CITY OF GRANTVILLE

PUBLIC WORKS DEPARTMENT

PUBLIC WORKS SUPERVISOR

GENERAL STATEMENT OF DUTIES

Performs a variety of supervisory, administrative, skilled, technical and maintenance work in the planning, construction, operation, repair, maintenance and replacement of City water, sewer, gas electric, streets and storm water facilities and systems.

SUPERVISION RECEIVED

Works under the general supervision of both the Public Works Director and the City Manager.

SUPERVISION EXERCISED

Exercises close supervision of all employees in the Public Works and Utilities Departments.

PRIMARY JOB RESPONSIBLITIES

An employee in this classification may perform any of the following duties.  However, these job responsibilities do not include all the specific tasks which an employee may be expected to perform.

1.  Coordinates all Public Works and Utility Department activities, including operations and maintenance.

2.  Schedules daily activities and assigns personnel.  Evaluates field problems and develops solutions to accomplish efficient completion of assigned tasks.

3.  Establishes and maintains records of the equipment, material, personnel and time required to complete a project.  Prepares reports concerning the job assignment and related activities.

4.  Serves as a member of the department manager’s team and as the department’s liaison between other departments and outside agencies.

5.  Provides input on personnel issues, including hiring and discipline.  Responsible for employee performance appraisals.  Reviews employee requests regarding sick leave, vacation, overtime and compensatory time.

6.  In conjunction with the Coordinator of Public Works and Utilities, orders materials and supplies for projects and maintains department inventories.

7.  Assists in developing and implementing long-range public works, parks and utility system master plans.

8.  Assists in analyzing annual operating costs and makes recommendations for department budget.

9.  Assists in analyzing and projecting the needs of the City for equipment, roads, sidewalk and materials for completion of the same.

10.  Renders prompt, efficient and courteous service to promote goodwill between the City and the public.
11.  Develops and promotes adherence to appropriate safety rules, regulations and practices.

12.  Promotes teamwork and encourages an atmosphere that will stimulate an exchange of ideas, information and job experience within the department.

DESIRABLE QUALIFICATIONS FOR EMPLOYMENT – KNOWLEDGE, SKILL AND ABILITY

Thorough knowledge of operation and service of simple to complex equipment and vehicles used in construction and maintenance.  Considerable knowledge of appropriate materials, methods, tools, equipment and practices involved in the appropriate area of responsibility.  Considerable knowledge of supervisory principles and practices.  Significant ability to interact and direct the work of subordinate employees.  Considerable knowledge of occupational hazards involved in work assigned and appropriate safety precautions.  Significant ability to work effectively with other employees and the general public.  Physical strength and agility sufficient to perform the work of the class as determined by the City.  Physical examination may be required.
EXPERIENCE AND TRAINING

Must have high school education or equivalent combination of education and experience.  Must have previous supervisory experience.  Five years progressively responsible experience in gas, electric, streets, wastewater and water operations of a public works or utilities department or any satisfactory equivalent of experience and training which demonstrates the ability to perform the above described duties.  Significant knowledge of public works facilities is required.  Must have the ability to obtain certifications in Water Distribution, Waste Water Treatment and Waste Collection.

NECESSARY SPECIAL QUALIFICATIONS

Possession of, or the ability to secure, a valid Georgia Driver’s License and any other licenses that may be required, i.e., Class B Commercial Driver’s License (CDL).

