
 
Assistant Director  

Position #:  350 
Work Location:  Public Works 
Reports to:  Director  
Rate of Pay:  $55,000 - $62,000/year 
Full Time, Exempt Position.  

 
City Conformance Statement: 
In the performance of the below respective tasks and duties all employees are expected to conform to the following: 

 Perform quality work within deadlines with or without direct supervision 

 Interact professionally with other employees, customers and suppliers 

 Work effectively as a team contributor on all assignments 

 Work independently while understanding the necessity for communication and coordinating work efforts with 
other employees and customers.  

General Job Description: 
Provides supervision for all departments within the Public Works, such as water, sewer, streets and drainage.  This is a 
responsible position that involves solving problems at the office and the field. This position includes, and is not limited 
to, dealing with employees as well as dealing with the public.  Organizational skills are very important.  Must be able to 
communicate with the administration as well as other departments and the public.  

 
Essential Functions:  

 Perform duties as operation manager for the Public Works department 
 Circulate from job to job and department-to department solving problems or offering suggestions and advise 

for efficiency 
 Communicate the need for materials and supplies of all crews in Public Works 

 Approve and verifies overtime hours of department employees 

 Organize day-to-day operations in conjunction with the director and communicates  such to the employees 

 Assist with applicable departments to accurately complete sewer and water determinations 

 Serve as a liaison to the citizens in a public relations atmosphere 

 In the Director’s absence this position would assume some responsibilities of the Director 

 Performs duties needed in overtime emergencies regarding street, drainage, water & sewer 

 Required to remain onsite during all emergency situations to ensure vital City services are maintained 

 Responsible for obtaining purchase orders for all necessary items 

 
 
 
 
 



 
 
Job Qualifications: 

 College graduate preferred and a minimum of high school diploma 

 Must have experience in supervision (minimum of 2 – 5 years)of employees and delegation of duties 

 Must have strong verbal, written, analytical, and persuasive skills and the ability to interact effectively with all 
levels of employees, management, and the public 

 Must be highly organized 

 Must have experience (minimum of 2 years) in public works, construction, or engineering 

 Must possess a valid Louisiana driver’s license 
 
Physical Demands:  

 Ability to sit at desk for at least two (2) hours at a time  

 Ability to watch computer screen at least two (2) hours at a time 

 Ability to operate a computer and calculator 

 Ability to communicate over the telephone 

 Ability to lift, hold and carry approximately 20 lbs. 

 Ability to reach overhead, forward and downward  

 Ability to step up and down steps and/or ladder  

 Ability to access construction sites for all department operations 

 Ability to sit and/or ride in a vehicle for two (2) continuous hours  

 Ability to communicate verbally 
 
 
This job description does not necessarily cover every task or duty that might be assigned. Employees may be assigned 
additional responsibilities as necessary.  
 
This position will remain open until August 14, 2020. 
 

 


