
DIRECTOR OF PUBLIC WORKS 
 

FLSA STATUS: EXEMPT 

 

GENERAL DEFINITION:  This is an administrative/supervisory position with the Township. 

This employee is responsible f or the inspection, installation, operation, maintenance and repair 

of the Township's infrastructure, facilities and equipment. 

REPORTING RESPONSIBILITY:  The employee reports to the Township Manager and 

 supervises the Public Works Department. The employee assumes the duties of Acting 

 Township Manager in the Manager's absence. 

Responsible for Township Infrastructure, Facilities and Equipment - operates and maintains 

 Township property  

 purchases equipment, tools, and materials  

 resolves complaints regarding infrastructure  

 inspects all infrastructure improvements 

 reviews and recommends escrow releases 

 responds to emergency situations regarding Township facilities  

Administers Refuse and Recycling Program 

 resolves complaints 

 monitors performance of contractors 

 reviews and approves invoices from haulers 

 prepares reports and grants applications 

Directs Public Works Department 

 schedules work 

 directs and participates in snow/ice removal operations  

Financial Responsibilities 

 prepares budget for Public Works Department  

 estimates projects costs as necessary 

 operates department within budget 

 

Personnel Administration 

 implements evaluations procedures for Public Works employees  

 administers and implements personnel regulations administers training and development  

  of employees  

 coaches and counsels employees 

 

MARGINAL FUNCTIONS:  Acts as Township liaison to Park and Recreation Board. 

 

PHYSICAL DEMANDS:  The employee must be able to see, hear, walk, stand, squat, shovel, 

 rake, move 100 pounds from one location to another, climb stairs and ladders, climb in 

 and out of ditches, manholes, inlets, etc. The employee works outside daily and is 

 exposed to dirt, dust, noise, grease, oil, diesel fuel, gasoline, sewage, fumes, water, cold, 

 heat, snow and rain. In addition, the employee must be able to drive all township trucks 

 and operate the following equipment; rubber tired loader, backhoe, roller, mowing 

 tractors, zero radius mowers, chain saws, pumps and air compressors. The employee must 



 be able to use a pipe laser, transit or level, a ruler or other measuring equipment and basic 

 hand tools. 

 

MENTAL DEMANDS:  The employee must be able to read and write at a college level. The 

 employee must be able to reason, solve problems and provide oral and written 

 communication with Township personnel, residents, contractors, vendors, etc. The 

 employee must implement safety regulations. 

 

REQUIRED EDUCATION AND EXPERIENCE:  The employee should have a high school 

 diploma or equivalent and a minimum of 5 years experience at progressively more 

 responsible positions in construction or Public Works and have trench shoring and 

 confined spaces training. 

 

REQUIRED SKILLS:  The employee must be able to use basic office equipment, have a basic 

 skill level with computers, be able to read and understand architectural and engineering 

 plans, drive all township trucks and operate all public works equipment. 

 

REQUIRED LICENSES:  CDL Class A with Air 

 

 

The PSATS Ordinance Database includes examples that townships can use when 

developing their own ordinances, job descriptions, and personnel regulations. Please keep 

in mind that these examples are merely an informational resource for you to use in 

developing your own ordinance, job description, or personnel regulation. PSATS does not 

guarantee the legal effectiveness of any of these examples, nor their appropriateness to any 

particular situation. These are for your judgment in consultation with your legal 

representative. PSATS encourages township officials to review and discuss all proposed 

ordinances, job descriptions, or personnel regulations with their township solicitor. 

 
  
 


