
Addendum to Town of Shelby 
Town Administrator Ideal Candidate Profile  

Public Works Director Responsibilities 

Summary 

There is administrative and technical work in directing and supervising the Town’s Public Works 

operation.  Work involves the responsibility for directing all phases of the Town’s Public Works, 

including, bridges, storm sewers, culverts, drainage, water, sanitary sewers, fleet maintenance, public 

municipal facilities, parks and road maintenance.  

Responsibilities include directing and participating in the activities of the Town’s equipment 

maintenance, building maintenance programs, and utility programs.  The employee is responsible for 

the preparation and monitoring of the department budget and maintenance of appropriate work 

relationships with the Boards, subordinates, State and local organizations, and general public.  These 

responsibilities require considerable independent judgement and technical expertise in order to meet 

department objectives. 

Essential Functions 

1. Directs and oversees highway, street, bridges, culverts, drainage, sidewalk, and utility 

maintenance and construction programs. Is also responsible for oversight of the SYB field 

maintenance and other municipally owned facilities and parks. 

2. Is responsible for researching and implementing improvements to the operations of the 

departments in his/her charge, formulating of policies, and coordinating of activities in 

accordance with general policies established by the Town Supervisors and SSD#2 Board. 

3. Monitors and enforces safety compliance and initiatives. 

4. Ensures staff are appropriately trained, both for operational needs and for personal/career 

development. 

5. Ensures adherence to and compliance with legislative and regulatory standards. 

6. Handles complaints from the public as received by phone or the department directly. 

7. Prepares and conducts performance evaluations and employee discipline. 

8. Provides effective and regular feedback to subordinates as part of ongoing performance 

management. 

9. Prepares the department budgets, controls expenditures and approves all requisitions. 

10. Advises the Boards of all Public Works activities and problems. 

11. Administers the department contracts and engineering needs. 

12. Confers with subordinates during the development and progress of various projects. 

13. Gives general supervision to the repair and maintenance of all motorized equipment, including 

light and heavy trucks and all special equipment.  

14. Works with contracted professional engineers in designing and implementing projects. 

15. Attends regular Board meetings and stakeholder meetings as required. 


