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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



Park Foreman
	Job Title:
	Park Foreman
	FLSA Status:
	

	Department:
	Public Works
	Reports To:
	Public Works Director

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary

The Park Foreman provides supervision and oversight for the City of ____________ its continuous efforts for year round maintenance and readiness of parks and playing fields and all associated structures.
Essential Duties and Responsibilities

1. Manages and participates in the daily operations and seasonal preparation of City parks and playing fields including trails and sidewalk maintenance, building and outdoor structure upkeep, snow removal and flood control.
2. Oversees work of full-time, part-time and seasonal staff; assigns, schedules, and monitors projects and timelines, ensuring compliance with project specifications, and all regulatory requirements.
3. Ensures safety of work crews through initial safety program training and on-going attention to safe work practices and environment.
4. Oversees timely and adequate procurement of materials and equipment needed.
5. Provides orientation, training and coaching to workers, including use of heavy equipment.
6. Coordinates with other City departments (including Street department for equipment sharing) and/or outside contractors.
7. Assists Director of Public Works in project planning, problem resolution, and recommendations for future projects, equipment acquisition and budgetary impact.
8. Responds to the public’s concerns, enlisting assistance from Public Works Director and/or other City departments as needed.
9. Develops policies and procedures for Park department.
10. Maintains place in on-call rotation; as municipal employee, maintains availability for emergency situations.
11. Performs all other related duties as requested or assigned.
Knowledge and Skill
· High School Diploma or G.E.D. and seven years in a similar position or equivalent experience and training with the City of Chaska or similar equivalent experience with a municipality.
· Valid Driver’s License.
· Experience working with labor unions and contracts.
· Demonstrated leadership skills.
· Pesticide/Fertilizer application certification.
· Possession of Boiler license is preferred.
· Playground Inspector Certified.

· Ability to safely operate light and heavy equipment and tools:
· Skid steers, excavators, dump trucks, vibrator compactors, road graders, equipment trailers, air compressors, jack hammers, forklifts, brush mowers, milling machines, air compressors, street sweepers, patrol graders, loaders, tractors, irrigation systems


· Saws, chainsaws, shovels, sledge hammers, acetylene torches, welders, drills, pumps

· Lawn mowers, weed whips, wood chipper

· Snow removal equipment including shovels, plows, blowers

· Supervision, leading and coaching of work crews.
· Addressing and resolving employee relations issues.
· Significant attention to safety standards and practices, ensuring safe and appropriate training and supervision for workers.
· Calculations for pesticide/fertilizer application.
· Meeting deadlines for parks’ special events and school district’s sports schedules.
· Professional and appropriate responsiveness when interacting with the public.
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 frequently required to sit; talk or hear; and use hands to handle, or touch objects or controls.  Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, and ability to adjust focus.

The employee is expected to use proper and safe operation of trucks and both light and heavy equipment and tools. The position requires varying and some prolonged periods of riding, standing, walking, bending, stooping, reaching, pushing,  pulling, grasping, climbing, balancing, and lifting, carrying and moving objects 50+ lbs.

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.

Working outside in all seasons with varying levels of exposure to wind, rain, snow, ice, sun, flooding. Driving to and from work sites.

	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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