadership or supervisory capacity

Other required Knowledge, Skills, and Abilities:

· Working knowledge of State statutes regarding public improvements

· Knowledge of City ordinances, policies, and procedures as they relate to public improvement initiatives

· Proven analytical skills, with ability to present technical and complex information in a user-friendly way to all interested parties

· Proven budgetary acumen

Physical Demands

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to talk or hear. The employee frequently is required to stand, walk, bend, stoop, reach, push, pull, grasp, and climb while at construction sites. The employee may occasionally lift and/or move up to 50 pounds. Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, and the ability to adjust focus.

Work Environment

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

This position has a significant amount of contact with the public.  While performing the duties of this job, the employee visits various residential and business sites, and is exposed to confines of buildings.  The employee also drives to and from the field sites and office.

	Employee Acknowledgment
	
	Date:
	

	The above statements reflect the general details necessary to describe the principle functions of the occupation described and shall not be construed as a detailed description of all the work requirements that may be inherent in the occupation.


This sample document is only an example and is based on the laws in effect at the time it was written. MRA-The Management Association, Inc. does not make any representations or warranties regarding the appropriateness or prudence of using this information for any particular individual or situation. Your company should add, delete, or modify the content of this document as needed to suit your purposes. This material is for your information only and should not be construed as legal advice. In some circumstances it may be advisable to have legal counsel review final documents prior to implementation. 
For further assistance call or visit www.mranet.org, © MRA – The Management Association, Inc. 
Wisconsin: 800.488.4845  Minnesota 888.242.1359  Northern Illinois: 800.679.7001  Iowa & Western Illinois: 888.516.6357
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