Village of Union Grove
Position Description 

Director of Public Works Director 
Reports To:  Village Administrator/Village Board
FLSA Status: Exempt

Prepared By: Village of Union Grove Personnel

Approved By: Village of Union Grove Personnel

Approved Date:  3/5/2018
Summary

Under the general supervision of the Village Administrator, directs and coordinates activities of all Village public works and utility employees.
Essential Duties and Responsibilities
· Directs activities of subordinate personnel and oversees installation, maintenance, and repair of water distribution and sewage facilities, as well as streets.  Provides daily supervision, direction and control over the work performed by all public works employees.  Carries out supervisory responsibilities in accordance with the Village’s policies and applicable laws.  Assists in the maintenance of personnel records

· Responsible for the maintenance, repair and construction of all Village owned infrastructure, including streets, alleys, curb and gutters, sidewalks, bridges, street signs, storm sewers, culverts and drainage facilities, and sanitary sewers.

· Responsible for all Village buildings, structures, and all machinery, equipment and property used in providing village services

· In charge of all public services, including scheduling, snow and ice removal, street cleaning and water main flushing, and all other emergencies and supervising contract for  garbage, and refuse collection and disposal. 
· Inspects field projects to confirm conformance to specifications with the assistance of the Village Engineers.

· Evaluates new developments in materials, tools, and equipment making recommendations as needed.

· Manages the operation of the water and sewer utilities under the direction of the Water and Waste Water Committee.

· Manages the Village safety program.
· Helps prepare work schedules, receive requests for time off and recommends approval or denial to Village Administrator as appropriate 
· Assists in the evaluation of employees

· Participates in interviews and recommendations of hiring new employees for department.

· Assists in training new employees; planning, assigning, and directing work; appraising performance; addressing complaints and resolving problems.

· Assist in the preparation of budget estimates based on needs of departments.

· Work with the Village Engineer in the preparation of engineering plans and specifications, bidding, competency of contractors and vendors, and the selection criteria for public contracts.

· Work with the Village Engineer in overseeing project management for the construction of municipal public works projects to ensure contractor compliance with time and budget parameters for the contract.

Education and/or Experience/License/Certification
To perform this job successfully an individual must be able to perform each essential duty satisfactorily.  The requirements listed below are representative of the knowledge, skill and/or the ability required.

1. High School Diploma.
2. Two Year Associates Degree in engineering or related field is preferred.

3. Water and Wastewater Operator licenses required by the DNR or the ability to obtain them within a one year time frame. 
4. Valid State Commercial Drive’s License (CDL) or ability to obtain one upon hire.

5. Public works related management experience

6. Experience in managing an Activated Sludge wastewater treatment plant is preferred. 

      Necessary Knowledge, Skills and Abilities

1. Possess excellent managerial skills and the ability to communicate successfully with personnel, citizens, contractors and businessmen.

2. Requires sound management and communication skills and the ability to work independently, exercising good judgment and initiative.

3. Thorough knowledge of street construction and maintenance methods working knowledge of construction equipment and its maintenance; sufficient knowledge of construction materials.

4. Thorough knowledge of water storage and filtration facilities

5. Thorough knowledge of public works administration.

6. Possession of valid Wisconsin motor vehicle operator’s license, Water Wastewater Operator Licenses required by DNR, and valid State Commercial Driver’s License, or the ability to obtain within one year of hire.   Loss of any of these required licenses is cause for demotion or termination at the option of the Village.
7. Ability to effectively and tactfully present information and respond to questions of citizens, fellow works, and superiors.

8. Ability to set goals, plan, organize, implement, monitor, and meet deadlines independently as well as in a team setting.

9. Ability to work irregular and/ or extended hours.
10. Ability to utilize various computer equipment and programs.
11. Ability of maintain confidentiality of all Village matters.   
Tools and Equipment Used
Knowledge and use and operation of motorized vehicles, power tools and hand tools.  Skill in use of detection devices, mobile radio, telephone, and computer.

Personal computer, including but not limited to word processing, spreadsheet, date base, village vehicle, telephone, calculator, copy and fax machines
Physical 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 and talk or hear.  The employee is frequently required to stand, walk, use hands to finger, handle or feel, and reach with hands and arms.  The employee is occasionally required to stoop, kneed, bend, crouch, or crawl.  The employee must regularly lift and or move up to 50 pounds. Specific vision abilities required by this job include close vision, distance vision, peripheral vision, depth perception and ability to adjust focus.

Work Environment
The work environment characteristics described here are representative of those and employee encounters while performing the essential functions of this job.

While performing the duties of this job, the employee is regularly exposed to outside weather conditions.  The employee is frequently exposed to wet and/or humid conditions,

moving mechanical parts, high precarious places and fumes or airborne particles and toxic or caustic chemicals.  The employee is occasionally exposed to extreme cold; extreme heat; risk of electrical shock and vibration.  The noise level in the work environment is usually loud in field settings and moderately quiet in office settings.
Selection Guidelines
Formal application, rating of education and experience; oral interview and reference check; job related tests may be required.  The Village reserves the right to promote from within if qualified candidates and currently in its employ.  All applicants may be required to submit to a medical examination and drug testing prior to appointment, consistent with the requirements of the position.  Background check of local, state or federal authorities will be conducted for all applicants.
The duties listed above are intended only as illustrations of various types of work that may be performed.  The omission of specific statements or duties does not exclude them from the position if the work is similar, related or logical assignments to the postion.

The job description does not constitute an employment agreement between the employer and employee and is subject to change by the employer as the needs of the employer and requirements of the job change.
The Village of Union Grove is an Equal Opportunity Employer.  In compliance with the Americans with Disabilities Act, the Village will provide reasonable accommodations to qualified individuals with disabilities.

Salary and Benefits

Wage to be determined and approved by the Village Board
