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	VILLAGE OF SWANSEA, IL

	
	POSITION TITLE:   DIRECTOR OF PUBLIC WORKS

	
	DEPARTMENT:
	Public Works Department

	
	REPORTS TO:
	Village Administrator 

	
	STATUS:  
	Full Time, Regular

	
	FLSA STATUS:
	EXEMPT / SALARY

	
	DATE PREPARED:  
	JANUARY 2026

	
	PAY CLASSIFICATION:
	105,000 – 135,000.00 DOQ



JOB SUMMARY 

The Director of Public Works is under the direct supervision of the Village Administrator and oversees the daily operations, personnel, inventory, purchasing, and work associated with the Village’s streets, right-of-way, parks, trails, sanitary sewer lines, and municipal grounds and buildings. The Director directly manages the Public Works Supervisor, Parks Foreman, and Sewer Foreman.   

The work of this position is often performed outdoors, year-round, and in all types of weather situations. This position is also subject to callout twenty-four hours per day, seven days per week. The Director must therefore be willing and able to respond when necessary for such events. Safety is particularly important with this position, and the Director must make every effort to ensure he/she and his/her employees work in a safe and healthy manner, and in compliance with Village safety policies and procedures. 

PRINCIPLE DUTIES AND RESPONSIBILITIES:
Provide general leadership, management, supervision and direction for the Public Works Department, specifically in relation to Streets, Right-Of-Way, Parks, Trails, Sanitary Sewer Mains, and Municipal Grounds and Buildings; Plan, organize, oversee, manage and evaluate the work of the Public Works staff and operations; Assign various tasks and responsibilities to staff; Monitor and direct staff efforts related to completion of assigned tasks and responsibilities; Inspect and evaluate the work being performed, identifying any problem areas and directing remedial action as appropriate; Resolve any routine personnel administrative matters; Provide technical assistance and direction to staff, assisting them in efficiently making use of each work day; Make recommendations in relation to departmental staffing and other departmental management issues. 
Manage and evaluate staff performance; Establish performance goals and individual development plans for direct reports; Regularly monitor performance and provide coaching for performance improvement and development; Recommend compensation related to performance; Subject to management concurrence, take disciplinary action to address performance deficiencies, in accordance with the Village’s personnel rules, policies and handbook; assist with interviewing and hiring new staff. 
Ensure that the Village’s safety programs and goals are implemented and carried out within the Department; Develop and propose new or revised safety procedures and requirements as appropriate; Ensure that assigned staff are trained for emergency situations including confined space retrieval and trench rescue; Maintain all appropriate management for Materials Safety Data Sheets.
Respond to emergency situations as necessary; manages coordination of callouts with Foremen for their staff for snow plowing, sanitary sewer backups, storm damage cleanup, and similar events as appropriate.
Prepare the analysis of, and offer recommendations in relation to, the maintenance, repair and construction of the Village’s streets, right-of-way, wastewater collection system, parks, trails, and buildings and grounds; Assist in the development and implementation of capital development plans related to the above; 
Oversee maintenance, repair and replacement of the Village’s streets, pavement, drainage structures and related infrastructure to help ensure the long-term stability of the Village’s Street system; Direct programs, projects and work efforts to meet that goal. 
Oversee maintenance, repair and replacement of the Village’s sanitary sewer mains to help ensure compliance with federal, state and local requirements and inhibit system backups; Direct programs, projects and work efforts to meet these requirements. 
Oversee maintenance, repair and replacement of the Village’s parks, trails, park facilities, and related infrastructure; Direct programs, projects and work efforts to meet that goal. 
Develop the scope of work for public work projects to be performed by in-house staff; Determine the schedule, equipment, material and personnel requirements for such projects; Oversee and manage such projects to an effective, efficient and economical resolution. 
Oversee public works projects under contract; Monitor the work of such contractors through their on-site supervisors, without assuming control of the means, methods, sequences, techniques of construction, or job site; Answer questions and help resolving any issues or complaints; Observe the work to help ensure contractor conformance with the plans, specifications and contract documents; Participate in bid openings and pre-construction conferences as appropriate; Consult and coordinate with the Village’s consulting engineer; if necessary. 
Oversee vendors who may be hired by the Village for various tasks related to the services provided by the Department, which might include tree maintenance, paving, striping, concrete work, sanitary sewer lining, and storm water licensing management.
Oversee the use, maintenance, care, and operation of the Village’s vehicles and equipment assigned to the Public Works Department; Oversee and coordinate the repair and maintenance of other the Village vehicles assigned to other Departments. 
Develop, implement, and monitor short- and long-term plans, goals and objectives focused on achieving the Department’s mission and assigned priorities; Participate in developing, implementing and evaluating plans, work processes, policies, systems and procedures for continual improvement of the Department and to achieve the Village’s goals, objectives, and work standards. 
Contribute to the development of the department’s annual operating and capital budgets and monitor actual versus budgeted performance during the fiscal year; Code invoices to ensure payment from the proper budget account; Assist with the development, monitoring and year-end analysis of the Village’s Motor Fuel Tax program; Provide clarification to any questions raised during year end audits, as those relate to the revenues and expenditures of the Department. 
Assist in the requisition of supplies, materials, equipment, professional services, and other purchases necessary for the operation of the Department; Secures competitive vendor quotes or bids as required by the Village’s purchasing and contracting polies and procedures. 
When requested to do so, review plans and specifications for those public works projects to be contracted, to help identify any noncompliance with Village codes, standards, and requirements; May also review plans proposed by private developers. 
Coordinate the Department’s work with other public agencies, engineering consultants, developers, residents, business owners, and other customers to identify, define and resolve problems directly related to the Public Works Department; May respond to citizen inquiries, concerns and complaints related to streets, storm water drainage, parks, and sanitary sewer system mains; Attend meetings with other Village departments, staff, and other agencies and organizations as appropriate. 
Prepare, review, and maintain a wide variety of written reports and records, including personnel records, periodic progress reports, accident reports, utility location requests, maintenance requests, and fuel logs. 
Maintain documentation and record files relative to the work performed by the Department; Prepare and provide the Board of Trustees with a monthly operation and maintenance report and attend board meetings as required. 
Serves as the Village representative for the Swimming Pool License issued for the Schranz Park Splash Pad by the Illinois Department of Public Health.
Oversees the Village representative for the Village’s National Pollutant Discharge Elimination System (NPDES) permit issued by the Illinois Environmental Protection Agency, which includes doing compiling data for license and overseeing maintenance of storm sewer drainage system. 
Village representative for the Joint Utility Locating Information for Excavators (JULIE) service, which includes facilitating annual training for all staff. 
While the primary role of the Director is supervisory, this position may at times be able to work as part of the team and may be required to perform other duties as necessary or assigned.

GENERAL QUALIFICATIONS

· Must be at least 21 years of age.
· Must be able to read, write, and have a practical understanding of math and its applications to the position; Must have strong written and verbal communication skills; Must have the ability to learn and accurately and fairly interpret and apply regulations; 
· Must have the ability to accurately read and understand construction drawings, plats and maps; Must have knowledge of proper and acceptable construction practices and be able to observe or inspect the work of contractors to determine compliance with plans, codes, and regulations.
· Must have excellent customer service skills; Must be able to effectively interact and communicate with others, including the general public, Village board, and have the ability to help defuse and resolve resident complaints; Must be able to effectively interact and communicate with contractors and developers to mediate disputes and resolve any issues.  
· Must be able to work independently as well as work with others as a member of a team; Must be able to effectively lead others.
· Must have a working knowledge of computers, MS software, and the use of printers, copier, telephones, and other typical business technology.  
· Must possess effective time management skills.

EDUCATION / EXPERIENCE 

· At a minimum, must have a high school diploma or its equivalent. Preference is for a post high school degree and/or coursework focused in management.
· Must have at least five (5) years’ of progressively responsible experience performing the tasks above while working for a local or state governmental entity; Or the equivalent knowledge, skills and experience from working in the private sector. 
·  Engineering background strongly preferred. 
· Must have at least five (5) years of experience supervising and leading others.

CERTIFICATES, LICENSES, REGISTRATIONS & TRAINING

· Must have a clean driving record and a valid and current Driver’s License issued by the State of Illinois. Class A or B with Airbrakes would be a plus but not required. 

PHYSICAL REQUIREMENTS 

· Must be able to perform the essential physical functions of the position, demonstrated by satisfactory performance on a post-offer, position specific, work sample test, which requires some degree of physical agility, including stooping, bending, walking, climbing, and lifting, all associated with performing the work of the position.  
· Must be able to frequently lift and carry objects weighing fifty (50) pounds; Must be able to occasionally lift or tilt up and move objects such as manhole covers weighing one hundred (100) pounds; May use hand truck or crane hoist to assist where applicable.
· Since much of the work is regularly performed outdoors, year-round, must have the physical health, willingness and ability to work in heat, cold and all kinds of weather conditions. 
· At times, must be willing and able to perform duties within an emergency setting and during stressful situations.
· Must have the physical ability to function effectively in varied terrain, such as hilly, unpaved, and in trenches, as well as the ability to sit, stand, and walk for extended periods of time.
































This description is intended to indicate the kinds of tasks and levels of difficulty that will be required of positions that will be given this title and shall not be construed as declaring what the specific duties and responsibilities of any particular position shall be.  It is not intended to limit or in any way or modify the right of any supervisor to assist, direct and control the work of employees under his/her supervision.  The use of a particular expression or illustration describing the duties shall not be held to exclude other duties not mentioned that are of similar kind or level of difficulty.
Village of Swansea 	1	Director of Public Works 

image1.jpeg
{ne Village of

$\ﬂﬂ"5£ﬂ




