
ASSISTANT TO THE SUPERINTENDENT OF PUBLIC WORKS 
 
 
DISTINGUISHING FEATURES OF THE CLASS:  Under direct supervision, an incumbent of this 
position is responsible for supporting and assisting the Superintendent of Public Works in planning 
and overseeing the activities of a public works department. Supervision may be exercised over 
clerical staff, with some oversight responsibility over personnel engaged in street maintenance, 
refuse collection, park maintenance and other activities assigned to a Public Works Department. 
Does related work as required. 
 
 
EXAMPLES OF WORK:  (Illustrative Only)   
  
Assists the Superintendent of Public Works  in assigning and scheduling the work of department 
staff including maintenance, construction and/or repair to streets, parks, sanitary and storm 
drainage infrastructure, municipal buildings, snow removal, refuse collections, and the use and 
care of the equipment used in these and other public works activities; 
 
As directed by Superintendent of Public Works, monitors, supervises and oversees the work of 
department staff and recommends change orders and corrections as needed; 
 
May provide recommendations and assist in the development of operating procedures;  
  
Receives and investigates complaints regarding services and facilities and makes 
recommendations for corrective action: 
 
Receives and reviews purchase order requests, maintains inventory and supplies for the units 
under their oversight; 
 
Assists the Superintendent of Public Works in providing figures, estimates and proposals in 
preparation and administration of the operating and capital budgets for the department;  
 
Prepares communications for the public regarding service changes or interruptions; 
 
Assists the Superintendent of Public Works with the preparation of bid specifications, contract 
documents and cost estimates for public works activities;  
 
Prepares various reports on public works activities as requested by and for use of the 
Superintendent of Public Works; 
 
Uses computer applications such as spreadsheets, word processing, e-mail, calendar and 
database software in the performance of work assignments. 
 
REQUIRED KNOWLEDGE, SKILLS, ABILITIES AND ATTRIBUTES:  Good knowledge of the 
practices, tools, equipment and terminology used in maintenance and repair of streets, parks, 
sewers and municipal structures; good knowledge of the use of automotive equipment used in a 
public works department; basic knowledge of the principles underlying the administration of a 
municipal department of public works; ability to plan layout and supervise the work of others; 
ability to use computer applications such as spreadsheets, word processing, e-mail and database 
software; ability to read, write, understand and communicate in English sufficiently to perform the 
essential functions of the position; administrative ability; initiative; resourcefulness; tact; courtesy; 
physical condition commensurate with the duties of the position.  
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MINIMUM ACCEPTABLE TRAINING AND EXPERIENCE:  Graduation from high school or 
possession of a high school equivalency diploma and either:  (a) 5 (five) years of experience in 
public works administration, construction and/or maintenance work, or (b) an Associate’s Degree* 
in Civil Technology, Mechanical Technology or a closely related field and two (2) years of 
experience as stated in (a), or (c) a Bachelor’s Degree* in Civil Engineering, Architecture or a 
closely related field.  
 
*SPECIAL NOTE:  Education beyond the secondary level must have been awarded by a college 
or university accredited by a regional, national, or specialized agency recognized as an 
accrediting agency by the U.S. Department of Education/U.S. Secretary of Education. 
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