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CITY OF WESTFIELD  
Director of Public Works 

 
 
                                    Non Civil Service 
 
GENERAL STATEMENT OF DUTIES AND RESPONSIBILITIES: 
 
A supervisory, administrative and overall management position responsible for all aspects relating 
to the operations and maintenance of several Public Works divisions including highway, refuse & 
recycling, parks & recreation (including land & natural resources) water and wastewater (including 
sewer & stormwater) systems and staff. In general, the director oversees the physical facilities of 
the community and any services that enable it to function.  
 
SUPERVISION 
 
Performs responsible duties requiring a high degree of individual initiative and independence from 
direct supervision.  Work is performed under the direction of the Water Commission and the Board 
of Public Works, which are the joint appointing authority to a 3-year term. Operating within policy 
guidelines established and documented by the Boards, the Director operates in conformity with 
federal, state and local standards.  The Director is expected to operate within the parameters of 
good judgement, established business practices, City policies and procedures and the law.  
 
Supervises, both directly and through subordinates, all personnel of the Public Works Department. 
 
ILLUSTRATIVE DUTIES AND RESPONSIBILITIES: 
 

The Director is responsible for reviewing the proposals of the public works staff with the ability 
to develop long-term programs that enhance the community. The Director presents plans to the 
appropriate assistant department heads for consideration and then assigns work to the staff once a 
project has been selected. The Director analyzes completed projects against the budget in order to 
track the group's spending and the success of the project.  

Plan, direct and coordinate, through subordinate level supervisory and managerial personnel, the 
Public Works Department work plan including street maintenance and construction, central 
maintenance, engineering, solid waste services, land and natural resources, water, sewer, 
stormwater and wastewater treatment; assign projects and areas of responsibility; review and 
evaluate work methods and procedures; meet with management staff to identify and resolve 
problems; and to provide highly responsible and complex administrative support to the City. 
 
Recommends annual budget and capital improvement plans for Water Commission and Board of 
Public Works approval.  Presents and advocates for Board approved budget during City budget 
process.  Monitors and reviews the revenue levels and expenditures to ensure adherence to budget 
limitations.  Responsible for presenting policy matters to the Board for approval. Attends and  
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participates in all Board meetings unless excused. Acts as liaison between the Department and the 
City of Westfield by attending and contributing to all City department head meetings, City Council 
meetings, or other such meetings as requested to attend. 
 
Responsible for personnel management and supervision.  In conformity with City policies and State 
law, and within authority as granted by the Water Commission and Board of Public Works, recruits, 
interviews, and hires department employees. Consistent with union contracts and relevant City 
policies, schedules and assigns work, monitors work flow and engages in employee disciplinary 
actions.  Performs employee evaluations, reviews, and such other personnel actions as necessary to 
assure safe and effective operations.  
 
Investigate and prepare appropriate reports for all incidents and accidents occurring on 
departmental property.  Report to all appropriate personnel and agencies. 
 
As required to accomplish the above may have to create bid specifications and recommend vendors 
for projects, enlists such professional, consultant, engineering or construction assistance as 
approved by the Commission and Board.  Supervises compliance and assures timely and technically 
adequate performance of contractual requirements. 
 
Where federal and/or state grant assistance is involved, assures the timely application for aid, 
adequacy of documentation of grant agreements and compliance with conditions of grants.  May 
also seek necessary funding from federal and state sources. 
 
Direct the development and implementation of Public Works Department goals, objectives, policies 
and priorities for each assigned service area. Serve as one of the City’s resources for technical 
engineering expertise. Ensures collaboration and alignment with all City departments according to 
need, particularly the engineering department. 
 
ADDITIONAL REQUIREMENTS: 
 
KNOWLEDGE, ABILITY OR OTHER ATTRIBUTES 
 
Knowledge of general business practices and personnel management.  Ability to deal with 
appropriate governmental agencies. General knowledge of administrative and management 
practices and Federal, State, and Municipal regulations. 
 
Must possess knowledge of Federal, State, and local laws relating to Public Works, Water and 
Wastewater Treatment operations including knowledge of administration, supervision, promotion 
and emergency operating procedures. 
 
Familiarity with environmental protection issues as they relate to Public Works, Water and 
Wastewater operations including wild life and vegetation protection as well as water resource 
protection and noise pollution regulations.   
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Ability to deal effectively with state and federal officials and agencies, other city officials, 
employees and the general public; ability to supervise and evaluate the work of subordinates; ability 
to maintain good public relations.  Ability to communicate effectively both orally and in writing.  
Ability to exercise good judgement in adverse situations.  Ability to prepare capital plans and 
annual budgets; ability to plan, organize and direct the preparation of reports, analyze problems and 
formulate recommendations.  Ability to establish and maintain effective working relationships with 
employees, board/committee members, officials and the general public.   
 
Ability to interpret and utilize technical sketches and plans. Familiarity of Geographical 
Information Systems (GIS).  Assess and monitor the City’s infrastructure to provide adequate 
levels of public service both for existing systems/networks and extensions/developments. 
Knowledge of construction techniques involving wastewater plants, water systems, streets and 
roads, drainage systems, flood control and sanitary sewers. 
 
Analyze problems, identify alternative solutions, project consequences of proposed actions and 
implement recommendations in support of goals. Respond to and resolve difficult and sensitive 
citizen inquiries and complaints. 
 
Advanced skills in use of personal computers, basic software programs and internet applications 
will be essential to complete reports and develop budget, and capital improvement plans.   
 
JOB ENVIRONMENT AND PHYSICAL REQUIREMENTS 
 
Most work is generally performed under typical office conditions with frequent tours of city streets, 
parks, watershed areas and wastewater treatment plant, occasional exposure to variable outdoor 
weather conditions and hazards, particularly in emergency situations.  Must work outdoors as 
needed, regardless of weather.  Required to attend evening meetings. 
 
Ability to work in adverse conditions.   
 
Ability to carry out the functions and duties and to work in the environmental conditions required 
of this position as described in the necessary knowledge, ability and skills for dexterity and 
communication.   
 
EXPERIENCE AND EDUCATION:   
 
No less than ten (10) years of supervisory and leadership experience in operations management 
required.  Experience with public works, wastewater or water-related business or enterprise, as 
well as experience with collective bargaining units desired. Five (5) years or more as a 
Department Head, Executive Director or similar public or private experience with an emphasis on 
municipal management desired. A Bachelor’s Degree is required, and in a related field of science 
or engineering is preferred. 
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