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TOWN OF NAGS HEAD, NORTH CAROLINA


CLASSIFICATION SPECIFICATION

	PRIVATE 
CLASSIFICATION TITLE:

DEPUTY PUBLIC WORKS DIRECTOR / SUPERVISOR, PUBLIC FACILITIES MAINTENANCE



PURPOSE OF CLASSIFICATION
The purpose of this classification is to plan, supervise, and administer the maintenance and repair of Town Public Facilities including streets, roads, right-of-ways, curbs, gutters, driveways, signs, drainage systems, landscaping, buildings, grounds, beaches, and parks, and to supervise staff performing those duties.

.

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.
Supervises, directs, and evaluates assigned staff, processing employee concerns and problems, directing work, counseling, disciplining, and completing employee performance appraisals; develops work assignments; maintains time records for personnel.

Plans, supervises, and participates in road maintenance, including laying asphalt, removing sand, sweeping road edges and intersections, laying stone shoulders, and patching pot holes.

Assists the Public Works Director in all aspects of the day-to-day operation of the Public Works Department; serves as director in the absence of the Public Works Director.

Participates in staff meetings and Board of Commissioners meetings when required, or as Deputy Public Works Director; participates in other meetings with state and federal agencies as necessary.

Assists the Public Works Director in preparing the Department’s divisions before, during, and following natural disasters.

Inspects street construction and overlay work, street drainage, sidewalks, and driveways done by other contractors.

Supervises and directs building maintenance; repair of water leaks in plumbing systems; replacement of light bulbs and ballast’s in lighting; painting of building interior and exterior; application of caulk and sealant to prevent water damage; repair of doors, locks, and windows; replacement of roofing shingles; additions or upgrades to electrical wiring; replacement of water heater elements and thermostats; cleaning and servicing of electronic air cleaners; drywall repairs to ceilings and walls; maintenance of non-refrigerant based heating systems.

Plans, supervises, and participates in right-of-way maintenance; cuts grass; trims trees; picks up litter; repairs signs; weed eats, seeds, and rakes grass areas; maintains swells.

Operates a computer to enter, retrieve, review or modify data; verifies accuracy of entered data and makes corrections; utilizes word processing, spreadsheet, or other software programs.

Gathers data for reports; prepares or completes various forms, reports, correspondence, or other documents.

Effects the removal of unsafe objects from ocean; cleans up after automobile accidents.

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.

Maintains hurricane/civil preparedness equipment and is required to perform assigned duties in preparedness, during storm/disaster events and post event including storm debris clean up for residential, state and commercial property.

Responsible for all safety aspects of division.

Supervises and Directs:

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

General supervision of the cleaning of Town buildings and facilities.

Cleaning and maintenance of ditches; the installation of culvert and pipe; cleaning of catch basins and culvert pipes.

Town sign maintenance; installation, replacement, repair, and making of signs.

Cleaning and edging of curbs and gutters; maintenance of bike paths and beaches; maintenance of dunes and plants beach grass; erection of sand fences.

Maintenance of beach accesses and ramps; removal of sand; cleaning of curbs, walkways, and bumpers; erection of signs and ramp cables.

Picking  up and disposal of or burial of dead animals.

Hauling stone, sand, mulch, and storm debris.

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

Cement work on driveways, bike paths, and dumpster pads.

Traffic control through barricades, cones, and ensures adequate staffing at  barricade areas.

Building and grounds maintenance; spraying of weeds and inspections; painting of buildings.

Placement and removal of lifeguard stands.

Maintenance of firing range.

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

Assists in sanitation and recycling, chipping, and cart caddying; delivers dumpsters – carts; loads roll-off containers.

Fills in for Water Distribution Supervisor in his/her absence.

Assists at the water plant; cleans holding tank.

Supervises installation of water lines; excavations to make water line repairs

Supervises the maintenance of grass and shrub beds; supervises the application of pesticides, and fertilizer on Town grass and shrub beds.

Directs maintenance and cleaning of division vehicles and equipment.

Supervises maintenance of barricades and barricade lights.

Assists other towns in sewer line, drainage, and culvert cleaning.

Provides assistance to other employees or departments as needed.

Performs other related duties as required.

REPORTING RELATIONSHIP

Director of Public Works
MINIMUM QUALIFICATIONS
High school diploma or GED; supplemented by five (5) years previous experience and/or training that includes road and drainage system maintenance and repair, groundskeeping maintenance, building maintenance, 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 endorsement(s).  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 Pesticide Operator.
Knowledge, Skills and Abilities

Thorough knowledge of the principles, techniques  and materials involved in the maintenance and repair of streets, sidewalks, storm sewers, and gutters.

Thorough knowledge of the types and uses of specialized construction and maintenance equipment such as, backhoes, front end loader, tractors and rollers.

Thorough knowledge of the occupational hazards and proper safety practices involved in street construction and maintenance work in accordance with OSHA regulations.

Thorough knowledge of the street system and physical layout of the Town.

Thorough knowledge of testing procedures used in street construction and repair.

Good knowledge of supervisory principles and practices.

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

Good knowledge of management and administrative principles.

Knowledge and understanding of municipal government.

Ability to effectively train, coordinate, supervise, and motivate assigned personnel.

Ability to prepare and plan improvements for street related facilities.

Good knowledge of flower, shrub and grounds maintenance.

Ability to prepare written reports and records.

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

Ability to train all personnel on safety practices and procedures.

Ability to maintain a safe working environment.

Ability to read and follow profile sheets and procedures.

Ability to deal courteously and tactfully with the public.

Ability to establish and maintain effective working relationships with other personnel and officials.

ADA COMPLIANCE

Physical Ability:  Tasks require the regular and sustained performance of moderately physically demanding work, typically involving some combination of climbing and balancing, stooping, kneeling, crouching, and crawling, and that generally involves 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 depth, texture, and 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, wetness, humidity, temperature and noise extremes, machinery, or traffic hazards.

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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