Town of West Tisbury, MA

Highway Superintendent
Position Purpose:

The purpose of this position is to perform responsible and complex management, direct supervisory, and technical work in the construction, maintenance and repair projects and programs of the Highway Department. Also serves as Cemetery Superintendent. Advises the Selectboard regarding operations, extraordinary circumstances, and of capital improvement needs.  The Highway Superintendent is responsible for maintaining and improving upon the efficiency and effectiveness of all services and areas under his/her direction and control.  The Highway Department oversees all Cemetery Activities, such as contact for the purchase of cemetery lots which requires a special degree of sensitivity with bereaved families as well as rapport and cooperation with funeral directors.  Additionally the department will oversee the operation and maintenance of the West Tisbury, Lambert’s Cove and the North Tisbury cemetery. Includes the management, scheduling, preparation, and closure of lots for burials and plans the maintenance of the cemetery grounds, headstones, roads, and structures.  Performs all other related work as required.    
Supervision:
Supervision Scope:  Performs duties of a responsible and varied nature requiring independent judgment in the carrying out of projects and work priorities as assigned within department guidelines, as well as the operation and maintenance of a variety of equipment.

Supervision Received:  Works under general direction of the Select Board receiving general instructions regarding department projects and their schedules.  Follows contemporary roadway maintenance best practices.
Supervision Given:  Supervises all personnel assigned to the Highway Department including contractors.  Directs daily activities of personnel through general and specific instructions and established departmental policies and practices.  Sets expectations for and determines the quality of the work performed and results achieved.  May supervise employees in a participatory manner performing laboring duties.
Job Environment:
The majority of work is performed outdoors with exposure to temperature extremes and inclement weather.  Incumbent is subject to the hazards associated with construction sites.  Work environment is very loud.  Administrative work is performed in an office environment.  May be required to work on weekends and may be contacted at any time to respond to important situations and emergencies.

Regularly operates medium-heavy trucks and equipment; loaders, snow plows, tractors, and lawn equipment; utilizes hand/power/pneumatic tools, welding equipment, chippers, chain saws and jackhammer, as well as surveying equipment. Operates standard office equipment such as telephone, computer, copier, and facsimile machine; operates two-way radio.
Interacts frequently with town employees/officials, other town departments, State officials, contractors working for the department, equipment vendors, engineers, and also with the general public.   Communicates in person, by telephone and via standard correspondence.  Contacts are in person, in writing, and by telephone and require discussing complex managerial, administrative and technical matters.
Has access to confidential information such as personnel records and potential litigation.

Errors in judgment may result in time loss and delay, cause damage to buildings and/or equipment, result in serious personal injury and injury to others and have monetary and/or legal repercussions.

Essential Functions:
(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.)

Oversees the day to day operations in the Highway Department and the cemeteries, supervising personnel, scheduling of work and assigning jobs.

Researches, plans and implements the development of departmental performance standards. Develops short and long-range plans for the Highway Department; prepares recommendations and plans for the redesign and reconstruction of the Town infrastructure.

Prepares recommendations and plans for the improvement of highway equipment and facilities.  Plans and develops specifications for equipment needed and arranging purchase of same within the equipment acquisition process.  Develops and administers a preventive maintenance program for the department’s fleet and other associated equipment.  

Reads plans and specifications for roadway layouts, bridges, and culvers; builds or reconstructs roads according to plans and specifications; reviews with engineers more complex roadway projects.  Maintains a current chart and condition inventory of all town roads, descriptions, maintenance history and related records.

Seeks State and Federal grants available to municipal highway departments.  

Develops and coordinates safety programs for all highway personnel.

Administers employee policies, handles employee matters, measures performance, establishes work safety rules and procedures, develops and implements training programs for department personnel. Develops and coordinates the Town’s Drug and Alcohol Testing Policy for CDL drivers. Attends training sessions pertaining to State and Federal highway regulations and procedures.

Maintains professional liaison relationships with other governmental departments including Police, Fire, and School departments.  Acts as the agent to the West Tisbury Planning Board on roadway matters.  Maintains professional relationships with surrounding communities and works cooperatively when it is in the best interest of the Town and public safety.

Supervises snow and ice control operations to include spreading ice treatment; plowing, hiring/directing contractors, and maintaining inventory of sand/salt and/or other treatments.

Maintains and tracks the budget; monitors the inventory, orders supplies, maintains records and prepares warrants and payroll.  Develops and manages an ongoing capital improvement program to maintain and improve the condition of all Town ways, facilities and equipment.
Reviews the work of crews engaged in street, sidewalk, drainage maintenance and repair projects; facilities maintenance; and equipment/vehicle maintenance.  Oversees and participates in the design, construction, maintenance, repair, cleaning, and all essential duties pertaining to roads, bridges, sidewalks, storm drains, catch basins, manholes, and all other public way related structures.
Directs department personnel, service contractors, consulting engineers and others in matters pertaining to, or falling within the auspices of the Highway Department.  Administers departmental personnel matters according to the Town’s personnel plan including the assessment of the work performed by teams and individuals and the efficiency and effectiveness of the work performed in meeting expectations.  Interviews position applicants and makes employment recommendations to the Select Board.

Maintains OSHA certification for department as required.

Assists other Town departments as necessary including but not limited to mowing, light maintenance of town buildings and properties and trash pick-up.

Submits pertinent information for the inclusion on the Town’s website.

Issues driveway permits and inspects related work.

Attends meetings in West Tisbury and throughout the Island as needed.
May be necessary to perform all the functions of other highway department employees as needed.

Performs similar or related duties as required, directed or as situation dictates.

Recommended Minimum Qualifications:
Education, Training and Experience:

Associates Degree or equivalent in the trades required; Bachelor’s Degree in civil engineering or equivalent work experience preferred; five to seven years of experience in highway construction including heavy equipment motor vehicle operation and some field supervision; or any equivalent combination of education, training and experience.

Special Requirements:

Possession of a valid Class B Driver’s License
Possession of a valid Hoisting Engineer license; Class 2A Minimum
Fertilizer Application License

Hydraulics License

OSHA Certification

Knowledge, Ability and Skill:

Knowledge: Thorough knowledge of highway department operations.  Considerable knowledge of the materials, methods and techniques relative to road construction and maintenance.  Knowledge in the construction field.  Thorough knowledge of safety procedures and regulations involving road maintenance and the use of public works equipment.  Knowledge of proper road drainage, and thorough knowledge of contract administration.
Ability:  Ability to participate in and supervise workers operating light and heavy motor equipment.  Ability to supervise highway construction projects from general plans and instructions given and to determine the proper amounts of various materials, tools, and equipment needed.   Ability to make minor repairs and adjustments to equipment operated.  Ability to read engineering plans. Ability to use surveying equipment.  Ability to communicate effectively verbally with supervisors and subordinates.

Skill:  Skill in using a transit to set road elevations and grades. Skill in reading and interpreting blueprints. Skill in the operation of a computer.  Proficient in applications for word processing, spreadsheets, database, internet, financial, and web based systems. Skill in operating above mentioned equipment. Skill in management techniques.  
Physical Requirements:
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 may be made to enable individuals with disabilities to perform the essential functions.  
Regularly lifts and/or moves objects weighing 60 pounds or more such as tools/equipment, supplies and construction objects.  Certain tasks require seldom lifting of highway equipment up to 100 pounds. Accesses all levels of a construction site/building/structure, traverses uneven terrain, climbs a ladder, and enters and exits from vehicles.  Manually operates all tools and vehicle controls.  Climbs, balances, stoops, kneels, crouches, and crawls.  May spend the whole or a large portion of shift walking and standing.  Communicates verbally and in writing.  Vision and hearing at or correctable to normal ranges; ability to distinguish colors.
(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.) 
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