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TOWN OF SURFSIDE

PUBLIC WORKS DIRECTOR

DEPARTMENT: PUBLIC WORKS EXEMPT

GENERAL DESCRIPTION:

Performs a variety of complex professional and administrative work in a typical office
setting and in the field, in developing, coordinating, organizing, overseeing, managing,
planning and supervising all activities of the Public Works Department including facilities
maintenance, refuse collection, vehicle maintenance, streets, storm water, drainage,
recycling and utilities. Requires compliance with state and federal regulations as they
apply to Public Works and the Town of Surfside. Work is performed under the
administrative direction of the Town Manager.

ESSENTIAL JOB FUNCTIONS:

1. Plans, organizes, directs and administers all activities of the Public Works
Department including, but not limited to, personnel, general departmental
operations, records management and contract administration.

2. Responsible for the Town's maintenance program.
3. Develops plans and projects for the Public Works Department such as: short- and

long-range goals; capital improvements as well as maintenance update
scheduling.

4. Formulates and directs work within the Department for all staff. Appraises
conditions of work within the Department and takes necessary steps to improve
operations.

5. Follows Town, OSHA, and public safety guidelines and protocols. Ensures safety
of work environment.

6. Makes out work schedules and prepares payroll. Supervises work in progress.
7. Analyzes the department budget and makes appropriate adjustments. Supervises

the control and expenditure ofdepartmental appropriations. Formulates budget
recommendations for future budgets.

8. Coordinates and evaluates work done for the Town by outside vendors and
consultants for matters related to the Public Works Department.

9. Inspects work performed by Public Works' personnel, consultants, and contractors.
10. Directs the placement, training, promotions, discipline and evaluations activities of

all Public Works employees.
11. Prepares specifications for bid work and selection.
12. Responds to citizens complaints regarding Public Work matters.






