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	BOROUGH OF HIGH BRIDGE
JOB DESCRIPTION

	
	
	DIRECTOR OF PUBLIC WORKS 

	
	
	DEPARTMENT/DIVISION 

Public Works
	SUPERVISOR 

Borough Administrator
	CLASSIFICATION 

Full-time, Non-union, Administrator


DEFINITION: 

Under general administrative direction, to be responsible for the administration of the Boroughs Public Works Department; the general maintenance of the Borough and to do related work as required. 

EQUIPMENT/JOB LOCATION: 

Office located in Public Works Area; may operate a computer and is provided borough transportation for the job schedule.

ESSENTIAL FUNCTIONS OF THE JOB: 

· Responsible to the Borough Administrator for public works policies, programs and coordination of the activities of the Department.

· Coordinates Department work with that of other departments and agencies

· Working with the department superintendent has responsibility for inspecting, maintenance, improvement and repair of borough infrastructure

· Has responsibility for assisting in the designing, planning and construction of Borough infrastructure with the Borough engineer and hired contractors

· Has responsibility for parks and forestry, public works related activities

· Has responsibility for  streets, storm water and flood protection facilities, water and wastewater supply, distribution, collection and treatment

· Operation of borough garage and facilities

· Oversees successful solid waste collection

· Prepares funding proposals

· Evaluates policies and recommends new programs or major changes in public works activities 

· Compiles and recommends budgets for the maintenance of water, wastewater and flood control activities

· Handles personnel problems among co-workers

· Directs and supervises a safety program for employees

· Assigns and schedules activities in accordance with the budget and the Administrators direction.

REQUIRED KNOWLEDGE AND SKILLS: 

Knowledge of the principles and practices of civil engineering; knowledge of municipal public works administration, planning and design; ability to supervise the preparation of plans and specifications for streets, sewers, storm drains, water distribution and treatment; traffic engineering, land surveys and other public works projects; ability to oversee the work of professional, technical and field employees engaged in departmental activities; ability to prepare clear and comprehensive reports; ability to supervise the preparation of budget requests and funding proposals and to justify such items; ability to establish and maintain effective relationships with other officials, employees and the public. 

MINIMUM QUALIFICATIONS: 

Bachelor degree and five years of responsible administrative experience, including supervisory experience in public works design, construction and maintenance or equivalent.  

ALTERNATIVE QUALIFICATIONS: 

Civil engineering degree or training or equivalent and five years supervisory experience

CONDITIONS OF EMPLOYMENT: 

New Jersey Class "B" Driver's License. Certification, New Jersey Water Supply System Operator Certification, New Jersey Certified Public Works Director.
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	BOROUGH OF HIGH BRIDGE
JOB DESCRIPTION

	
	
	SUPERINTENDENT

	
	
	DEPARTMENT/DIVISION 

Public Works 
	SUPERVISOR 

Public Works Superintendent
	CLASSIFICATION 

Full-time, Non-union, Supervisory


DEFINITION: 

Under general direction, supervises personnel to perform public work assignments.  Maintains and updates facilities and equipment in the most practical manner for the efficient and effective operation of the Borough public works department.

JOB LOCATION/EQUIPMENT: 

Office located in Public Works Area; and is provided borough transportation for the job schedule. The Superintendent is required to have ability to move about each work site as the situations dictate. Additionally, the Superintendent must be able to operate every piece of equipment used for the utility maintenance, i.e. excavators, loaders, main and leak detections instruments, backhoes, bucket machines, etc. and supervise the operation likewise.

ESSENTIAL FUNCTIONS OF THE JOB: 

Supervises public works employees in the maintenance of the Borough including, but not limited to infrastructure repair, leaf and brush collection, snow plowing and street repair and.  Directs water treatment plant, water supply and storage, water distribution system, wastewater collection system, and sewerage maintenance activities; analyzes materials, equipment and man power requirements involved in public works; Performs other duties as assigned.  Reports to the Director of Public Works.

ADDITIONAL FUNCTIONS OF THE JOB: 

Required to perform and supervise all work operations that are assigned by the Director.  Researches, analyzes and selects new materials and equipment to fit the needs of the utilities and inventory; supervises assigned projects and emergency situations in the water and wastewater facilities; trains personnel on various methods and procedures; knowledge in the operations of equipment and makes lists of complaints and grievances to be discussed with the Director. 

REQUIRED KNOWLEDGE AND ABILITIES: 

Knowledge of the water and wastewater equipment; knowledge of the materials, equipment and methods used in infrastructure maintenance and repair of the equipment and machines in the utility facilities; knowledge of the operation of construction equipment; knowledge of safety rules and regulations; ability to supervise subordinates; knowledge of water and sanitary utility construction; ability to order, record and maintain inventory, ability to maintain effective working relationships with superiors, employees and the public. 

MINIMUM QUALIFICATIONS: 

High school diploma supplemented with appropriate technical courses and ten years of associated utility maintenance experience and five years of supervisory experience.

ALTERNATIVE QUALIFICATIONS: 

Bachelors or Associate degree in industrial engineering with experience water/wastewater field and seven years of utility maintenance experience.

CONDITIONS OF EMPLOYMENT: 

Class "B" New Jersey Drivers License.   Special certifications required for individual equipment operations.
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	BOROUGH OF HIGH BRIDGE
JOB DESCRIPTION

	
	
	STRUCTURE AND FACILITIES MAINTENANCE I

	
	
	DEPARTMENT/DIVISION 

Public Works 
	SUPERVISOR 

Public Works Superintendent
	CLASSIFICATION 

Full-time, DPW I – Non-Union Service, Maintenance


DEFINITION: 

Under supervision, must have the knowledge and abilities of all equipment and activities in connection with the efficient running of the Borough, and to do related work as required. 

EQUIPMENT/JOB LOCATION: 

Public Works Garage

ESSENTIAL FUNCTIONS OF THE JOB: 

Repair streets, water and sewer infrastructure, collect and dispose of leaves and brush, repair borough buildings, facilities and property, utilities, carpentry, plumbing, general maintenance; such as pruning and grass cutting, and assist in the construction of buildings and facilities; clean, paint, plows snow, operates tractors and all borough maintenance equipment. Must be available for emergency overtime work. The maintenance and inventory of road and street signs.

ADDITIONAL FUNCTIONS OF THE JOB: 

May assume other Borough maintenance or project related duties as required. 

REQUIRED KNOWLEDGE AND SKILLS: 

Knowledge of carpentry, plumbing, cement work, and painting; knowledge of the operation of tools and equipment required by the position. 

MINIMUM QUALIFICATIONS: 

A high school diploma or equivalent, and two years of training and/or experience in carpentry, plumbing, or related work or equivalent. 

ALTERNATIVE QUALIFICATIONS: 

May require heavy equipment licensing or certification for water or wastewater maintenance.

CONDITIONS OF EMPLOYMENT: 

Must have a valid Class "B" or “D” New Jersey Driver's License, or equivalent or secure one within 90 days of employment. 

