Job Description 

Date                                             
Job Title Public Works Director
Employer       
Contact Person       
Contact Number      
Work Hours per Day        Days per Week              
Percent of Time Spent:







Comments

	
Sitting:

60%
	     

	
Standing:
20%
	     

	
Walking:
20%
	     


For the following: Never 0% of time; Occasionally 1% – 33% of time; Frequently 34% - 66% of time; Continuously 67% - 100% of time

While working, the employee must:
	
	
	Frequency
	Comments

	A.
	Hand/Wrist Work
	
	Writing, typing, driving

	B.
	Grasping
	
	Pen/pencil/calculator, pc mouse, telephone, during operation of vehicle.

	C.
	Pushing/Pulling
	
	File drawers. Wheeled desk chair. Vehicle doors.

	D.
	Fine Manipulation
	
	Keying and mousing

	E.
	Reaching
	
	For telephone, paperwork, keyboarding, driving to and from work sites. 

	F.
	Bend
	
	To enter bottom file cabinet drawers or to pick up dropped items.

	G.
	Kneel
	
	     

	H.
	Squat
	
	     

	I.
	Climb
	
	Entering/exiting city vehicle.

	J.
	Lift 01-10 lbs
	
	Cell phone, telephone handset, clipboard, files and documents.

	
	Lift 11‑20 lbs
	
	Very rare. Not daily. May be required to partially lift and turn a fire extinguisher in the holder or rack to observe expiration date. 

	
	Lift 21‑50 lbs
	
	     

	
	Lift 51-70 lbs
	
	     


General Description of the Job:

Public works director for a city municipality. Oversees source water system, wastewater treatment plant, and facilities maintenance and planning.
Essential Functions of the Job:
Supervises, directs, administers and evaluates public work employees as required. Reviews and follows all city policies and provides updated recommendations as required. Reviews annual city budget, prepares written report on spent/unspent funds. Prepares written public works aspect of city's capital improvement plan. Prepares for next fiscal year's city budget and provides written report to city clerk. Prepares bids for equipment repair and new equipment and facilities purchases. Administers and monitors vehicle fuel logs. Monitors purchasing of supplies and tracks purchase orders. Prepares monthly underground utility location reimbursement requests. Monitors, tracks, and logs commercial garbage generation for billing adjustments. Monitors, tracks and reports on authorized an unauthorized building permit activity within the city. Administers flood plain applications and works with county disaster and emergency services bureau (pre-disaster mitigation plans, emergency operations plan). Attends meetings of the local emergency planning committee, takes notes and provides written reports back to city council. 
Prepares and implements safety and technical training schedule for public works employees. Monitors the source water system, logs and archives data. Reviews and maintains source water testing analysis and reporting for federal and state quality compliance. Works with wastewater treatment plant operator to review and maintain wastewater testing analysis and reporting for federal and state quality compliance. Ensures proper maintenance and janitorial services are being performed as required. Maintains and updates written equipment inventory of interior and exterior sheds. Inspects and provides a written checklist for City Hall room rentals. 

Types of Machines, Tools, Special Equipment:

Telephone, cell phone, calculator, clipboard, computer. 
Vehicles or Moving Equipment Operated:

City vehicle
