Town of Southwest Harbor
Director of Public Works
Job Description

General Responsibility:

Primary responsibility is to manage the Public Works Department which includes Highway, Water and Sewer.
Responsible To:

As a department head, the Director of Public Works is directly responsible to and under the supervision of the Town Manager.  

Specific Responsibilities:

1. Interviewing, selecting (with Town Manager approval), supervising and training employees.
2. Maintenance of employee evaluations and employment records.

3. Direct and coordinate the activities of the Public Works Department.

4. Establishes and maintains departmental operating policies and ensuring compliance.

5. Inspects work to ensure conformance with given engineering specifications and standards.

6. Planning and directing the construction, maintenance and safety of the Town’s infrastructure.

7. Meeting weekly with Water Operator, Sewer Superintendent and Highway Foreman and monthly with all department personnel to set goals and monitor progress.

8. Writing bid specifications and administering contracts for the purchase of materials, supplies, tool and machinery as well as the construction and maintenance of Town facilities.

9. Operation of an effective fleet maintenance program, including record keeping, preventative maintenance, and equipment replacement, etc.

10. Maintain up-to-date and accurate record keeping of all divisions.

11. Prepare and management of operating and capital improvement budgets.

12. Attend evening meetings as needed when public works issues are on the agenda. (i.e.. Board of Selectmen, Town Meeting, public hearings)

13. Comply with OSHA, DEP, Department of Labor, and all Town Polices and Ordinances.

14. Work with the public and respond to areas of concern.

15. Other duties as assigned by the Town Manager.
16. Submits an activity report to the Town Manager by the fifth of every month.

17. Serves as the Town’s representative to the Acadia Disposal District.

18. Serve as the Alternate Plumbing Inspector.

19. Participates in union negotiations.
20. Supervises the maintenance and operations of the Town’s recycling and MSW operations.

21. Appointed as the Town’s Road Commissioner.

Employees Supervised
1. The Director provides immediate supervision to the Highway Foremen, the Water Operator, and the Chief Sewer Operator and indirectly all employees of the Department.
Knowledge, Skills and Abilities:

1. Knowledge of the operation and maintenance of construction equipment and machinery.
2. Knowledge of techniques and methods of maintaining public facilities.

3. Knowledge of effective personnel practices.

4. Skill in dealing effectively and respectfully with the public and employees.

5. Ability to analyze problems and implement effective solutions.

6. Ability to complete complex tasks amid multiple responsibilities in a high pressure environment.

7. Ability to communicate effectively orally and in writing.

8. Ability to live and thrive on change.

9. Ability to delegate authority and empower subordinates without abdicating responsibility.

10. Ability to go into the field and visit job sites.

11. Visual acuity sufficient to read plans specifications and other documents.
12. Ability to write bid specifications and manage construction contracts.

13. Ability to operate computers and other technical equipment.

14. Maintenance of good relations with the general public, fellow employees and other agencies.

Physical Requirements:

1. Ability to climb ladders and to be able to visually inspect all job sites.

2. Ability to lift at least 50 pounds.

3. Visual acuity to read construction plans and specifications.

4. Hearing sufficient to monitor radio and cell phone communications.
Minimum Qualifications:

1. Bachelor’s degree or equivalent in public or business administration, construction management, engineering or other related field.
2. Possession of a valid Maine driver’s license.

3. Computer literacy and knowledge of Microsoft Office.
4. Three years of experience in a responsible supervisory position.

5. Any combination of equivalent experience or training.

I received a copy of this job description on _____________.
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