
Town of New Ipswich
  Position Title:
Director of Public Works
Statement of Duties
Position is responsible for directing, planning, and coordinating the operations of the Public Works Departments, including the Highway, Buildings. Cemeteries, Grounds and Park Maintenance, and the Recycling & Solid Waste Divisions.
Supervision
The Director works under the administrative direction of the Town Administrator. Employee manages the operations of a major town department, performing highly responsible professional and administrative functions. Employee develops and follows professional public works principles and practices, potential departmental policies and procedures, federal, state and local laws, rules, and regulations, and is directly accountable for department actions. Employee seeks advice and counsel of the Town Administrator on matters that the employee does not have the authority to resolve. The employee develops departmental policies, goals, objectives and budgets, within guidelines provided by the Town Administrator and Board of Selectmen, state and federal regulations, public works standards and local ordinances. Employee has access to confidential personnel files and lawsuits.
The Director is responsible for department level supervision for eight (5) full time employees, one (3) part time employee. Most employees are based at the Town Garage or Recycling Center and are dispatched to various locations throughout the town to perform duties. Director recommends hiring and firing of employees to the Town Administrator and Board of Selectmen and is responsible for the discipline and evaluation of employees. The nature and level of the work fluctuates due to seasonal changes, emergency responses, storms, and the annual budget cycle. Much of the workload can be planned for; some cannot, such as weather-related emergencies. Employee is required to work outside of normal business hours and/or at night and /or on weekends as necessary in response to emergencies.
Job Environment
Responsibilities of the Director require the use of extensive judgment and ingenuity to perform the required public works functions within guidelines that include departmental rules and regulations, state law, and town by-laws. The Director is responsible for interpreting these guidelines to others, in determining their application to specific departmental incidents and situations, and in developing operational responses. The Director requires the use of many different principles, techniques and practices common to public works functions; as well as the application of  a variety of management principles and practices that govern public works operations, including supervision and deployment of personnel, and budget controls. Work is complex, especially in the development of programs necessary to properly serve the public.
Errors may result in adverse public relations, personal injury, monetary loss, and injury to other employees, damage to buildings or equipment, or legal repercussions. The Director is responsible to ensure the highest affordable quality of public works services. Decisions, improperly made or executed, may have serious consequences.
Employee has frequent contact with the public to respond to inquiries, requests, or complaints from citizens. Other contacts are with town officials, other town departments, local, state, and federal agencies, utility companies, local businesses, various groups and organizations, and private contractors performing various projects for the Town. Contact is important to provide direction, resolve problems,’ educate, respond to emergencies, procure goods and services, enforce regulations, provide public safety, set policy, document activities, and set standards. Contacts occur via e-mail, in writing, in person, and on the telephone.
Position Functions
The functions or duties listed below are intended only as illustration of the various types of •work that may be performed. The omission of specific statements of duties does not exclude them from the position if work is similar, related, or a logical extension of; the position.
Essential Functions
1. Establishes internal operational policies and procedures based on specific needs of the
town; consults with the Town Administrator on major policy issues; continually
evaluates departmental effectiveness and makes appropriate policy changes
recommendations to improve operations; develops new department programs, goals,
and priorities.
2. Plans, recommends and administers both short and long-term construction and
maintenance projects; determines appropriate materials, equipment, and labor force
required, and plans most effective procedures to accomplishing projects. 
3. Reviews construction and maintenance projects in progress by on-site inspections,
review of reports and cost accounting records, and discussions with division heads
and outside contractors. Must inspect completed projects for effectiveness, adherence
to budget, and results.
3. Oversees, plans and prepares annual budget for all operating costs, equipment
purchases, and construction and maintenance projects for cemetery, highway, and
solid waste divisions; determines and evaluates cost of contracting out work versus
developing and using in-house capabilities and purchasing equipment.
4. Directs and performs department purchasing; develops technical specifications for
bids and awards bid to selected contractors or suppliers, according to the Town's
Procurement Policy (after consultation with Town Administrator/Board of Selectmen).
5. Seeks and applies for outside funding resources, such as grants.
6. Serves as spokesperson for the Public Works Department with other town departments, 
utility companies, building contractors, and residents; prepares news releases; 
represents department at hearings.
7. Coordinates public works activities with other departments.
8. Performs other similar duties inherent of the position of DPW Director.
9. Explores the purchase of new and surplus equipment.
10. All department heads are responsible for managing their departments efficiently and
responsibly in a cost effective manner, which includes ongoing reviews and
recommendations for cost avoidance procedures and projects. Performance on this
objective will be included as part of the department heads' performance evaluation.
Recommended Minimum Qualifications Physical and Mental Requirements
Director works in a combination of office, public works garage, and field conditions, is exposed to outdoor weather conditions, extremes of heat and cold, mechanical equipment traffic, biohazards, confined spaces, dangerous or hostile situations, and hazardous construction sites. Employees is required to sit, talk, listen and use hands; and stand, walk, climb, balance, reach with hands and arm, and stoop, and kneel. Employee frequently lifts up to 30 Ibs. occasionally lifts up to 100 Ibs. Normal or corrected vision is required. Equipment operated includes trucks in excess of 26,001 Ibs., light trucks, automobile, heavy equipment, light equipment, pneumatic tools, power tools, hand tools, office machines, and computers.
Education and Experience
A Bachelor's Degree in Civil Engineering or a related field is desirable;  seven to ten (7-10) years of progressively responsible experience in one or more of the areas of municipal public works operations including highway, construction and facility/grounds maintenance, and/or sanitary landfill operations; or and equivalent combination of education and experience.
Special Requirements
A candidate for this position should have a valid commercial driver's license (CDL) with air brake endorsement.  Incident Command Training will be required.
Knowledge, Skills and Abilities
A candidate for this position should have knowledge of the following:
· Methods, materials, tools, and equipment utilized in construction, maintenance, and
repair of streets, sidewalks, curbs, drains and related structures
· Engineering principles related to highway and drain construction
· State, Federal, and local ordinances and regulations concerning street and drain
requirements, water quality and pressure, landfill operations, pesticide application,
zoning, and personnel laws and by-laws
· Building operations and maintenance.
· Budget preparation and adherence to budgets.
Skill in:
· The operation of heavy equipment. Must hold a current CDL.
· Road-building and maintenance techniques, including roadway materials, asphalt and
chip seals, geotextiles. gravel roads, and drainage
· Plan reading
· Communication, both orally and in writing
· Planning, coordinating, and supervising the work of others
· Organizing, directing, and coordinating the activities of a municipal public works
organization
And the ability to:
· Plan, schedule, and coordinate a variety of work programs occurring concurrently
· Read and interpret engineering plans, specifications, estimates, and plan jobs, and
prepare reports
· Resolve issues of public concern, interact with disgruntled citizens in a tactful manner
· Meet and deal effectively with other departments, other governmental agencies, and
the general public
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