TOWN OF GOSHEN

POSITION DESCRIPTION

Position Title:
Public Works Supervisor


Department:
Public Works

Supervisors Title:  First Selectman



POSITION DESCRIPTION SUMMARY:

Responsible for the hiring, supervision, training, performance evaluation and discipline of the public works employees in the safe, effective and economical 

· construction and maintenance of streets, roads, bridges, culverts, sidewalks, roadside development and related activities;

· maintenance and repair of the public works facilities; 

· maintenance, repair and proper use of the equipment and materials; 

· winter care of the roads of the Town of Goshen and related activities

· maintenance, repair or and/or care of other Town facilities as assigned.

PRIMARY RESPONSIBILITIES

Hires, trains, supervises, evaluates performance and disciplines all Public Works employees according to applicable local, State and Federal laws, regulations and policies.  Approves time cards, monitors job performance and initiates corrective action.  Completes performance evaluations for all part-time employees and recommends salary action and/or disciplinary actions.

Supervises, directs and inspects the daily activities of the employees in the safe, effective and economical

· construction of and repair and maintenance of streets, roads, bridges, culverts, sidewalks, roadside development and related activities;

· winter care of the roadways to include sanding, snow removal, tree removal and related functions;

· maintenance and repair of all public works equipment and tools;

· care of the public works facilities both interior and exterior.

Trains and supervises the employees in the use of equipment, materials and maintenance methods relating to the construction and maintenance of roads and related structures.

Evaluates road condition during winter to determine appropriate call in times for full time and seasonal employees.  Coordinates with Superintendent of Region 6 on school delays, early dismissal and closings.

Works with and coordinates with on call Engineer on road projects, roadsoft software, and long term planning.

Develops and maintains daily planning schedules for the employees and time and cost schedules as required.  
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Develops bid specifications and cost estimates for all special projects to be completed by the Public Works Department and/or outside contractors working for the Department.

Develops the Public Works Department’s annual budget and monitors expenses.  Controls costs of items within an approved budget.
Receives and processes applications for road excavation permits and driveway permits including developing and changing specifications, inspections, and supervision of contractors.

Supervises the administration of all Public Works records, documentation of projects, budgets, road maintenance, truck and equipment maintenance, road identification and related subjects.  Maintains vendor records. 

Organizes and supervises the schedule of the independent contractor working on truck and equipment maintenance.  Assures that all equipment is operational and maintains records of equipment repair and safety checks.

Purchases all parts, equipment, supplies, per Town of Goshen Purchasing Policy, verifies receipt, maintains appropriate records, assigns costs to appropriate accounts and authorizes payment of bills.  

Develops specifications for purchase of capital items such as trucks, loaders, graders, sanders and related equipment.

Receives and handles all questions and complaints directed to the Public Works Department.  Responds to emergency calls from residents, fire officials or police, verifies the extent of the problem and takes the actions necessary to correct the problem.

Responsible for maintaining a safe work environment for employees and overall safety procedures, training and OSHA compliance programs utilized by Public Works employees.  Maintains OSHA inspection programs.

Develops and directs inter-town cooperative projects and intra-Town utilization of the Public Works resources.  Develops cost estimates.  

Administers the drug testing program and maintains related records as required.

KNOWLEDGE AND SKILLS:

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed below are representative of the minimum levels of knowledge, skill, and/or ability necessary.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Knowledge of materials, methods, and techniques used in construction, maintenance of streets, roads, bridges, sidewalks, and related public works site development; ability to read and implement civil engineered drawings and blueprints; knowledge of working grades and levels and ability to shoot grades and elevations; knowledge of uses and operation of highway maintenance equipment; ability to supervise 
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construction and maintenance operations; ability to speak and write clearly and concisely; working knowledge and computer  skills  in Microsoft Office, word, excel, outlook; ability to establish and maintain effective working relationships with associates, subordinates and the public.

Ability to use a calculator and determine discounts, interest, commissions, proportions, percentages, areas, volume etc.  Ability to apply mathematical concepts and understand line item budgeting.

Ability to understand directions furnished in written oral, or diagram form.  Ability to deal with problems involving several concrete variables in standardized situations.  Judgment in the use of confidential information.  Ability to combine resources and directions for the proper completion of assigned tasks.

WORK ENVIRONMENT

The work environment characteristics described here are representative of those that an employee encounters while performing the essential functions of this job. While performing the duties of this job, the employee regularly works in outside weather conditions and regularly works inside a highway garage facility.  The employee frequently works near moving equipment and/or vehicles and is frequently exposed to vibration and high noise levels when near the equipment.  

PHYSCIAL 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.  While performing the duties of this job, the employee is regularly required to sit, stand, walk, handles small items with fingers, reach with hands and arms, talk and hear.  The employee must regularly lift and/or move up to 10 pounds, and occasionally lift or move up to 50 pounds.  Specific vision abilities required by this job include distance vision, color vision, peripheral vision and depth perception.

EXPERIENCE AND TRAINING

Not less than five years employment in highway construction and or site development of which three years must have been in a supervisory capacity or college level training in civil engineering may be substituted on the basis of one year of college for one year of work experience up to four years and one year of employment in a supervisory capacity in highway construction or site development in lieu thereof, any equivalent combination of above experience and training.  Must have a CDL Driver’s license.  In event the license is suspended, the Town may terminate employment.  Must have a current medical card.
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