
City of Long Lake Position Description April 2002 
 
 

Position Title: Director of Public Works, Full-Time 
Department: Public Works 
Accountable to: City Administrator 
 
 
PRIMARY OBJECTIVE: 
Directs, controls, participates, and supervises the operation and maintenance of the city sewer, 
water, parks, streets, buildings, and equipment.   
 
ESSENTIAL FUNCTIONS: 
 
1. Supervises all phases of municipal parklands, facilities, and trails.   

- Plans, assigns, and directs daily work activities in the maintenance and repair of 
parklands, facilities and trails. 

- Directs park and safety inspection programs. 
- Directs plowing, ice control, and rink flooding activities. 
- Determines which activities have priority and allocates personnel and equipment 

appropriately to meet those needs. 
- Performs on-site reviews of maintenance operations. 

 
2. Directs the monitoring of the water system so that it meets Minnesota Department of Health 

Standards and operating requirements. 
- Maintains a thorough understanding of State and Federal drinking water quality 

requirements. 
- Assures that proper testing is being conducted. 
- Assures that the drinking water supply meets all standards. 

 
3. Develops and implements maintenance programs for the water treatments plants, wells, water 

tower, distribution lines, valves, hydrants and services. 
 
4. Develops and implements maintenance programs for sanitary sewer lines, force mains, and 

lift stations. 
 
5. Directs the maintenance and repair of water meters.  Provides assistance with meter reading 

if necessary. 
 
6. Responsible for preparing and contributing to the development of short and long range 

programs for water and sanitary sewer maintenance and operations.   
 
7. Responsible for the maintenance of city streets and parking facilities. 
 
8. Manages the city’s composting site and composting services. 
 
9. Assists in the preparation of the annual budget and long term capital planning and ensures 

that department expenditures are consistent with the approved budget. 
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10. Provides supervision and technical supervision for department personnel. 

- Develops work schedules for personnel that will most practically and efficiently allow 
work to be completed. 

- Monitors and provides technical direction in the execution of daily assignments to insure 
that the adopted best practices and policies are met, including safety. 

- Evaluates the performance of each employee both formally and informally. 
 
11. Selects, trains, and directs maintenance workers and seasonal workers. 

- Takes action on personnel issues, including discipline, and communicates any personnel 
issues with the City Administrator. 

- Trains or arranges for training for employees, including safety. 
- Corrects, when necessary, unacceptable practices, activities or procedures. 

 
12. Coordinates the procurement of contractual services and equipment specifications. 

- Assists the City Administrator in determining whether a service is most efficiently 
performed by in-house personnel or by contractual forces. 

- Prepares or assists in the preparation of bid documents, job specifications or direct 
procurements of goods, services and equipment. 

- Administers contracts for service to insure compliance with specifications. 
 
13. Maintain technical knowledge of City, State, and Federal codes. 
 
14. Represents the City of Long Lake in a manner that commands respect of public contractors, 

developers and others.  Works closely with community organizations, interested citizens and 
committees relative to planning functions. 

 
15. Keeps the City Administrator informed verbally and in writing of all planning related activity 

in the City. 
 
16. Performs other duties as assigned or apparent. 
 
QUALIFICATION REQUIREMENTS: 
To perform this job successfully, an individual must be able to perform each essential function 
satisfactorily.  The requirements listed below are representative of the knowledge, skill, and/or 
ability required.  Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions. 
 
1. Education and Experience. 

- High school diploma or GED equivalent. 
- Must be at least 18 years of age. 
- 5 years of progressively responsible experience in public works construction, 

maintenance, and repair work. 
- A valid Class “B” driver’s license and class “D” water plant operator’s certificate and 

Class “D” sanitary sewer collection certificate. 
 
2.  Knowledge, Skills and Abilities. 

- Documented working knowledge of practices, methods, techniques, tools and equipment 
used. 
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- Demonstrated analytical capacity to evaluate efficiency and economy of ongoing 

operations and select appropriate techniques for delivering services. 
- Basic computer skills and software knowledge. 
- Excellent verbal and written communication skills. 
- Ability to make effective oral presentations to the City Council. 
- Ability to establish and maintain effective working relationships with City staff and the 

general public. 
 
PHYSICAL DEMANDS 
The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job.  Reasonable 
accommodations might be made to enable individuals with disabilities to perform the essential 
functions. 
 
While performing the duties of this job, the employee is frequently required to talk; hear; sit; 
stand; walk; use hands to finger, handle, or operate objects, tools, or controls; and reach with 
hands and arms.  The employee is occasionally required to stoop, kneel, crouch, or crawl. 
 
The employee must occasionally lift and/or move up to 75 pounds.  Specific vision abilities 
required by this job include close vision, distance vision, and peripheral vision. 
 
WORK ENVIRONMENT 
The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job.  Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions. 
 
While performing the duties of this job, the employee regularly works indoors and outdoors 
year-round in various settings with different noise levels. 
 
EXAMPLES OF PERFORMANCE CRITERIA 
 
- Establishes effective working relationships with others. 
- Carries out assignments and duties under limited supervision. 
- Prepares reports and assembles data as required in an accurate manner. 
- Maintains due regard for the safety and welfare of self and other employees.   
- Receives direction in a businesslike and professional manner. 
- Communicates effectively in orally and in writing. 
 
SELECTION GUIDELINES 
Formal application and resume; review of education and experience; oral interview; background 
check, final selection.  NOTE:  Appointees will be subject to completion of a standard 
probationary period. 
 
The examples of duties are intended only as illustrations of the various types of work 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. 
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The job description does not constitute an employment agreement between the employer and the 
employee and is subject to change by the employer as the needs of the employer and 
requirements of the job change. 
 
 
 


