PUBLIC WORKS DIRECTOR

General Description:
Directs and oversees all aspects of the Public Works Department to ensure service and safety to the residents of the Town of Basin. The Director shall plan, organize, implement and supervise activities related to the water system, sanitary sewer system, town streets/alleys, parks, cemetery and building and grounds maintenance. 

Supervision Received:
Works under the direction of the Mayor who gives guidance regarding Town policy and Town Council priorities.  The Public Works Director is required to exercise individual control over public works staff with little or no direct supervision. The Mayor shall review and evaluate the work of the department and Public Works Director.

Supervision Exercised:  
Has direct supervision over the Public Works staff.  This supervision includes work assignments, training activities and all related administrative duties such as receiving promotions, hiring, firing with the authorization of the Mayor and the Town Council. Reviews leave requests submitted by department heads. 

Duties, Responsibilities, and Expectations:
The following are examples of duties, responsibilities and expectations, not necessarily limited to the following and not enumerated in any particular order or priority:

Planning

· Assist in development of capital improvement plan for the long-range utilization of manpower, equipment and materials.
· Member of Public Works committee.

· 5-year capital plan

· Budget

· Revenues/Rates

· Goals and Objectives

· Ordinances

· Develops a preventive maintenance program, which includes an inspection system for safety, service and major/minor repairs to allow for the scheduling of this work.
· In collaboration with the Town Engineer, develops specifications and bid documents for a variety of public works and utility related designs, construction and maintenance projects; recommends contract awards, negotiates contract provisions and coordinates, reviews and approves contractor's performance.

· Prepares reports, analyses, and recommendations for Public Works projects.

Safety

· Ensures safety training and holds weekly staff meetings to keep crew informed of all current and new policies.

· Possesses knowledge of safety principles and practices.

· Ensure OSHA Compliance and training.

Inventory Control

· Maintains and controls stockpiles of materials and supplies necessary for public works responsibilities.

· Controls the purchasing of materials and equipment necessary for public works responsibilities.

Day-to-day Operations

· Develops a plan of work for daily utilization of manpower, equipment and materials to accomplish budgeted and emergency work. 
· Develops schedules for work required other than normal working hours including on-call schedule. 
· Trains, oversees and manages daily activities of the Department Heads and individual crew members as necessary.

· Oversees all road construction and maintenance.

· Oversees the daily operations of sewer treatment, pumping and disposal facilities.

· Oversees park system maintenance, repairs and projects.

· Oversees cemetery maintenance, repairs and projects.

· Reviews plans submitted by independent contractors with the Town Engineer.

· Oversees independent contractors performing work for the Town.

· Verifies employee time sheets and maintains attendance records for public works and other documents and detailed reports and records as necessary.

· Takes disciplinary action, up to and including termination (with approval by the Mayor and Town Council), to address performance deficiencies, in accordance with the Town's personnel policy.

· Performs annual reviews and goal setting with Public Works staff and including mid-year updates.

· Investigates and responds to complaints by the public regarding conditions of streets, water, sewer, cemetery, parks and building maintenance.

Other

· Ensures that water, street, cemetery and wastewater systems are operated in compliance with Town, State and Federal laws.

· Reviews plans and monitors developments related to public works and utility matters and evaluate their impact on the Town.

· Represents the Town with other governmental agencies on a wide variety of issues pertaining to public works and utilities.

· Works with developers and builders regarding development matters including plan review and determining infrastructure needs.

· Maintains appropriate technical knowledge through continuing self study, participation in continuing education and training programs as provided by professional organizations related to Public works and utilities operations.

· Maintains appropriate knowledge on affects of legislative changes (state and federal) as they relate to public works and utilities operations.

Physical Demands:  Variety of physical effort, lifting, stooping, climbing and visual inspection of detailed materials is required. 
Desired Minimum Qualifications:
· High School diploma or equivalent plus a minimum of 5 years of progressively responsible experience in supervision, constructions and maintenance work.

· Prior Public Works experience preferred but not required.

· Bachelors Degree in related field preferred but not required.

· Direct relevant education and experience.

· Thorough knowledge of street construction and maintenance, water and sewer system operation and maintenance, parks and grounds maintenance, and building maintenance.

· Ability to read and interpret blueprints and development plans and plats.

· Ability to effectively and accurately communicate orally and in written form, including good spelling and grammatical skills.

· Must be able to perform and/or manage multiple tasks, projects, and priorities concurrently.

· Must be efficient, a self-starter, an independent worker, a detail person, and possess good work habits.

· Ability to deal with the public at all levels.

· Variety of physical effort, lifting, stooping, climbing and visual inspection of detailed materials is required.

· Ability to travel as necessary.

Necessary Special Qualifications:
· Possession of a valid Wyoming Motor Vehicle Class A Operator’s License.

· Heavy equipment operations knowledge.

Working Hours:
All Public Works employees are required to be on call as scheduled. Flexible work schedule with some evenings and weekend responsibilities and occasional long hours.

