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________________________________________________ 
 

TOWN OF MEDWAY 

________________________________________________ 
 

DEPARTMENT OF PUBLIC SERVICES DIRECTOR 

(DPW DIRECTOR) 

  
The Town of Medway, population of 13,728 seeks qualified applicants for the Director of the Department 

of Public Services, (DPW Director).  This is an exciting career opportunity. The DPS department consists 

of the Building Maintenance, Parks, Solid Waste, Streets, Vehicle Maintenance, and Water & Sewer 

Divisions.   

  

RESPONSIBILITIES: Under the general direction of the Town Administrator, the Director will design, 

plan, direct, and budget the activities of the DPS including snow operations, as well as overseeing 

department personnel and labor relations. A full job description can be found at townofmedway.org.  

  

MINIMUM QUALIFICATIONS: Bachelor’s Degree in engineering or related field; Master’s Degree 

preferred; 6 to 10 years progressively responsible experience in municipal public works construction, 

maintenance of equipment, and engineering; 10 years in supervisory/management capacity; or an 

equivalent combination of education and experience.  

  

SALARY:  $105,000 - $120,000 per year 

  

CLOSING: January 20, 2017 at 10AM  

  

Please send cover letter and resume to: kbird@townofmedway.org or mail to Human Resource 

Coordinator, Town of Medway, 155 Village Street, Medway, MA 02053  

  

  

  

  

  
The Town of Medway is an AA/EEOC Employer  

http://www.townofmedway.org/
mailto:kbird@townofmedway.org


  

Position Title: Director of Public Works                        Exempt  

  

Statement of Duties  
  

Under the general direction of the Town Administrator, performs management and administrative 

responsibilities to direct the Public Works Department, including municipal buildings (except schools), 

equipment, vehicle maintenance, engineering, highway, solid waste, water and sewer operations, snow and 

ice removal, and parks and tree maintenance. Responsible for planning and controlling operations as well 

as inspections of work. Administer department budgets and enforces all required regulations, including 

safety regulations. Responsible for the planning and execution of major capital projects; available to 

respond to emergencies on a 24 hour basis; performs all other related work as required.  

  

Supervision  
  

Employee manages a major Town Department and works under the administrative direction of the Town 

Administrator in accordance with municipal policies and objectives; Employee establishes short and 

long-range plans and objectives; own performance standards, and assumes direct responsibility for 

department results.  

  

Performs highly responsible work requiring the exercise of considerable independent judgment in the 

planning, direction, and control of the operation and maintenance of public works infrastructure for the 

Town.  

  

Supervises both directly and through subordinates, a department consisting of professional, skilled, and 

unskilled workers, part-time seasonal employees, and contractual employees.  Employees are located at 

various locations and the number of employees supervised will change due to seasonal and emergency 

conditions.  

  

Job Environment  
  

Work is generally performed under typical office conditions; exposure to variable outdoor weather 

conditions and hazards associated with construction sites and various public works projects.  Required to 

work outside normal business hours attending board and committee meetings and in response to 

emergencies.  

  

Employee makes frequent contacts requiring perceptiveness and discretion with other town officials, 

boards and commissions, local, state, and federal agencies, engineers, attorneys, architects, and the public.  

Employee must possess a high degree of diplomacy and judgement and must be able to work effectively 

with and influence all types of persons.  

 

Employee has access to department-oriented confidential information, including personnel records, 

lawsuits, collective bargaining negotiations, and bid proposals.  

 

Administrative decisions could result in lower standards of service, substandard construction and 

inadequate maintenance programs, with consequent danger to public safety; supervisory and financial 

decisions could result in excessive costs for both construction and maintenance programs, and have legal 

repercussions for the town.  

  



Essential Functions  
  

The essential functions or duties listed below are intended only as illustrations of the various types of 

work that may be performed.  The omission of specific statements of duties does not exclude them from 

the position if the work is similar, related, or a logical assignment to the position.  

  

Plans, directs, and administers all aspects of the Department of Public Works, including facility/ 

equipment maintenance, vehicle maintenance, water and sewer systems, engineering services, highway, 

snow and ice removal, parks, trees, and solid waste; formulates, develops, and recommends departmental 

policies, projects, and procedures; confers with division heads concerning ongoing and future projects.  

  

Oversees management of department personnel administration, labor relations, training, staffing, and 

evaluation of employees; administers all division budgets; administers all short and long-term capital 

planning; oversees the maintenance of department records and correspondence.  

  

Oversees the construction and/or maintenance of town roads, sidewalks, bridges, water distribution 

system, drainage, solid waste station, vehicles, parks, and public works equipment.  

  

Reviews all major engineering, design, and construction projects for the department including special 

permits and site plans; provides technical assistance to all other town departments/ committees as required.  

  

Coordinates the preparation and administration of department operating budget and Town Capital 

Improvement Program.  

  

Oversees the planning, design, and operation of storm drainage, water treatment and distribution systems, 

road construction and drainage improvements, winter maintenance, snow removal, public building 

maintenance, equipment maintenance, and various special projects related to public works.  

  

Oversees the competitive bidding process to ensure compliance with applicable state and local 

procurement regulations and policies; reviews bid proposals and interviews prospective contractors and 

consultants; monitors and evaluates contractual services for compliance with specifications and applicable 

conditions.  

  

Prepares applications and documentation for state and federal grants for DPW projects and the purchase of 

capital equipment.  

  

Recommended Minimum Qualifications  
  

Education and Experience  
  

Bachelor's Degree in engineering or related field; Masters Degree preferred; six(6) to ten (10) years 

progressively responsible experience in municipal public works construction, maintenance of equipment, 

and engineering; ten (10) years in a supervisory/management capacity; or an equivalent combination of 

education and experience.  

 

Special Requirements  
  

Valid MA Motor Vehicle Operator’s License  

PE Construction Supervisors License preferred  



Registration as a professional engineer preferred  

 

Knowledge, Ability and Skill  
  

Knowledge:  Comprehensive technical and practical knowledge of the materials, methods and techniques 

relative to public works projects and issues; thorough knowledge of public works financing and 

administration. Thorough knowledge of the materials, methods and techniques relative to road 

construction and maintenance.  Knowledge of snow and ice control techniques and practices.  Detailed 

knowledge of the physical characteristics of the town and its road and drainage systems. Thorough 

working knowledge of public water and sewer treatment, filtration and distribution systems.   General 

knowledge of computer applications in engineering design, drafting, word processing including Microsoft 

suite and access, data collection, and spreadsheets. Knowledge of soils engineering, and knowledge of 

municipal government processes, organization, and law.  General knowledge of environmental 

regulations, contract, and procurement laws.  Working knowledge of the design and effective operation of 

public works-related facilities that includes the maintenance and repair of highway trucks and other public 

works construction and grounds maintenance equipment and related office functions (general 

administration, engineering etc.) in a safe and proper environment.  

  

Ability:  Ability to plan, assign and supervise the work of groups of employees engaged in a variety of 

public works construction and maintenance operations.   

 

Ability to communicate effectively orally and in writing.  Ability to establish and maintain effective and 

harmonious working relationships with staff, town officials and departments, state agencies and the public.  

Ability to establish and maintain effective working relationships and to deal with employees and the 

public tactfully, and effectively in emergency and adverse situations. Ability to prepare and administer 

budgets and to prepare financial reports utilizing applicable hardware and software technology.  

  

Skill:  Excellent management and leadership skills.  Skill in developing policies and procedures to 

accomplish goals and objectives.  Excellent public relations skills.  

  

Physical Requirements  
  

Minimal physical effort generally required in performing duties under typical office conditions.  

Employee is exposed to outdoor weather conditions and the extremes of heat and cold at times. Employee 

is required to access all areas of a construction site often over uneven terrain.  Position requires the ability 

to operate a keyboard and standard office equipment.  The employee is occasionally required to use hands 

to finger, handle, or feel objects, tools, or controls, and reaches with hands and arms and stoop, kneel and 

crouch.  The employee is frequently required to sit, talk, hear, and seldom required to lift up to 30 pounds. 

Equipment operated includes office machines, computers, light, heavy equipment, and light trucks. 

Normal vision requirements.  

  


