TOWN OF COLRAIN

POSITION DESCRIPTION
	Position Title:
	Highway Superintendent 
	
	

	Department
	Highway
	Date:
	DRAFT

	Reports to:
	Town Administrator
	FLSA Status
	Exempt


Description:

Coordinates all public works activities to provide maximum use of department resources and effectively meet the needs of the Town of Colrain and to serve the public.

Supervision exercised:

Supervises and assigns duties to the Highway Department and Transfer Station staff. Additionally, responsible for seasonal staff and occasional part-time contractual employees.

Job Environment:

Regular and strenuous physical effort demanded in walking, standing stooping, and lifting or carrying equipment, tools and materials while performing duties under varying weather conditions, with many tasks necessarily performed during adverse weather conditions.

Essential Duties and Responsibilities:  

The essential functions or duties listed below are intended only as illustrations of the various types of work that may be performed. The omission of specific statements of duties does not exclude them from the position if the work is similar, related, or a logical assignment to the position.

The Highway Superintendent will be responsible for, but not limited to, the following:

SAFETY AND MAINTENANCE OF TOWN ROADS AND BRIDGES: with full responsibility for all maintenance and construction on all town roads.

TRANSFER STATION: maintenance and operation of the transfer station.

TOWN BUILDINGS: maintenance of town buildings including the Highway Garage, Salt Shed and Transfer Station.

HIGHWAY EQUIPMENT: repair and maintenance of all highway department equipment.

TREE REMOVAL: tree removal and brush cutting on town roads.

SNOW AND ICE: snow and ice removal and treatment on all town roads and bridges.

SUPERVISION AND TRAINING: training, safety and supervision of all Highway and Transfer Station employees.
WORK PLAN: prepares, presents, and implements weekly road repair, recon​struction and maintenance work plans.

$
BUDGETING: preparation of yearly budget and adherence to operating and capital improvement budgets throughout implementation of yearly work plan.

$
LABOR: work with and supervise employees of the Highway Department in order that tasks be accomplished and, as time allows, perform duties outlined in Highway Foreman/Laborers job descriptions.

$
LIAISON: serve as a liaison between the Town, District 1 , and Consulting Engineers on road and bridge projects.

$
AVAILABILITY: must be able to be on call beyond a forty-hour work week during snow season and during other emergencies.

$
Additional Responsibilities and Duties:

Oversee the day-to-day operation of the Highway Department.

Set priorities as well as assigning and scheduling work.

Participate in the hiring process all department personnel.
Approves Highway Department and Transfer Station employee bi-weekly time sheets 
prior to submittal to Town Treasurer.
Reviews and approves Highway and Transfer Station invoices and submit to the Town Accountant for payment.

Submit to the Town Administrator on July 1st of each new fiscal year an inventory of all department capital equipment.
Establish and maintain a preventative maintenance schedule for all department capital equipment.

Attend Selectmen’s meetings when requested.

Recommend replacement of Highway Department capital equipment.

Perform related duties as required and/or assigned by the Town Administrator.

Recommended Minimum Qualifications:

Education and Experience:

Bachelor’s degree in civil engineering, construction management or a closely related field and 7-10 years of experience in management and supervisory experience in a municipal environment or equivalent private sector experience or any equivalent combination of education and experience.
Special Skills, Knowledge or Abilities:

Able to exercise prudent judgment in performance of duties while at times in contact with other town officials, boards, state officials and the public.

Exercise direction over a large town department whose functions are varied.

Must be highly responsible, with administrative and supervisory skills.

Proficient with Microsoft Word, Excel and Outlook

Special Requirements:

Thorough knowledge of methods, materials, tools, and equipment used in providing public works services, as well as a thorough knowledge of modern principals and practices of engineering as applied to planning, design, construction and maintenance of town roads.

Skill in organizing, directing, and coordinating department activities. Able to establish and maintain effective working relationships with employees, residents, and other town officials.

Skill in meeting and dealing effectively with town boards, other govern​mental agencies and the public.

Able to express oneself clearly and concisely both orally and in writing and to speak effectively in public regarding public works projects.

Knowledge of rules and regulations regarding transfer station operations.

Possess minimum Class B CDL and Hoisters License, or demonstrate the ability to      obtain within 180 days of hire
Physical Requirements:

Regular and strenuous physical effort demanded in walking, standing stooping and lifting or carrying equipment, tools and materials while performing duties under varying weather conditions, with many tasks necessarily performed during adverse weather conditions.

This job description does not constitute an employment agreement between the employer and employee, and is subject to change by the employer, as the needs of the employer and requirements of the job change.
Draft
