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POSITION DESCRIPTION 
 

Title Director of Public Works  Type Management, Exempt 

Department Public Works Union Non-Union 

Date January 25, 2019 Location 25 

 
General Purpose 

 Plans and directs the maintenance and repair of Borough Public Works; supervises activities of the street, 
water system, water treatment, sewer system, sewage treatment, storm drainage, maintenance shop, recycling 
center, levee, parks and building maintenance activities of the Public Works Department. Provides expert 
professional assistance to the Borough manager in areas of expertise, including engineering, municipal water, 
wastewater collection, and street and land- scape maintenance. Directs the activities of all Borough employees 
of the Public Works Department engaged in the operation, maintenance and repair of Borough facilities. The 
position will provide status updates as needed to the Borough Council, Borough Manager and Borough Office, and 
other duties as assigned.  This position will also act on behalf of the Borough Manager in his/her absence. 

 
 

Reporting Structure 
Reports directly to the Borough Manager and will work under the general supervision of the Borough Manager. 

   
 

Essential Duties and Responsibilities 
The 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 class 

 

1. Plans, organizes, controls, integrates and evaluates the work of the Public Works Department; develops, 

implements and monitors long-term plans, goals and objectives focused on achieving the Borough’s 

mission and Council priorities; directs the development of and monitors performance against the annual 

department budget; manages and directs the development, implementation and evaluation of plans, 

policies, systems and procedures to achieve annual goals, objectives, work and safety standards. 

2. Plans, organizes, directs and evaluates the performance of assigned staff; establishes performance 

requirements and personal development targets; regularly monitors performance and provides coaching 

for performance improvement and development; makes decisions on compensation to recognize 

performance; takes disciplinary action, up to and including recommendation of termination, to address 

performance deficiencies, in accordance with the Borough’s personnel rules and policies. 

3. Provides leadership and works with department staff to develop and retain highly competent, customer 

service-oriented staff through selection, compensation, training and day-to-day management practices 

which support the Borough’s mission and values. 

4. Integrates and directs the efforts and results of department heads, supervisors and staff engaged in the 

maintenance and repair of the Borough’s public works, recycling, water distribution and wastewater 

collection system infrastructure. 

5. Integrates and directs the efforts and results of department heads, supervisors and staff engaged in the 

day to day operation of the Borough’s public works, Recycling center, water treatment plant, water 

distribution, waste water treatment plant and wastewater collection system infrastructure. 

6. Advises the Borough Council, Borough Manager, citizen groups, individuals, contractors and others on 

departmental issues; assembles necessary resources to solve a broad range of programmatic and service 

delivery problems in the delivery of public works and utilities services; assists in the preparation of new 

Borough ordinances and the revision of existing ordinances. 

7. Coordinates, reviews and approves the work of the Borough’s contract Borough Engineer and a wide 
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variety of independent service providers, including traffic engineers, rubbish collectors, public works 
maintenance and construction contractors, public utilities maintenance and construction contractors; 
landscape architects and landscaping contractors, tree maintenance contractors and others. 

8. Monitors developments related to public works and utilities matters, evaluates their impact on Borough 

operations, and implements policy and procedure improvements. 

9. Represents the Borough in negotiations with other agencies, utilities, groups and individuals on a wide 

variety of issues pertaining to public works and public utilities. 

10. Develops specifications and bid documents for a variety of public works and public utilities-related designs, 

construction and maintenance projects; recommends contract awards, negotiates contract provisions and 

coordinates, reviews and approves contractor’s performance. 

11. Reviews and advises on development plans and permits for work in Borough rights-of-way. 
12. Oversees the safety of assigned Departments by instructing Department Heads in proper safety procedures 

and monitoring work in progress. 
13. Maintains various administrative reports and systems to include data input for infrastructure software, CDL 

regulations, PA One Call system, etc. 
14. Acts as Borough Manager in the absence of the Public Works Director. 
15. Performs all other duties as required by Borough Council or the Borough Manager. 

 
 

Required Minimum Qualifications, Certifications and Abilities 
1. Pennsylvania registration as a Professional Engineer. 
2. High School Diploma or equivalent required. 
3. Possess a valid Commercial Driver’s License (Class B with air brakes) or the ability to obtain within one (1) 

year of hire date. 
4. Theory, principles, practices and techniques of public works, traffic engineering, municipal water and 

sewers engineering, and public works and utilities maintenance functions; applicable federal, state and 
local law, codes and regulations governing the administration of public works and public utilities functions 
and activities. 

5. Principles and practices of public administration, including budgeting, purchasing and the maintenance of 

public records; organization and functions of an elected Borough Council; the Borough’s personnel rules 

and policies; principles and practices of management and supervision. 

6. Ability to plan, direct and integrate broad, comprehensive public works and utilities programs and activities. 
7. Ability to analyze complex engineering and maintenance issues and problems, evaluate alternative 

solutions and develop sound conclusions, recommendations and courses of action. 
8. Ability to present proposals and recommendations clearly and logically in public meetings. 
9. Ability to understand, interpret, explain and apply local, state and federal law and regulations governing 

public works and utilities services. 
10. Ability to evaluate management practices and adopt effective courses of action; develop clear, concise 

and comprehensive technical reports, correspondence and other written materials. 

11. Ability to exercise sound, expert independent judgment within general policy guidelines; establish and 

maintain effective working relationships with the Borough Council, officials, other governmental and 

regulatory officials, staff, private and community organizations, developers, contractors and others 

encountered in the course of work. 

12. Possess a valid Commercial Driver’s License (Class B with air brakes) or the ability to obtain within one (1) 
year of hire date. 

13. Knowledge of and working with various computer software applications to include Microsoft Office software, 
Internet Explorer, email management, and telecommunications. 

14. Minimum of 25 words per minute typing skills 
 
 

Preferred Knowledge, Skills and Abilities 
1. Possess valid PA DEP Waste Water License; or the ability to obtain PA DEP Waste Water Collections 

License within 5 years. 
2. Possess valid PA DEP Water Treatment License; or the ability to obtain PA DEP Water Treatment License 

within 5 years. 
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3. Possess valid PA DEP Water Distribution License; or the ability to obtain PA DEP Water Distribution License 
within 3 years. 

4. Possess valid PA DEP Waste Water Collections License; or the ability to obtain PA DEP Waste Water 
Collections License within 3 years. 

5. Possess a valid Penn DOT Flagger certification 
6. Experience in the use and operation of medium and heavy equipment and machinery. 

 
 
Training and Experience 

A typical way of obtaining the knowledge, skills, and abilities outlined above is graduation from a four-year 

college or university with major course work in civil engineering and ten years of progressively responsible civil 

engineering and public works or utilities experience, at least six of which were at a management and 

supervisory level; or an equivalent combination of training and experience. 

 
 
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 may be made to enable individuals with 
disabilities to perform the essential functions. 
 
1. While performing the duties of this job, the employee is regularly required to sit; talk and hear, both in 

person and by telephone; use hands to finger, handle, feel or operate standard office equipment; and reach 
with hands and arms. The employee is frequently required to stand and walk. The employee will also on a 
daily basis will be working outside for varied periods of time up to and including an entire work period. This 
includes working in all types of weather climates inclusive of extreme heat, humidity, cold, wind, and precipitous 
weather conditions. 

2. Specific vision abilities required by this job include close vision, color vision and the ability to adjust focus. 

3. The employee will be required to and must occasionally lift and/or move up to 80 pounds and occasionally lift 
and/or move objects greater than this with help. 

 

 

Work Schedule and 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. 

 
1. Specific vision abilities required by this job include close vision, color vision and the ability to adjust focus. 

2. While performing the duties of this class, the incumbent is regularly required to use written and oral 

communication skills; observe and interpret situations; read and interpret data, information and documents; 

analyze and solve complex problems; use math and mathematical reasoning; perform highly detailed work 

under changing, intensive deadlines, on multiple concurrent tasks; work with constant interruptions; and 

interact with officials and the public 

3. While performing the duties of this job, the employee on a daily basis will be working outside for varied periods 
of time up to and including an entire work period. This includes working in all types of weather climates inclusive 
of extreme heat, humidity, cold, wind, and precipitous weather conditions. 

4. Will be required from time to time to work nights and weekends. 

5. The employee occasionally works near moving mechanical parts and is occasionally exposed to wet and/or 
humid conditions and equipment vibrations. 

6. The employee will occasionally work at a high elevation. 
7. There is the potential for exposure to fumes, exhaust, airborne particles, toxic and/or caustic chemicals while 

performing certain job functions. 
8. The potential for the risk of electrical shock may also be evident. 
9. The noise level in the work environment is usually loud in field settings, and can moderately quiet in office 

settings. 
10. This is a drug free work environment. Drug and alcohol testing is administered in accordance with the 



- 4 -  

Borough of East Stroudsburg Personnel Manual. 

 
 
SELECTION GUIDELINES: 
Borough application required; rating of education, certifications, and experience; oral interview, job- related 
tests.  

 
 
PROBATIONARY PERIOD: 
Employees must complete twelve (12) months of probation at a satisfactory level prior to gaining permanent 
status. 

 
 

Pre-Employment Conditions 
1. Prior to employment, an applicant selected for this position must satisfactorily complete a drug and/or alcohol 

screening test and physical examination to determine if an applicant is physically capable of meeting the 
essential functions of the job. 

2. Background and prior employment verification will be performed on the applicant selected for this 
position. 
 
 

This job description is not intended to be all-inclusive. An employee may also perform other reasonable 
related business duties as assigned by Borough Council or the Borough Manager. This position is an 
at-will Exempt Management position. The position is salaried and no additional compensation is 
authorized for overtime. 

 


