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Effective Date:  January 1, 2024 
 
 
Description of Work 
 
General Statement of Duties:  Performs supervisory and skilled maintenance work 
involving the operations of the Public Works Department including street, water, storm 
sewer, wastewater, park and zoning operations; attends Council meetings; and 
performs related duties as required. 
 
Supervision Received:  Works under the general and technical direction of the mayor. 
 
Supervision Exercised:  Exercises general and technical supervision over department 
staff. 
 
FLSA Status:  Non-exempt 
 
 
Essential Functions 

1. Plans, organizes, directs, and coordinates the operations of the Public Works 
Department. 

2. Supervises public works staff in the performance of their duties. 
3. Responds to citizen concerns and complaints; resolves issues in a timely 

manner. 
4. Represents the City with state and county officials in matters related to public 

works under the scope of the Public Works Superintendent job description.  
5. Maintains a record-keeping system of valve locations, water and sewer pipe 

location, etc. 
6. Monitors operations to ensure compliance with applicable laws, regulations, 

rules, and policy. 
7. Purchases parts, equipment, and supplies and obtains approval for purchases 

not to exceed $2,000. 
8. Assists in writing and editing ordinances. 
9. Provides input to Clerk Treasurer for budget preparation; assist in monitoring the 

budget during the year. 
10. Prepares project proposals for council including detailed estimations of costs. 
11. Oversees and performs street department work. 
12. Develops a preventive maintenance plan for city vehicles and equipment and 

ensures it is followed; performs minor to major repair of equipment and motors; 
redesigns and builds equipment for the city. 

13. Oversees policies, procedures, and practices to ensure safety and efficiency in 
work environment. 

14. Oversees and performs maintenance, repairs and cleaning sewer lines; checks 
for easements across properties; and records easement records at courthouse. 

15. Oversees or performs cleaning and maintenance of parks and beach. 
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16. Monitors the discharge of ponds; collects water samples, performs tests, 
prepares monthly reports, and sends reports and samples to state agencies; 
adjusts operations as appropriate. 

17. Coordinates water pumping and water selling levels; inspects systems to prevent 
leaks; repairs anti-backflow devices. 

18. Oversees and reads water meters and records information; checks meters and 
gauges, pumps, and control panels to verify correct operation of equipment. 

19. Oversees and performs maintenance of the fire hydrants. 
20. Oversees and mows grass on city-owned land; fertilizes; plants and removes 

trees as needed; inspects trees for disease; trims trees and shrubs. 
21. Oversees, performs and records repairs to pumps and lift stations. 
22. Checks and records chlorine and fluoride readings daily; oversees the wells, 

filter, water tower and distribution system operations; adjusts automated controls 
on water/wastewater systems. 

23. Oversees and paints city and park buildings and equipment. 
24. Performs miscellaneous welding, carpentry, and plumbing work as needed. 
25. Oversees the work and recommends the hiring of contractors for public work 

project.   
26. Maintains and updates equipment records 
27. Works with residents and city council on building and zoning issues. 
28. Submit Monthly Public Works reports for inclusion in the City Council packet.  
29. Participates in committees as assigned. 
30. On call every other weekend. 
31. All other duties as assigned. 

 
 
Knowledge, Skills, and Abilities 
 

1. Knowledge of the safe use of department equipment. 
2. Knowledge of tools, methods, operations, and materials used in general 

maintenance of public works. 
3. Knowledge of water and wastewater testing and treatment. 
4. Knowledge of the occupational hazards and safety precautions necessary to 

perform manual and maintenance work with the street, water, and sewer 
systems. 

5. Considerable knowledge of Minnesota Pollution Control Agency, Minnesota 
Health Department, MnDot, and DNR requirements. 

6. Considerable knowledge of city ordinances as they pertain to the department. 
7. Working knowledge of traffic laws as they pertain to operating autos, trucks or 

heavy equipment on streets. 
8. Working skill in building and vehicle maintenance, welding, and painting. 
9. Ability to communicate tactfully and effectively with the general public, regulatory 

agencies, elected officials, and City staff. 
10. Ability to perform street construction, maintenance and repair.  
11. Ability to work independently and to prioritize work. 
12. Working ability to organize, plan and direct work of others. 
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13. Working ability to lift and carry heavy objects, crawl, stand, bend, reach, climb 
ladders, and manipulate tools and objects requiring manual dexterity. 

14. Working ability to read meters and gauges, be able to detect when problems are 
occurring, and respond appropriately. 

 
 
Minimum Qualifications 
 

1. Valid Minnesota Class B Driver’s license or equivalent out-of-state driver’s 
license with air brake endorsement.   

2. Must possess and maintain a Class C Water and Class D Wastewater license.   
3. Must have three years of maintenance experience in public works including 

water, sewer, and street operations or have two years street maintenance 
experience and have completed vocational/technical schooling in water and 
wastewater field.   

4. Must have continuing education for recertification-water and sewer license.   
5. Attends meetings as requested - construction, DNR, safety and loss, MDH, 

county League of Cities.  
 
 
The job description does not constitute an employment agreement between the 
employer and employee and is subject to change by the employer as the needs of the 
city and requirements of the job change. 
 
The City of Alden is an Equal Opportunity Employer in compliance with the Americans 
with Disabilities Act.  It will provide reasonable accommodations to qualified individuals 
with disabilities and encourages both prospective and current employees to discuss 
potential accommodations with the employer.  
 
 
Employee Signature: ___________________________________________________ 
 
 
Date: __________________________ 
 


