Highway Superintendent-Facilities Manager


Berlin, MA

Position Purpose:
The primary function of this position is to perform responsible supervisory and administrative duties in planning, directing and managing the operations of the Highway Department. This position performs supervisory, administrative, and technical work responsible for managing building maintenance, operations including repairs, renovations, refurbishments, minor construction and special facilities projects for all town buildings.   Performs all other related work as required.
Essential Functions:
(The essential functions or duties listed below are intended only as illustrations 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 the work is similar, related or a logical assignment to the position.)
· Plans, assigns, schedules, supervises and reviews the work of subordinates with regard to the construction and maintenance of streets, roads, sidewalks, traffic lights, bridges, drains, storm control structures, and related facilities; supervises the installation of signs.

· Responsible for the supervision of all employees of the Highway Department and private contractors involved in emergency or snow removal, and groundskeeping and maintenance of cemeteries.

· Responsible for street cleaning operations, including catch basins, culverts, drains, outfalls and manholes, street sweeping, and in the construction and repair of bridges.

· Orders materials for all phases of highway activities.

· Plans, schedules and supervises pavement markings and the installation of traffic signs, including all informational signs and the maintenance of all traffic and school warning lights.

· Responsible for snow removal, plowing, sanding operations and operations resulting from fires, floods or other emergencies.

· Responsible for inspecting and maintaining Town vehicles.

· Inspects work for compliance with standards or instructions for contract compliance.

· Responsible for the preparation, submission and administration of the Highway Department budget.

· Plans use of manpower and equipment and carries through the execution of highway projects and programs; directs activities of field crews and may serve as a leader on a variety of construction and maintenance projects for Town-owned property, facilities and structures; assigns laborers, operators, and foremen to specific tasks; instructs laborers and operators in proper use of equipment, ensures that safety procedures are followed.

· Coordinates field operations and assists in emergency highway repairs and in other highway related emergency repairs, as required.
· Responsible for maintenance, repair, and safety of all town facilities and associated equipment.

· Coordinates, cooperates, complies, and adheres with directives from both the Town Administrator.

· Ensures compliance with federal, state, and local regulations.  Coordinates adherence to OSHA, EPA, and any other federal, state, or local regulations for health and safety of maintenance personnel and building occupants.

· Submits payroll on a weekly basis. 

· Solicits bids and quotes from contractors on Town projects. 

· Review and approve various permits related to roadways and driveways. 

· Prepare annual budget for approval. 
· Performs similar or related work as required, directed or as situation dictates.
Recommended Minimum Qualifications:
Education, Training and Experience:

Associates Degree in civil engineering or related field; five to seven (5-7) years progressively responsible experience in construction with at least three (years) of supervisory experience, municipal experience preferred; or any equivalent and relevant combination of education, experience and training. Must maintain a valid Class B CDL driver’s license, Hoisting 2A, 4E and 4G licenses; OSHA certification and Hydraulics License; Pesticide Certification, Baystate Road Scholar, or have the ability to obtain licenses and certifications within one year. 
Knowledge, Ability and Skill:

Knowledge: Thorough knowledge of the procedures, equipment, materials and tools relative to public works construction and maintenance operations. Working knowledge of the hazards and safety precautions involved in the work performed. Working knowledge of civil engineering principles, American Public Works Association, practices and methods as applicable to a municipal setting. Practical knowledge of vehicle maintenance procedures. Thorough knowledge of all applicable policies and regulations effecting highway activities and Procurement laws. Knowledge of all major building systems including heating, ventilation, air conditioning and handling plumbing, electrical, security and lighting.
Ability: Ability to communicate effectively with the all members of the public in a courteous and tactful manner. Ability to operate heavy equipment and power tools. Ability to follow and give oral and written instructions. Ability to follow proper methods, procedures and safety precautions. Ability to adapt to changing conditions and technological innovations in tools and equipment. Ability to perform heavy manual labor under varying weather conditions. Ability to supervise a work crew. Ability to utilize computer applications for creating signs, data entry and report generation.
Skill: Skill in the use of the required equipment including hand tools, pneumatic tools, Heavy Equipment and power tools. Excellent computer skills including Microsoft Office, asset management and work order software, video surveillance, energy management and varied software applications.

Physical Requirements:

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. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is frequently required to stand, walk, communicate, or hear; must be able to handle, or feel objects, tools, or controls; reach with hands and arms; and stoop, kneel and crouch. The employee must occasionally lift and/or move objects weighing up to 60 pounds. Vision and hearing at or correctable to normal ranges.  
Supervision:
Supervision Scope:  Performs a variety of responsible duties of a supervisory and technical nature requiring the exercise of judgment to interpret guidelines and carry out assignments independently; work at this level requires a working knowledge of departmental operations, local and state laws and regulations.
Supervision Received: Works under the direction of the Town Administrator.

Supervision Given: Supervises all Highway Department staff. 
Job Environment:
· Most work is performed under standard office conditions and some work is performed outdoors and subject to weather conditions and moderate to loud noise. May need to respond to emergencies and attend evening meetings. May be exposed to fumes or particles, and risks related to working near moving mechanical parts.  
· Operates a telephone and other standard office equipment. Operates heavy equipment; large trucks, power, pneumatic and hand tools. 
· Employee has constant contact with Town Departments, vendors, contractors, Town Officials and the general public. Contacts are made in person and on the phone and require interpersonal skills.

· Has access to some department-related confidential information, including department records and personnel files. 
· Errors could result in adverse public relations, damage to property and equipment, personal injury, delays in service and have legal and/or financial repercussions for the town.
(This job description does not constitute an employment agreement between the employers and is subject to change by the employer as the needs of the employer and requirements of the job change.)
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