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	             Assistant Director of Public Works
                              Job Description



The Assistant Director of Public Works is a supervisory and administrative position that also performs physical labor as needed. This role assists the Director of Public Works in managing daily departmental operations including roadway, stormwater, traffic signal & street light operation/maintenance, vehicle and equipment fleet maintenance, parks and recreation facilities, open space, and trail maintenance. The Assistant Director works with department leadership in managing maintenance and projects, coordinates with engineers and contractors, supports departmental budgeting and program planning, and responds to emergencies as required.  This position works under the direct supervision of the Director of Public Works and collaborates regularly with the Township Manager.

Essential Duties and Responsibilities

Daily Operations
· Assist in planning, directing, and coordinating the activities of Public Works team engaged in Township operations and maintenance.
· Work with crews in the field as needed, including participation in maintenance, repairs, and operational assignments.
· Train, supervise, and support department personnel; assist with scheduling work assignments and addressing operational or personnel issues as needed.
· Oversee maintenance and upkeep of Township facilities, grounds, parks, recreation amenities, open space, trails, traffic signals, and streetlights.
· Manages the department’s employee performance enhancement and development program.

Roadway, Stormwater & Compliance Programs
· Assist with the annual road maintenance and stormwater facilities maintenance/improvement programs, including coordination, scheduling, and contractor oversight as assigned.
· Manage the Township’s MS4 (Municipal Separate Storm Sewer System) Program, coordinating annual compliance activities with consulting engineers, ensuring required documentation, and reporting are completed.
· Manage Pennsylvania One Call response obligations, including coordination and documentation of locate requests and field responses.

Snow and Ice Operations & Emergency Response
· Participate in Township snow removal and anti-icing/deicing operations when conditions warrant.
· Share supervisory responsibilities with the Director during snow/ice events when assigned, including pre-event planning, team dispatch, operational oversight, and post-event follow-up.

Planning, Capital Projects & Continuous Improvement
· Research new practices, equipment, and procedures; evaluate feasibility and recommend improvements to enhance efficiency, safety, and service levels.
· Support long-range capital initiatives and Township improvement projects, including major facility projects (e.g., a new Public Works Building), as assigned.
· Works with the Director of Public Works to advise the Township Manager and Board of Supervisors on future public improvements and project cost estimates.
Budget, Purchasing & Inventory
· Assist with preparation and administration of the departmental budget, including review of financial records, development of budget proposals, and budget revisions.
· Manage or support purchasing of equipment, fixtures, materials, and supplies; research vendors/contractors (including COSTARS participation where applicable) and assist with bid recommendations and approvals.
· Maintain inventory records for equipment, fixtures, materials, and supplies; support fleet/equipment replacement planning.
· Assist with bid specifications and managing public bidding process for Township contracts.

Communication & Public Interface
· Prepare or assist with reports, correspondence, memoranda, and informational materials for Supervisors, Manager, outside agencies, and residents in coordination with Township administration.
· Serve as a liaison with community representatives and assist with responding to resident inquiries related to public works services and projects.
· Attend meetings, seminars, and conferences, including occasional evenings and weekends.

Job Standards and Required Skills
· On-call availability for emergencies and operational needs, including after-hours response and crew dispatch. (This is a Salary position, not eligible for overtime)
· Working knowledge of Microsoft Office (Word, Excel, Access, Outlook).
· Working knowledge of GIS platforms and tools (e.g., TRAISR, ArcGIS Online or similar).
· Ability to communicate effectively with staff, contractors, engineers, Township leadership, and the public; ability to prepare clear written documentation and operational reports.
· Knowledge of roadway maintenance practices, fleet/equipment operations, facility maintenance, and safe work practices.

Physical Requirements
This position includes physical work demands in field environments. The employee must be able to:
· Stand, walk, bend, crouch, kneel, and crawl as required.
· Safely operate hand tools and operate vehicle/equipment controls.
· Lift and carry up to eighty pounds; push/pull up to forty pounds; reach at various levels occasionally.
· Work outdoors in all weather conditions, including during snow/ice events and emergencies.

Qualifications

Education
· Bachelor’s degree in civil engineering, construction management, or related field preferred, or an equivalent combination of education and experience.
Experience
· Minimum five (5) years of progressively responsible experience in public works, construction, or related fields, including experience with drainage, concrete, paving, and building construction.
Licenses
· Valid Pennsylvania Driver’s License required (Class II as applicable). CDL is a bonus.

Compensation & Benefits

· Competitive salary commensurate with experience and qualifications.
· Comprehensive benefits package in accordance with Township policy.
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