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Job Title:  Public Works Operations Manager 

Department:  Public Works 

Reports To:  Director of Public Works 

FLSA Status:  Exempt 

Prepared By:  Human Resources 

Approved By:  Town Council 

Approved Date: August 1, 2016 

 

GENERAL PURPOSE    

 

Performs a variety of complex supervisory, administrative, and professional work in public works 

including planning, coordinating, and supervising the construction, maintenance and repair of town 

streets, drainage systems, sidewalks, parks and grounds, and related infrastructure. Responsibilities 

also include oversight of fleet and equipment management and procurement.  Performs work in a 

manner consistent with the town’s service excellence expectations. 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES 

 

Plans, coordinates, and supervises all elements  of public works, including streets, parks and 

grounds, traffic safety, stormwater drainage, storm control, and equipment repair. 

Assures that assigned areas of responsibility are performed within budget; monitors revenues and 

expenditures in assigned area to assure sound fiscal control; assists in preparation of  annual 

budget requests; assures effective and efficient use of budgeted funds, personnel, materials, 

facilities and time. 

 

Determines and sets work priorities, prepares and coordinates work schedules and staffing to 

expedite workflow, and provide a high level of service.  

 

Studies and standardizes procedures to improve efficiency and effectiveness of operations; stays 

informed of current best practices and encourages innovation; trains, motivates and evaluates 

assigned staff; reviews progress and directs changes as needed.  

 

Provides leadership and direction in the development of short and long range plans; gathers, 

interprets, and prepares data for studies, reports and recommendations; coordinates department 

activities with other departments and outside agencies as needed. 

 

Provides advice to the department director concerning public works needs; communicates official 

plans, policies and procedures to staff and the general public in assigned area of responsibility. 

 

Recommends equipment purchases for assigned areas of responsibility and assist in developing 

specifications for purchase of fleet vehicles and equipment.   

 

Develops, coordinates, and implements training and cross training programs for employees, 

concluding safety procedures, equipment operations, construction techniques, general work 

methods, and other related training. 
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Issues written and oral instructions; examines work for exactness, neatness and conformance to 

policies and procedures; encourages effective labor relations and intervenes to avoid grievances; 

maintains harmony among workers and quickly addresses and resolves grievances; . 

 

Participates in the review of private project development plans for compliance with codes, 

regulations, and standards, adequacy of applications for permits and compliance with approved 

plans. 

 

Serves as a critical resource for the oversight and management of the town’s winter storm 

operations. Plans and coordinates preparations for snow removal and ice control, including 

equipment and material preparation; evaluates potential snow emergencies, including weather and 

road conditions; manages town forces; supervises operations through clean up. 

 

Coordinates project management for municipal public works projects; oversees cost estimates, 

bidding, competency of contractors and vendors, and contractor selection criteria; ensures 

contractor compliance with project time and budget parameters. 

 

Participates in the selection process for job applicants for full-time, part-time, and seasonal 

vacancies, recommends employment, and takes other related actions. 

 

Maintains regular contact with Town, State and Federal agencies and the general public regarding 

department activities and services.   

 

ADDITIONAL DUTIES 

 

Participates in labor negotiations; administers collective bargaining agreements in assigned areas of 

responsibility. 

 

Responsible for ensuring the conservation and maintenance of trees on town land, in accordance 

with state statutes. May serve as Tree Warden. 

 

Serves as a member of various employee committees; participates in meetings, seminars and 

training sessions; performs related work as required. 

 

COMPETENCIES 

 

Innovative – Enjoys discovering new ways to expand or improve an operation or services to the 

town. 

 

Leadership/Supervisory – Has natural abilities to motivate people to want to follow his/her lead.  

Capacity to articulate concepts of public works and convey an understanding of their value and 

importance to employees and the public.  Effectively manages staff and volunteers, providing 

personalized coaching, project guidance and timely performance evaluations, feedback, 

disciplinary actions, and praise. 
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Technical – Ability to collect, measure, synthesize and analyze data; use computer technology to 

manage and coordinate and present the results in an appropriate way to different types of 

audiences. 

 

Problem Solving - Identifies and resolves problems in a timely manner; gathers and analyzes 

information skillfully; exhibits sound and accurate judgment. 

 

Interpersonal Skills – Tactful but firm. Is respectful with the ability to establish effective working 

relationships with staff, community organizations, local businesses, governmental agencies and 

the public.  Ability to express ideas effectively in oral and written forms and has the ability to be 

innovative and receptive to new ideas.  Listens to others without interrupting. Shows respect and 

sensitivity for differences. 

 

Customer Service - Responds promptly to customer needs; Responds to requests for service and 

assistance with tact, fairness, respect and sensitivity; Meets commitments. 

 

Organizational Support - Follows policies and procedures; completes administrative tasks 

correctly and on time; supports organization's goals and values and is an effective team player. 

 

Attendance/Punctuality - Is consistently at work and on time; ensures work responsibilities are 

covered when absent; arrives at meetings and appointments on time. 

 

Quality Management - Demonstrates accuracy and thoroughness. Motivated to deliver on 

promised results. 

 

MINIMUM QUALIFICATIONS 

 

Education and Experience 

 Associate’s degree in civil engineering, construction management, or a closely related field, 

with six years experience in public works construction management and maintenance activities 

including supervisory experience. 

 Any equivalent combination of education and experience. 

 

Necessary Knowledge, Skills and Abilities 

  Knowledge of the materials, equipment, methods and practices related to road and drainage 

facilities construction and maintenance, and parks and grounds maintenance;  knowledge of 

heavy and light construction equipment and dump trucks;  knowledge of traffic safety, 

occupational hazards and safety precautions related to public works.. 

 Knowledge of operation of parks and grounds maintenance programs; knowledge of 

fertilization, soils, turf management, chemicals, irrigation, and snow removal operations; 

knowledge of construction of parks and recreation facilities; knowledge of mechanical aspects 

of parks maintenance equipment; knowledge of athletic field maintenance; and knowledge of 

trees, plants, flowers and shrubs.  

 Ability to work well independently and as part of a team. Ability to work cooperatively with the 

public, subordinates, co-workers, department heads, union officials, vendors, and city officials 

among other stakeholders. 
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 Ability to plan, organize and supervise seasonal maintenance and emergency response 

programs; ability to plan and schedule park maintenance activities; ability to develop 

maintenance standards; ability to establish employee training and safety programs; ability to 

prepare and manage a detailed and complex divisional budget. Ability to prepare and analyze 

complex reports; ability to keep accurate records.   

 Ability to carry out assigned projects to their completion; ability to coordinate and facilitate the 

work of staff consistent with department and town goals and service expectations. Ability to 

train, supervise, and motivate staff. 

 Ability to exercise good judgment and make sound decisions. 

 Ability to initiate, coordinate, and implement service improvements. 

 Knowledge and skill in the use of MS Office applications (Excel, Word, Outlook), the Internet, 

financial management software, and work order management software. 

 

Special Requirements 

 Valid driver's license or ability to obtain one. 

 Position is on-call on a 24-hour basis, often in extreme weather conditions, and is required to 

carry a cell phone and report as needed. 

 

TOOLS AND EQUIPMENT USED 

 

Personal computer, tablet, motor vehicle, phone, radio, fax and copy machine. 

 

PHYSICAL DEMANDS AND WORK ENVIRONMENT 

 

The physical demands and work environment characteristics described here are representative 

of those that must be met by an employee to successfully perform the essential functions of this 

job.  Reasonable accommodations may be made to enable individuals with disabilities to perform 

the essential functions. 

 

Work is performed mostly in office settings.  Some outdoor work is required in the inspection of 

various land use developments, construction sites or public works facilities.  Must be able to travel 

to various job sites.  Must have physical ability to perform all necessary inspections including 

navigating various terrain and the ability to climb, stoop, kneel, and crouch. While performing 

the duties of this job, the employee is required to use hands to handle documents and materials, 

feel or operate objects, tools or controls; and reach with hands and arms. Must be able to enter 

information into the computer and operate various office equipment. Must have ability to 

communicate with others in person and over the telephone.  The employee must occasionally lift 

and/or move up to 50 pounds. Specific vision abilities required by this job include close vision, 

distance vision, color vision, peripheral vision, depth perception and the ability to adjust focus in 

order to read blueprints, perform inspections, and verify data in various formats.  

 

The employee occasionally works near moving mechanical parts and in high, precarious places and 

is occasionally exposed to cold, wet, hot, or humid conditions, fumes or airborne particles..  

Occasionally required to drive to other town offices and job sites under possible adverse weather 

conditions, including extreme heat and cold.  
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The noise level in the office work environment is usually quiet, with background sounds from 

customers, coworkers, and office machines.  The noise levels may be moderate to loud in the 

field. 

 

The above description is illustrative of tasks and responsibilities.  It is not meant to be all-

inclusive of every task or responsibility. The job description does not constitute an employment 

agreement between the Town of Windsor and the employee and is subject to change by the Town 

as the needs of the Town and requirements of the job change. 


