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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



Public Works Director
	Job Title:
	Public Works Director
	FLSA Status:
	

	Department:
	Public Works
	Reports To:
	City Administrator

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary

The Public Works Director provides overall management of Public Works (roadways, parks, vehicle maintenance, Golf Course maintenance, and storm sewer system) for the City of ___________________, ensuring leadership for current and future operations in planning and execution of department goals, and supervision of employees.
Essential Duties and Responsibilities

1. Directs the daily operation of the Public Works department, making and monitoring project assignments, ensuring compliance with all regulatory requirements, activities and reporting needs.
2. Provides leadership of employees within the department, including direction to supervisory staff within the scope of City employment rules and standards, pertinent labor agreements and safety program. Has overall responsibility for employment decisions including hiring, disciplinary action, performance review and termination.

3. Compiles data, makes recommendations and administers the department’s annual budget, 5 year financial forecast, 10 year Capital Improvement program; monitors purchasing of supplies, materials, and vehicle and equipment fleet for timeliness and cost efficiency.

4. Plans and oversees the installation of, and/or improvements made to, all public access roads and streets.

5. Manages installation and maintenance of all City owned parks, trails and other green spaces (including city-owned cemetery and City-owned Golf Courses).

6. Manages and maintains the City’s levee and storm sewer systems, ensuring infrastructure continues to meet state requirements and provide safety and protection for the community and its residents.

7. Oversees maintenance and insurance tracking of municipal buildings.  Also oversees all City-vehicle maintenance and insurance tracking activities through our centralized mechanics division.

8. Establishes and maintains a long-term capital improvement program, considering future needs of the City and its consumers, and long-range sustainability of those improvements.

9. Responds to residential and commercial customer concerns and provides information to the public.

10. Oversees special on-going programs (i.e. contract for grounds keeping for the school district, new development sidewalk inspections, investigation and resolution of code violations, and election equipment and location preparation.

11. Keeps City Administrator and other city departments informed as needed, requesting action where required.

12. Works with other City departments as needed to provide Public Works Department input and recommendations, work crews or other personnel, and equipment; maintains flexibility for on-call status during emergency situations.

Knowledge and Skill
· Associate’s or Bachelor’s degree in Public Works administration, with eight years of experience in similar municipal setting, including five years of supervisory experience or equivalent combination of education and experience; or

· High School Diploma or G.E.D. with 10 years of progressively responsible Public Works experience in various areas, including five years of supervisory experience.

· Valid Driver’s License (Class A).

· Experience working with labor unions and contracts.

· Financial budgeting and monitoring experience.

· Proven leadership experience and skills.
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.  The employee is regularly required to stand and walk.  On occasion the incumbent may be required to stoop, bend or reach above the shoulders.  The employee must occasionally lift up to 25 pounds.  Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, and ability to adjust focus. Occasional field work or on-site monitoring requiring vehicle or other equipment usage.
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.

Office Environment.  Occasional/emergency situations requiring exposure to all weather conditions including rain, snow, sun, ice, flooding.  Occasional/emergency situations requiring work during non-standard work hours.
	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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