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Class Code 3290PRIVATE 

FLSA: Exempt


TOWN OF NAGS HEAD, NORTH CAROLINA


CLASSIFICATION SPECIFICATION

PRIVATE 
CLASSIFICATION TITLE:

FOREMAN, PUBLIC FACILITIES MAINTENANCE


PURPOSE OF CLASSIFICATION
The purpose of this classification is to perform skilled and technical work in directing and participating in maintaining the Town’s buildings, grounds, beaches, parks, drainage features, rights of way, infrastructure, and oversight of staff performing those duties. This classification may involve the oversight and/or operation of heavy equipment in the maintenance of the Town’s facilities.

ESSENTIAL FUNCTIONS
The following duties are normal for this position.  The omission of specific statements of the duties does not exclude them from the classification if the work is similar, related, or a logical assignment for this classification.  Other duties may be required and assigned.
Directs and evaluates assigned staff, processing employee concerns and problems, directing work, counseling, recommending discipline; makes work assignments for personnel; trains employees in proper performance of duties.

Prepares work performance and activity reports; prepares or completes various forms, reports, correspondence, or other documents; maintains employee time records; prepares accident reports.

Formulates projects in consultation with the Public Facilities Supervisor; sets priorities; communicates priorities to personnel.

Division budgetary responsibilities to include making budget recommendations and monitoring spending.

Operates a computer to enter, retrieve, review, or modify data; utilizes word processing, spreadsheet, or other software programs.

Operates and oversees the operation of a variety of equipment in the maintenance of the Town’s infrastructure, including performing duties for the following divisions: Public Facilities Maintenance, Sanitation, Water, and Public Safety.

Oversees the cleaning of Town buildings; orders paper and cleaning supplies; supervises cleaning of smokeaters in Fire Department; cleans BOC meeting rooms and provides ice for meetings. Oversees set-up and arrangement of accommodations for town facilities (e.g. BOC Meeting Room) for special meetings.

Directs the maintenance of grass and shrub beds; oversees the application of pesticides, and fertilizer on Town grass and shrub beds; keeps mulch in beds around Town Hall; monitors condition of shrubs at Town Hall.

Oversees and participates in the following activities: Routine servicing and maintenance of equipment used in carrying out assignments, including such tasks as fueling trucks and cleaning interior and exterior. 

Maintaining clean and safe working environment at all times.

Cleans site, spreads gravel, hauls stone, sand, mulch and storm debris.

Cleans up, state, and town property after storms.

Assist Sanitation in recycling, chipping, and cart caddying, assists in storms by picking up and setting up dumpsters; delivers dumpsters, carts; loads roll-off containers.

Removes objects from ocean; cleans up after automobile accidents.

Operates a variety of heavy equipment to include front-end loader, dump truck, backhoe, side arm, mower and chipper.

Oversees and/or operates equipment during road and right-of-way  maintenance; lays asphalt; removes sand; sweeps road edges and intersections; cuts grass; trims trees; picks up litter; repairs signs; weed-eats, seeds, and rakes grass areas.

Cleans and maintains Town signs; installs, replaces repairs, and custom makes signs.

Cleans and maintains ditches; lays culvert and pipe; cleans catch basins and culverts.

Stripes roads, driveways, and all Town-owned parking lots.

Participates in concrete work on driveways, bike paths, and dumpster pads.

Controls traffic at work sites.

Maintains bike paths and beaches; maintains dunes and plants beach grass; erects sand fences; maintains beach accesses; maintains ramps; removes sand; cleans curbs, walkways, and bumpers; erects signs and ramp cables.

Oversees and/or participates in cement work on driveways, bike paths, and dumpster pads.

Performs building and grounds maintenance; sprays weeds and inspect; paints buildings.

Constructs, repairs, and renovates buildings and facilities; repairs doors, locks, and window frames; oversees painting of exterior and interior of buildings; supervises plumbing repairs on beach accesses and bathhouses.

Oversees the collection of trash on beach and beach accesses; supervises daily appearance of beach accesses.

Supervises basic electrical repairs and bulb replacement in all facilities; supervises carpentry projects in repairing damaged dumpster screens and trash can racks; oversees HVAC filter replacement.

Monitors PPG field municipal building septic system; checks all fire extinguishers and eye wash stations for OSHA compliance; monitors steps at Town accesses; checks automatic irrigation systems.

Effects the removal of all trash from grounds around Town Hall.

Monitors condition of all electric power tools.

Receives various forms, reports, correspondence, manuals, reference materials, or other documentation; reviews, completes, processes, forwards or retains as appropriate.

Communicates with supervisor, employees, other departments, the public, and other individuals as needed to coordinate work activities, review status of work, exchange information, or resolve problems.

Responsible for storm preparedness to include securing beach accesses (stands, trash cans, etc.) and other town facilities as well as storm/disaster recovery.

Jointly with the supervisor of division responsible for all safety aspects of division.

STORM DUTIES

Must maintain state of readiness for storm/disaster event to include preparation and post operation duties.  Essential personnel must maintain duty assignment in adverse conditions.

ADDITIONAL FUNCTIONS
Ensures cleanliness of cross walk areas, including sand, cigarette butt, and dog waste removal; removes wood and debris from beach in summer.

Installs air conditioning units in lifeguard offices in spring; removes units in fall.

Provides assistance to other employees or departments as needed.

Maintains and cleans assigned vehicle and equipment.

Performs other related duties as required.

REPORTING RELATIONSHIP

Supervisor, Public Facilities Maintenance

MINIMUM QUALIFICATIONS
High school diploma or GED; supplemented by vocational training or prior experience in carpentry, electrical, and plumbing trades; Previous experience and/or training involving groundskeeping maintenance, infrastructure repair, and operation of heavy equipment desirable; or any equivalent combination of education, training, and experience which provides the requisite knowledge, skills, and abilities for this job. Must possess and maintain a valid North Carolina Commercial driver’s license (CDL) including appropriate endorsements (or be able to obtain a NC Commercial Driver’s License within 6 months). As a CDL requirement, this position is subject to random drug testing.  Must possess or be able to obtain a valid North Carolina certification as a Water Pollution Control System Operator.

Knowledge, Skills and Abilities

Thorough knowledge of the methods, practices, tools and materials used in building and grounds maintenance.

Thorough knowledge of carpentry, plumbing, wiring and general painting practices.

Thorough knowledge of occupational hazards and proper safety practices.

Good knowledge street maintenance and practices.

Knowledge and understanding of municipal government practices.

Good knowledge of supervisory principles and practices.

Good knowledge of management and administrative principles.
Skill in the operation of light to medium equipment related to the area of assignment.

Good knowledge of flower, shrub and grounds maintenance.

Good knowledge of traffic and highway safety rules and regulations and of the precautions to be taken to avoid accidents.

Some knowledge of the methods and materials used in servicing and making minor repairs to automotive equipment.

Ability to recognize and report abnormal operating functions of equipment.

Ability to perform strenuous work.

Ability to withstand exposure to varied climatic conditions.

Good knowledge of building custodial practices and procedures.

Knowledge of computers and appropriate software programs.

Skill in the use and care of tools and equipment necessary to the work.

Ability to perform skilled trades work.

Ability to interpret and follow charts and diagrams.

Ability to plan, lay out and coordinate maintenance and repair work.

Ability to understand, communicate, and follow oral and written instructions.

Ability to effectively evaluate the quality and quantity of work performed by personnel.

Ability to prepare accurate written reports and records.

Ability to effectively train, and coordinate assigned personnel.

Ability to train all personnel on safety practices and procedures.

Ability to maintain a safe working environment.

Thorough knowledge of storage and handling of pesticides and herbicides. 

Ability to meet and deal courteously with the public.
Ability to establish and maintain effective working relationships with other employees.

ADA COMPLIANCE

Physical Ability:  Tasks require the regular and, at times, sustained performance of moderately physically demanding work, typically involving some combination of climbing and balancing, stooping, kneeling, crouching, and crawling, and that may involve the lifting, carrying, pushing, and/or pulling of moderately heavy objects and materials (25 – 75 pounds).

Sensory Requirements: Some tasks require the ability to perceive and discriminate visual cues or signals.  Some tasks require the ability to communicate orally.

Environmental Factors: Performance of essential functions may require exposure to adverse environmental conditions, such as dirt, dust, pollen, odors, wetness, humidity, rain, fumes, temperature and noise extremes, machinery, vibrations, electric currents, traffic hazards, or toxic agents.

The Town of Nags Head, North Carolina is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, the Town will provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective and current employees to discuss potential accommodations with the employer.
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