
TOWN OF SURFSIDE

OPERATIONS MANAGER

DEPARTMENT: PUBLIC WORKS EXEMPT

GENERAL DESCRIPTION:

Performs a variety of professional administrative and managerial duties in assisting the
Public Works Director and Assistant Public Works Director. Serves as acting Public Works
Director in the absence of the Public Works Director and Assistant Public Works Director.

The position requires coordination and implementation of a variety of public works projects.
Work requires the exercise of discretion in performing daily activities based on a complete
knowledge of administrative policies and procedures and the Town operations.

ESSENTIAL JOB FUNCTIONS:

1. Performs analytical review of operational procedures, recommending appropriate
goals and objectives; implements approved policies and procedures.

2. Provides complete oversight of all Public Works Department operational divisions /
functions which are utilities; sanitation; fleet management; custodial and maintenance.

3. Coordinates work schedules with all division supervisors.
4. Coordinates with all division supervisors, all capital improvement projects to meet the

Departments' fiscal year objectives.
5. Ensures compliance documentation is collected from the field and provides to the

Assistant Public Works Director for regulatory compliance purposes.
6. Assists with Human Resources related matters when requested.
7. Operates equipment as necessary.
8. Provides supplemental support and coordination of staff forvarious projects and scope

of works.
9. Maintains daily records of operations and consolidate in a weekly report to be

submitted to the Assistant Public Works Director on a weekly basis for reporting.
10.Manages various Town contractors and provides direction as needed.
11. On-call for off hours emergency needs.
12. May function in anyemergency management role orcapacity in the Incident Command

System (ICS) to include, Logistics, Operations and Planning.
13. Performs other duties as assigned.

(These essential job functions are not to be construed as a complete statement of all duties
performed. Employees will be required to perform otherjob-related marginal dutiesas required.)






