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ASSISTANT DIRECTOR OF PUBLIC WORKS - MAINTENANCE  
 
GENERAL STATEMENT OF DUTIES: This is a key management position in the Public Works 
Department responsible for the overall maintenance of the city’s street, utility infrastructure 
(sewers and water mains), and motor pool. This position is responsible for administration, 
supervision, and budget of those areas under scope of authority. It excludes activities 
performed and the responsibility of the Utility Department. It requires knowledge of the 
principles and practices of street and utility infrastructure maintenance and motor pool 
operations, and a high degree of ability to plan and direct the work of others.  
 
SUPERVISON RECEIVED: Work is performed under the Director of Public Works. 
 
SUPERVISION EXERCISED: Supervision is exercised over Public Works Supervision and related 
staff.  
 
ESSENTIAL JOB FUNCTIONS: An employee in this position may be called upon to do any or all of the following 
essential functions. These examples do not include all of the duties which the employee may be expected to perform. To perform 
this job successfully, an individual must be able to perform each essential function satisfactorily. 
 
1. Identifies street and utility system priorities. 

2. Prepares and updates asset management and CIP programs and plans. 

3. Develops long and short-range operational plans for department operations. 

4. Identifies long and short-range funding sources for department operations. 

5. Develops and administers annual program and project budgets for the street, utility, and 
motor pool operations. 

6. Plans, organizes, and oversees the work of the maintenance and motor pool personnel. 

7. Develops and recommends policies and guidelines related to the department. 

8. Anticipates and solves problems. 

9. Evaluates individual and organizational performance issues and implements changes when 
necessary. 

10. Represents the Department in presentations, cooperative planning, and negotiations. 

11. Maintains extensive contacts with key business and governmental officials. 

12. Responds to concerns from citizens, businesses, and other City departments. 

13. Advises City staff on maintenance and motor pool matters. 

14. Informs and seeks public support for proposed maintenance programs. 

15. Promotes safe work practices. 

16. Prepares numerous reports and correspondence. 



Assistant Director of Public Works - Maintenance 

2 

17. Maintains accountability for administrative duties including preparation of 
correspondence and reports. 

18. Stays abreast of new technology and developments in the field. 

19. Perform related work as required. 

KNOWLEDGE, SKILLS AND ABILITIES: The requirements listed below are representative of the knowledge, skills, 
abilities and minimum qualifications necessary to perform the essential functions of the position. A qualified individual with a 
disability must be able to perform the essential functions of the position with or without reasonable accommodation. 
 
 Bachelor Degree from an accredited college or university with a major in Engineering, 

Construction Management, Public /Business Administration or equivalent training, 
education and experience. 

 Thorough knowledge of the modern principles and practices of local government street, 
sewer, and water system maintenance. 

 Knowledge of vehicle and motorized equipment purchasing and maintenance sufficient to 
oversee area under scope of authority. 

 Ability to apply strategic planning to prioritize and set goals.  

 Ability to prepare and administer complex budgets.  

 Ability to plan, organize, and oversee a variety of public works activities.  

 Ability to solve difficult Public Works problems using initiative and resourcefulness. 

 Ability to communicate effectively, orally and in writing. 

 Knowledgeable and able to use computer software related to the position. 

 Ability to obtain licenses such as State of Michigan Certification S-1 Water Distribution, 
CDL, or other if required. 

DESIRABLE EXPERIENCE AND TRAINING: This is a key management position in the Public 
Works Department. The ability to manage areas under scope of responsibility is primary to 
technical and trade skills. A graduate degree and/or professional license in engineering is 
preferred.  

PHYSICAL DEMANDS AND WORK ENVIRONMENT: The physical demands and work environment 
characteristics described here are representative of those an employee encounters while performing the essential functions of 
the job. A qualified individual with a disability must be able to perform the essential functions of the position with or without 
reasonable accommodation. 
 
While performing the duties of this job, the employee is regularly required to talk, hear and 
view construction sites or documentation. The employee frequently is required to stand; walk; 
use hands to finger, handle, or feel; and reach with hands and arms. The employee must 
frequently lift and/or move items of light to moderate weights. 
 
While performing the duties of this job, the employee works in a business office setting and in 
the field. In the course of field activities, the employee is exposed to outside weather 
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conditions. The noise level in the work environment is usually quiet in the office, and may 
become loud in field situations. 
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