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Public Works Superintendent 
FLSA Classification
Exempt
City Pay Grade
9
Reports to
City Manager
Job Description 
Summary/Objective
To direct and manage the City of Essex Junction Public Works Department (e.g., highway, water, and sewer); to serve as a working supervisor, performing all regular duties of a job site foreman, as needed, and act as Chief Operator of Water Distribution System.
Essential Functions and Responsibilities
Reasonable accommodations may be made to enable individuals with disabilities to perform these essential functions.
· Plan, supervise, coordinate, monitor, and evaluate all Public Works operations except for wastewater, including traffic lights; maintenance and repair of City roads, parking lots, sidewalks, storm drainage systems, sewer, and water lines; winter snow/ice removal and sanding/salting operations, grounds maintenance and repair; maintenance and repair of equipment and vehicles; and similar functions.  Develop and modify services and systems in accordance with City needs and resources, as well as government regulations.
· Develop, request, and oversee the Public Works Department's operating and capital project budgets.  Process invoices for payment by the finance department.
· Exercise full supervisory authority, directly and indirectly, over up to 10 full-time employees, as well as part-time and temporary seasonal help, including interviewing, hiring, and evaluating job performance. Plan and conduct training programs and staff meetings. Confer with staff to plan and coordinate activities, assign, and review work, assist with difficult or unusual tasks, resolve problems, etc. Plan overall staffing needs and master work schedules. Supervise Public Works payroll, including overtime budget.
· Conduct annual performance evaluations and perform 6-month evaluations for all new hires.
· Carry out various key planning tasks related to Public Works, such as complying with regulations, prioritizing infrastructure repairs, designing training programs, and preparing annual work plans. 
· Oversee major road and utility construction repair projects, including monitoring any work done by engineers and contractors. Enforce Public Works specifications on all construction jobs within the public right-of-way.
· [bookmark: _Hlk129703946][bookmark: _Hlk129704052]Review and provide comments on private development applications for public works specifications and provide recommendations to the Community Development Department. Assist the Community Development Director in updating Public Works specifications; and assist the City Engineer in enforcing them.
· Confer regularly with the City Manager and other City personnel/departments to plan, coordinate, and evaluate activities/systems, exchange information, and investigate and resolve problems. 
· Deal regularly with City residents regarding questions, concerns, or complaints about Public Works.
· Develop and maintain appropriate record-keeping systems for all Public Works functions. Stay up to date on technology and oversee and troubleshoot hardware and software.
· Coordinate and collaborate with contractors and engineers regarding all traffic signals within the City.
· Write and review all vehicle specs for all Public Works vehicles and equipment.
· Keep up to date and advise the City Manager on the implications of new regulatory and technological developments in the field. Ensure compliance with all applicable local, state, and federal requirements.
· Support public works staff with technology needs as needed.
· Participate in the interview process and provide feedback for Department Head applicants and other related openings.  
· Oversee all water system operations, water meter, breaks, and regulations.  
· Oversee and coordinate special events.
· Budget oversight within the department, including proposing to the Manager the annual budget for the department, ensuring compliance with that budget, and establishing projections for revenues. 

· [bookmark: _Hlk134525890]Confers with City Manager to review department operations/activities, review/resolve problems, willingly receives advice/direction, assists the City Manager and attends department head meetings and City Council meetings as requested. 
Qualifications
· Maintain a valid Water Distribution License.
· Broad base of technical knowledge and skills related to Public Works, construction and maintenance of roads, water distribution, and sewer collection systems with a good understanding of regulatory processes and requirements.
· Strong planning, organizational, administrative, personnel, and budget management skills.
· Ability to deal effectively with a wide range of individuals/organizations, inside and outside City government, including employees, elected officials, the public, and government regulatory agencies.
· Ability to be on call 24/7 365 days a year.
· CDL and Tanker endorsement.
· Maintain a valid driver’s license with a clean driving record.
Supervisory Responsibilities
Supervise foreman, all equipment operators, and seasonal workers.
Work Environment
Performance of essential functions may require exposure to adverse environmental conditions, such as dirt, dust, pollen, odors, wetness, humidity, rain, fumes, temperature and noise extremes, machinery, vibrations, electric currents, traffic hazards, or toxic agents.  Employees will have to work in confined spaces.  Additionally, this position will work in a typical office environment 50% of the time. 
Physical Demands
Must be able to operate various machines, tools, and equipment, including a computer, calculator, telephone, motor vehicle, sprayer, mower, edger, chain saw, hand tools, carpentry tools, mechanic tools, lawn tools, etc. This position requires standing, walking, bending, kneeling, stooping, crouching, crawling, and climbing. While performing this job, the employee is also exposed to an indoor work environment.  The work environment is typically office temperature but can vary when working in outside climates.

Travel Required
 The employee will travel in City vehicles 50% of the time.
Required Education and Experience
· Basic education plus eight to ten years of relevant technical experience and 4 to 7 years of supervisory experience or a combination of education and experience from which comparable knowledge and skills are acquired.
Preferred Education and Experience
· Knowledge of highways/streets, sanitation, and water distribution in the municipal environment. 
Equal Employment Opportunity Statement 
The City of Essex Junction is an equal opportunity employer. Employment decisions are made without regard to race, color, religion, sex, national origin, age, disability, veteran status, or any other status protected by applicable federal or state law. The City is committed to administering all employment practices in accordance with these laws.

Other Duties
Please note that this job description is not designed to cover or contain a comprehensive listing of activities, duties or responsibilities that are required of the employee for this job. Duties, responsibilities, and activities may change at any time, with or without notice.
Signatures
This job description has been approved by:
 
Manager______________________________________     Date ________________
 
HR__________________________________________       Date _________________
 
The employee signature below indicates the employee's understanding of the requirements, essential functions, and duties of the position.
 
Employee______________________________________    Date__________________
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