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Please send a letter of interest and a resume to Polina Latta, Director of Human Resources via 
platta@cityofmelrose.org  by August 10, 2021. 
 

City of Melrose is an Equal Opportunity Employer*No Residency Requirement*        
One of Mayor Brodeur’s priorities is advancing diversity, equity, and inclusion in Melrose by cultivating a workforce 
where diverse perspectives are valued and where every employee can bring their best and most authentic selves to 

work. Here in Melrose, we are driven by the value of excellence and believe that everyone deserves the best 
service and access to resources, regardless of their race, gender identity, religion, ethnicity, physical abilities, age, 

sexual orientation, veteran status, or personal experience. We embrace employees & candidates from these 
underrepresented groups to help make this vision a reality. 

 
Job Title:   Project Engineer 
Department:   Department of Public Works, Engineering Division 
Supervisor:  City Engineer and DPW Director 
Status:   Full time (40hrs), Non- Union, comprehensive benefits & PTO  
Salary:    Starting salary $28.26/hr (CNU5,Level 15, Step 2) 

 
Summary: 

The Project Engineer works independently, with guidance and direction from the City Engineer and/or the 
Director of Public Works, to provide engineering, management and technical support to the Public Works 
Department for the City’s capital improvement projects. This individual shall have the educational and 
professional experience to effectively implement solutions of varying complexity in the design, construction, 
repair, maintenance, and operation of municipal infrastructure; provide technical design support, 
construction administration, oversight and inspection of private contractors and consultants; and assist in 
administration of contracts, grant, and loan programs.  All duties shall be performed in a thorough, efficient, 
and professionally competent manner. 
 
General Duties (duties are illustrative and not all inclusive): 

 Assist in all aspects of the roadway and utility infrastructure programs including planning, design, contract 
and specifications development, procurement, project execution, and construction inspection. Perform 
in-house designs using AutoCAD, as needed. Review work for compliance with Division standards. 

 Coordinate and oversee municipal and/or contract forces in implementing roadway, water, sewer, 
drainage and other infrastructure projects. Document field work and use field notes to update GIS layers. 

 Coordinate, assist, monitor, and review the work of consultants engaged by the Public Works 
Department. Review invoices and recommend payments under the individual contracts. 

 Manage construction project budgets, pay items and quantity take offs, payroll verification and other 
project contractual fiscal requirements. Review and make recommendation on project change orders and 
contract amendments.   

 Assist City Engineer with permitting and reporting requirements associated with the MWRA, DEP, EPA, 
and other agencies.  
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 Attend meetings of the Melrose boards and commissions as required, and attend other evening meetings 
as directed by the City Engineer. Prepare and present appropriate technical data, reports and studies and 
provide other information as requested by various boards and committees where available. 

 Receive citizen reports of complaints of defects and/or hazards, conduct inspections of same, initiate 
written work orders and schedule repairs. Assist the public, provide information and permits and provide 
other services normally associated in a public works environment.  Issue permits and collect fees as 
authorized by the City Engineer. 

 Assist in public outreach relative to projects, programs, and other Engineering Division functions. 

 Work with other Engineering Division and City staff to enhance the City’s Geographic Information System 
(GIS) utility database to extend its use to a broader range of engineering and operations functions. 

 Accept overtime in order to accommodate projects and/or construction schedules. 

 Serve as the Division’s principle engineer for the reduction of sewer infiltration and inflow (I/I), including 
oversight of consultants, data analysis, GIS updates, procurement and oversight of construction contracts. 

 Respond sensitively and constructively to citizen complaints, including site visits to review public 
complaints as needed; provide customer service with tact, courtesy, cultural sensitivity and discretion in 
all dealings with customers. 

 Contribute to creating a collaborative work culture that appreciates diverse perspectives and approaches 
matters with flexibility and cultural sensitivity. 
 

Personal Characteristics: 

The Public Works Department is a customer service driven administration in an extremely fast paced 
environment. This position requires an energetic, pro-active professional with the technical knowledge to 
balance and prioritize situations. The individual must be a team-orientated problem solver with excellent 
communication skills who is able to solve difficult, technical problems both individually and collaboratively. 
They must be able to work effectively with engineering consultants, private contractors, vendors, fire, police 
and other City departments, union workforce, members of the public, and state and federal agencies. They 
must have excellent written and oral communication skills and meticulous attention to detail. The individual 
must possess a positive attitude and be interested in continuously improving technical and personal skills. 
They must possess a strong work ethic and impeccable integrity. 
 
Education and Experience: 

 Bachelor’s Degree in Civil Engineering or related field  

 Minimum three years of experience in municipal engineering design, project management and 
construction inspection, roadway and utility (water, sewer, drainage) design and construction, or public 
works construction. Other applicable work experience may be substituted for municipal experience as 
deemed appropriate by the City.  

 Excellent interpersonal skills and customer service orientation 

 Demonstrated ability to collaborate and interact effectively with consultants, vendors, City boards, City 
officials, and members of the public using tact, proper judgment, courtesy, respect and discretion.  

 The position requires adaptability, diverse perspective and the ability to collaborate and appreciate 
other’s viewpoints. 

 
Certificates, Licenses, Registrations: 

 Skill in working with Microsoft Office programs including Word, Excel, Project and Outlook; a working 
knowledge of AutoCAD and ArcGIS.  

 Current & valid Massachusetts driver’s license with a responsible driving record 

 An ability to pass a Criminal Offender Record Information (CORI) check 

 Massachusetts FE preferred, not required 
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Physical Demands: 
While performing this job, the employee is required to sit, stand, walk, reach with hands and arms, stoop, 
crouch, twist, taste and smell and travel in cramped, elevated and remote locations, and climb and traverse 
over rough, uneven, and/or rocky terrain. The employee should be able to lift 50 lbs. The employee is 
required to hear, feel and talk. The employee must have close, distance, and peripheral vision, color 
recognition, depth perception and the ability to adjust focus. The employee may occasionally be exposed to 
unseen hazards and will work in variable weather and traffic conditions and other potentially hazardous 
circumstances and is required to observe and undertake proper safety precautions. This position is subject to 
stressful situations and demands associated with meeting project deadlines or responding to emergencies 
and may require working more than forty (40) hours per week. The employee must have the ability to work 
effectively and safely during periods of inclement weather.  


