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Human Resource Use Only

i Position Number:
Job Desctription Step/Grade - M

Effective Date: 03/2014

POSITION IDENTIFICATION

Position Title: Operations Division Manager (Parks-Cemetery—Bridses-tleetrieinn)
Division: Department of Public Infrastructure
Status: Full-Time, Exempt

Normal Workweek:  -Monday — Friday, subject to call-in_24/7

SUPERVISORY RELATIONSHIPS

Reports to: Director of Public Infrastructure

Directly Supervises:  This posmon is reSponSIble for the direct supervision e+oit-Bridee

SE leetrietan, Streets and Sanitation erews. Cemetery staff,

Parks staff and seasonal staff for all disiensarcas listed. Also the
indirect supervision of the f-leetMechaniesFransit- MeehaniesFransit-
Operators—Zea-Stefand-Operations office staffand-Streets-and-
safitation-erews,

POSITION PURPOSE

This position is responsible for administrative duties in managing, planning and directing the
activities of all streets and sanitation crews. cemetery, parks, and forestry. _The major process
areas include citv snow andice control. seasonal miaintenance of all street systems. parks
maintenance and operations:city depariment and parks refuse collection. special event delivery
and setup, cu\' grass cutimn urban forc-u ..and centetery operations and maintenance -and-Hf-
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1z sanar nI
b s— _City gravel pit operations, and security. (—(\N dinatesand plans
Hﬂrﬂlﬁ}%tﬁwwéﬂr*ﬁ—hﬁd%{-ﬁé—di\ tstonsavith l1lm*ﬂ{*l}mhlmmﬂmd Grrotnds Manager—
Coordinates and plans work with other division managers. Eeordis T R
performed-by-privatecentrasters—Responsible for afterhewss ui‘{cr-hours incidents for all of the
Department of Public Infrastructures Operations, including those not listed here. Performs
supervisory work involving the use of decisive judgment and planning-s5it+. This position
works under the general direction of the Director of Public Infrastructure and is expected to carry
out most duties of this position independently.
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ESSENTIAL DUTIES
T—BLERGEHNG
o Assists Business Manager in preparing the divisional budget and is accountable for
the same

Operations GeTFeam-teaderDivision Manaoar-Rarks-Cemator-Biidass-Elasisisian
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Assists the Director and recommends 5-year plan capital improvement needs for
the listed divisions
Formulates rental rates for parks equipment

—HRespensible-for-departy

@]

Determines work schedules, sets standards, rules, regulations and policies for this
division

Studies and analyzes the effectiveness of the departments services

Recommends and advises in the acquisition, planning, design, construction and
maintenance of seerestierandparkall operations facilities.

Creates and tracks measurements for organization efficiency

Maintains training levels per CVMIC recommendations and all safety checks
required by CVMIC

recraiiraceordancewithtederslsiateund
foe %Hﬂ%nh‘&—*‘tiidthﬁch .ii%&ﬂeu&maeq&&nd—pe%%ﬁ—kreld—m%e&{he%t%
crews-for-the-division

Coordinates RFP preparations for division purchases and projects

e—Developsten fﬂ—h'{i}::i}I}“-iHIH‘H—}%@«—I—H—;’H—GH—I%HW:%???—I—%H&H%#%WF%&%MtHd

mprove-workinerelationshipsamengstaty

=—Respensibletor-on- m!!%—hmﬂ%—%m%ﬂseﬁm.mefﬂ—m-}lﬁl%

o
o

Fnfrastrietire-ascheddedfequired

Creates and presents periodic reports to the Director of Public Infrastructure
Develops collaboration with outside organlzatlons to promote optimization of
infrastructurepssk work

o—Collaborate-with-Engineerine Departinenton-Division-speeial-projeets

@]

o

Knowledge of operational hazards, safety, and liability. Including consulting with
the City Attorney any liability issues of the division.

Monitors city ordinances for viability and proper application. Suggests changes as
needed to the city council.

F—DPIVISION-OPERATIONAE-MANAGEMENT

@)

(@]
O
o

o

Schedules all pertinent training for division employees

Authorizes and schedules employee leaves and vacations

Checks and approves time sheets

Oversees and issucs job and equipment assignments for all employees in this
division_ ineluding inspecting work upon completion

Instructs and trains (or schedules training for) employees in proper work techniques
and procedures in the operation and maintenance of equipment
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Maintains complete and accurate records of department activities, personnel,
services and property

Plans, schedules, and supervises equipment changeover for seasonal work
Orders-matesials-and-supphesResponsible for the computer software programs used
to administer Cemetery and Fn:\_qlr\' operations. maintenance and operation of all
Lift Stations and sanitary sewers. as well as snow and ice control and weather
software related to the office and equipment.

Operations Ss-TFeam-LeadesDivision Manaver-Parks-Cemetery-BriagesElostrieian
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o Responsible for on-call/after-hours duty, 24/7, for the Department of Public
Infrastructure as scheduled/required

o Oversees inspection of equipment used in operations maintenance

o Enforces city ordinances

o Responds to suggestions/requests/complaints from staff and citizens and takes or
recommends suitable action

o Interviews, hires and trains full-time and seasonal employees

o Handles employee conflicts, evaluates staff performance and recommends
promotion, transfer, discipline or discharge

—Ovepeesserivestdhabiinhns Clne i bridees

o Directs the operation of the City gravel pit

o Plans, coordinates and supervises the operation and maintenance of parks,
cemetery, forestry, boulevards and special facilities such as athletic fields and
playgrounds

o Inspects daily work assignments upon completion

o Coordinates and works closely with the Zoo/Recreation Feas-beaderDivision
Managcer in assuring maximum use of recreation facilities

o Instructs emplovees in correct work methods and procedures for patchine. building
and maintenance of streets and parking lots. grading. concrete work. sewer repairs
and cleaning maintenance.

o Schedules and supervises all snow and ice control operations for the citv, arrange
and schedule all private hires

o Oversees sewer maintenance. lift station maintenance. and SCADA radio systems
for lift stations

@ _Oversees inspection of streets for needed maintenance and repairs

O Oversees inspection of private contractors working in the City right of way for
compliance with federal. state. or local regulations

o+ Orders materials and supplies needed for operations pubhewerks-maintenance.
repair and construction

o Schedules and directs vard waste and brush collection operations

o Oversees dust control of gravel streets

o Oversees all traffic control aspects for the BepastmentOperations Division
o Responsible for preparing for. arranging all traffic control. and overseeing

community special events

o Creates and maintains routes for all City street cleaning and snow and ice control
operations

o Oversees street painting activities and the repair. replacement. or installation of
new signs

o Oversees the inspection of the city parks, playgrounds, and other facilities and
equipment regularly and develops a report and mamtenance schedule for the
necessary repairs, replacements, and damagess- ; e -
T

o) Lno:dmalea and oversees (—}’ref-weeﬁ—&}e—e%eﬁﬁm&aﬁ(marmnmmﬁee ofallassiened-

-2dparks restroom cleanine and stocking

Operations Ss—Fearm-LteadesDivision Manaaer-Raskse-Cometan-Beidges Elastslalan
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e—Responsiblefor-the-operation-and-maintenance-of-the-elty s-emergeney-sirens:
Oversees the maintenance of city owned trees by pruning, fertilizing, and watering
Assists in preparation of and oversees any Park’s contracts as assigned

Oversees compliance with tree ordinance

Project management for the operations division is exercised over all aspects of this
position.

o Must understand and apply ADA guidelines when needed

0O 0 0O O

o Responsible to ensure an operational fleet is maintained for BivisienststedSirects.
Parks . and Cemetery

Fnsures that Buildines and Grounds Division is maintaining Operations equipment
to a ,nalllslltclnr\' }c\'cl

- Dy asraso ,._.1 dulad and shadulad valials s tato
Tt

o Prepares socuhcnuom recommcndatlons and reports on types of new eqmpment
or replacement equipment and costs mvolved then ¢h S '
coordinates purchase through ©perating

'I|1L Buildings and

Grounds Managers
o Responsible for playground equipment inspection program. Including repairs or
replacements
OTHER DUTIES

Attend council and committee meetings as required
Serves on various committees and organizations, city and private.
» Other related duties as assigned

>
>

MINIMUM POSITION QUALIFICATIONS

Qualifications: An minimum-ef-an-aAssociate’s Ddegree from-an-aeeredited-colege-or-
university-in a related field preferred. Five (5) years’ experience in a
leadership role related to the following: Park, forestry, cemetery, zoo
maintenance or related field, civil engineering or business and
administration street and public works construction or maintenance FOF

of educatlon and expenence which prowdcs the reqlured knowledge,
skills and ability, as deemed appropriate by the City.

Certifications/Licenses: Must possess a valid Wisconsin Driver’s License
Commercial Driver’s License or ability to obtain one
Certified Worksite Traffic Supervisor — preferred but not required
CLP — Certified Leisure Professional — preferred but not required

KNOWLEDGE, SKILLS, & ABILITIES

Demonstrates knowledge of proper operation of all department equipment, including but not
limited to trucks, front end loaders, plows, rollers, and pumps; exercises good judgment to make
decisions and direct the daily work assignments of all laborers, be dependable, and communicate
effectively with the staff and the public; knowledge of vehicle mechanics and repair methods:
knowledge of automotive parts and equipment; awareness of occupational hazards and necessary

Operations S=Fe=s+LeaderDivision Manaaer.
Rev. +/284489/2017
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safety precautions; computer knowledge; knowledge of hazardous waste and disposal thereof’
knowledge of parks, forestry, and cemetery: bridee-and-buildingmaintenance, This position must
also have the ability to work with the public in a positive manner; ability to apply situational
reasoning by exercising good judgment, decisiveness and creativity in complex situations when
dealing in a sometimes confrontational environment; ability to add, subtract, multiply, divide,
calculate percentage, fractions and decimals; interpret statistical data; ability to use and
comprehend the metric system; ability to effectively communicate in both written and verbal form
and work with superiors, subordinates, and the general public on all related matters concerning all
divisions of the Public Infrastructure Department; written skills include the ability to communicate
to all staff, elected officials and all community members; verbal skills include the ability to direct
all employees under this individual’s direct supervision, and all other employees as required
including the general public; maintain cooperative relationships with community agencies; ability
to speak to community groups about department facilities and events; vision abilities include
distant and close vision, depth perception, focus and nighttime vision required during extended
night-time operations.

BACKGROUND CHECKS - Condition of Employment

PHYSICAL DEMANDS

The physical demands described herein are representative of those that must be met by an
employee to successfully perform the essential functions of this job. Reasonable accommodations
may be made to enable individuals with disabilities to perform the essential functions.

Manual Dexterity: This position is required to sit, stand, walk, use both hands to touch,
grasp, and feel.
Physical Effort: The employee must regularly lift and/or move items up to 25 pounds,

frequently lift and/or move up to 50 pounds, and occasionally lift and/or
move more than 75 pounds.

Working Conditions: The individual in this position is exposed to varied and extreme weather
conditions and must have the ability to traverse rough and uneven terrain
on a regular basis. The noise level in the office is moderate, when
directing or working with crews the noise level will be higher whenever
heavy equipment is being utilized. Accepts duty responsibility on
weekends, holidays and through the week, 24/7, for the Department of
Public Infrastructure as scheduled/required.

This position description has been prepared to define the general duties of the position, provide examples of work and to detail the
required knowledge, skills and abilities as well as the acceptable experience and training for the positon. The description is not
intended to limit or modify the right of any supervisor to assign, direct, and control the duties of employees under supervision. The
City of Manitowoc retains and reserves any and all rights to change, modify, amend, add to or delete from any portion of this
description in its sole judgment.

This job description is not a contract for employment.

The City of Manitowoc 1s an equal opportunity employer, in compliance with the Americans with Disabilines Act. The City will provide
reasonable accommodations to qualified individuals with disabilites and encourages both prospectve and current employees to discuss
potential accommodations with the employer.

Operations Ce-Team-LeadesDivision Manaaer.
Rev, +28449/2017
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Human Resource Use Only

Position Number:

Job Description Step/Grade — H

Effective Date:
POSITION IDENTIFICATION
Position Title: Streets Team Leader
Division: Department of Public Infrastructure / Operations Division

Status: Full-Time—Heub:. Hourly
Workweek:  Monday — Friday, subject to call-in

SUPERVISORY RELATIONSHIPS

Reports to: Operations Division Manager
Directly Supervises:  This position directly supervises the Streets and Sanitation &sesws
employees and its related summer and winter seasonal employees.

POSITION PURPOSE

The Streets Team Leader performs responsible supervisory work involving the use of decisive
judgment and planning ability. Supervision is exercised over the streets and sanitation aspects of
the operations division, including but not limited to sewer, curb and gutter, sidewalk repair,
construction, and maintenance. The employee must possess the ability to get along well with the
public, with employees and with management. The position.works under the general direction of
the Operations Division Manager and is expected to carry out most duties of this position
independently.. General assignments are received from a manager, but employees in this class are
expected to exercise judgment in selecting work methods and in planning details. The Streets
Team Leader reports to and receives administrative guidance from the Operations Division
Manager and Director of Public Infrastructure. Responsible for scheduling the maintenance and
operation of all Lift Stations.

ESSENTIAL DUTIES

%

» Enforces division safety programs in accordance with federal and state mandated
regulations in the field.

» Makes planning and budgeting recommendations to the Operations Division Manager.

] > Schedules daily and seasonal job and equipment assignments for all aspects of street and
sanitation work under the Operations Division Manager supervision.

» Instruct employees in correct work methods and procedures for patching, building and
maintenance of streets and parking lots, grading, concrete work, sewer repairs and cleaning
maintenance.

» Supervise snow and ice control operations.

> Keeps records of all materials and quantities used in maintenance, repair, and construction

activities.

Streets Team Leader
| Rev. 8401449/27/17
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» Respends-Communicates with other city departments te-regarding
suggestions/requests/complaints from staff and citizens and reees

appropriate action.-aetion-te-Operations4 Wi ahaEer

Inspects streets for needed maintenance and repairs

Coordinates and inspects private contractors and vendors working in the City right-of-way

for compliance with all federal, state, and local regulations.

Works with Operations Division Manager to plan, schedule, and supervise equipment

changeover for seasonal work.

Orders materials and supplies needed for public works maintenance, repair, and

construction.

» Responsible for on-call/after-hours duty, 24/7, for the Department of Public Infrastructure

as scheduled/required.

Inspects equipment used in street maintenance.

Maintains time records and work reports.

Directs yard waste and brush collection operations.

Supervises the c]eamng and-mewineof roadsides.
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Responds to and inspects sidewalk snow complaints.

Plans, schedules and supervised employees and equipment for sidewalk snow removal per

City ordinance.

Oversees dust control of gravel streets.

Processes requests for vacation, sick leave and other leave for seasonal employees under

the Streets Team Leader supervision in compliance with policies set by the Operations

Division Manager.

Recommends hiring, discipline, suspension or discharge, if warranted, to the Operations

Division Manager.

» Assumes duties and responsibilities for the Operations Division Manager as needed.

> Assists with the day-to-day operations of the Streets and Sanitation Division as
assigned/needed.

» Performs all duties of the Streets Laborer classification.

» Project management for the Streets and Sanitation Division as assigned by the Operations

Division Manager.

vV

v v

Y

OTHER DUTIES/STRATEGIC PLANNING

» Assess priorities related to Streets. Parks. and Cemetery to determine required labor for
seasonal work

» Expected to take the 1&.;1(! on u:mmmmallm_ with all operations division team leaders.

r Otherdutesandrespons -asstened-Coordinate high volume labor requirements
for seasonal work such as leaf I'llt.,l\lll’l and snowplowing with other operating divisions to
supply any division with more labor during these times.

>—Assess equipment needs and make recommendations for upgrades or changes related to

» _Equipment.

» Coordinate equipment repairs with Fleet Team leader related to priority equipment and
seasonal work.

BT

Streets Team Leader
| Rev. 81401449/27/17
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» _Assess operations for efficiencies and effectiveness and make recommendations for
improvements.

Makes planning and budgeting recommendations to the Operations Division Manager.
Assumes duties and responsibilities for the Operations Division Manager as needed
Performs other duties as assigned.-

v IV IV

MINIMUM POSITION QUALIFICATIONS

Education: High school degree or equivalent. Technical training or any equivalent
combination of experience and training which provides the required
knowledge, skills and abilities for the position as determined by
Management.

Experience: Experience in public works construction and. Supervisory experience
required.

Certifications/Licenses: Must possess a valid Wisconsin Driver’s License
Must possess or obtain a valid commercial drivers class B & C license
with air brakes issued by the State of Wisconsin within six (6) months
of hire date.
Appointed-Weed-Commissioner

KNOWLEDGE, SKILLS, & ABILITIES

Ability to work with the public in a positive manner; thorough knowledge of the methods,
materials and techniques used in street and public works maintenance and construction projects;
knowledge of the street system in the City; thorough knowledge of the occupational hazards and
safety precautions of the work; ability to read blueprints and specifications; ability to supervise
maintenance work for the entire division; ability to direct the work of skilled and semi-skilled
employees; ability to operate a computer using modern mainstream software; ability to maintain
inventory of construction materials; demonstrates knowledge of proper operation of all division
equipment, including but not limited to trucks, front end loaders, plows, rollers, and pumps; ability
to effectively communicate in both written and verbal form and work with superiors, subordinates
and the general public on all related matters concerning all aspects of the division’s work; written
skills include the ability to communicate to all City staff, elected officials and all community
members; ability to add, subtract, multiply, divide, calculate percentage, fractions and decimals;
interpret statistical data; ability to apply situational reasoning by exercising good judgment,
decisiveness and creativity in complex situations when dealing in a sometimes hostile
environment; vision abilities include distant and close vision, depth perception, focus and night-
time vision required during extended night-time operations; use required movements to utilize a
calculator, telephone, and computer

BACKGROUND CHECKS- Condition of Employment

Streets Team Leader
Rev. 848/449/27117
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PHYSICAL DEMANDS

The physical demands described herein are repreSentative of those that must be met by an
employee to successfully perform the essential functions of this job. Reasonable accommodations
may be made to enable individuals with disabilities to perform the essential functions.

Manual Dexterity: While performing the duties of this job, the employee is regularly
required to stand, walk, use hands and fingers to handle or feel; reach
with hands and arms; stoop, kneel, carry, twist, crouch or crawl; talk and
hear. The employee is occasionally regmred to sit, climb, balance, smell
and may be required to work in high piaces and/or confined spaces.

Physical Effort: The employee must regularly lift afid/or move up to 25 pounds, frequently
lift and/or move up to 50 pounds,vand occasionally lift and/or move more
than 75 pounds. o N Sl

Working Conditions: The individual in this posmon is exposed thaned and extreme weather
conditions and must have the ablllty to traverse rough and uneven terrain
on a regular basis. The. noise level in the oﬁ'iCe is moderate, when
directing or workmg with crews the, noise level will be higher whenever
heavy equipment is bemg‘ Jutlllzed Accepts duty- respon51b1|1ty on
weekends, hohdays and throug]f ’the week, 24/7, for the Department of
Public Infrastructure.as scheduled/requlred
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This position description has been. prepared to define the’ general dunes of the posmon, bmvide examples of work and to detail the
required knowledge, skills and ib;liﬁe 'a§ wellas the acwpﬁble expenence m‘d training for the position. The description is not
intended to limit or modify | the ‘Tight of any sy)crvxsor to ass_:gq, 'direct, and confrol ‘the duties of employees under supervision.
The City of Manitowoc retauis and reserves any and all rights to’ change, modify, amend, add to or delete from any portion of this
description in its sole Judgment. N - _; - L N \,u‘_\
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The City of Mamtowoc is an equal rgportumgy employer. in compli ce with the Americans with Disabilities Act. The City will
provide reasohable accommodation'ito qunhﬁed mdmduals with disabilities and encourages both prospective and current

employees to dlscuss potential accommoﬂatlons with the employer.
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Human Resource Use Only

ob Descrintion Position Number:
J pto Step/Grade

Effective Date: 03/2014

POSITION IDENTIFICATION

Position Title: Transit A Buildings-and-Grounds Division Manager
Division: Department of Public Infrastructure
Status: Full Time Exempt

Normal Workweek: ~ Monday — Friday; subject to call-in

SUPERVISORY RELATIONSHIPS

Reports to: Director of Public Infrastructure
Directly Supervises:  Transit ODLr'ltlrmq Supervisor, Mobility \lanagcr Transit Drivers, Transit
BuildineCustodisns—Matntensmeets 5 W PR,
Clcrl\ T LA b LILIle i STy g g o - J"-\_ HYEEES _:'L..\--‘.u. A,A.AI,..J_-»L_.-

POSITION PURPOSE

The Transit /Buildings-sand-Grounds-Tean-Division Manager Feader is a multi-faceted position that
oversees several diverse operations of the City. The position plans, budgets, organizes, and directs
these functions to maximize efficiencies. The positon ensures continued safe and cost-effective

Transit System operation-ssdensureseHectivephysical plintend ghotnds maintenanec of Clrowned
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ESSENTIAL DUTIES

» Exercises immediate supenﬂslon over Transit Drivers, Transit Onermom Supervisor,
Mobility Manager, s : sterehakaid Clerical strd-sessens
7 —Prepares annual budgets for the Marlttm(. Metro Transit System;asd-frethiteseofCin—Halk
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» DPrepares State and Federal Transit reports quarterly
F—hrmblishesPrevédnmiveMatntemmeeProprts

%

7

» Responds to Transit sud-Buildingrelated-emergencies and effectively remedies the situations

» Prepares annual applications for operating and capital assistance from State and Federal
government

~__Establishes and reviews policies and procedures to ensute compliance with federal and state
regulations

» This position serves as the primary Project Manager for all projects related to City Buildings
and Facilities

» Issues verbal and written warnings

» Plans, coordinates, and evaluates department operations

» Participates in interview and screening process during hiring and promotion

» Responsible for training newly hired staff

»

Leads management team proposal preparation for collective bargaining for transit operations

Transit Division Manaaer /Buildings-and-Grounds-Team-Leader
Rev. 04/2043_09/2017
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> Approves schedule changes and directs call-ins when needed
> Appraises and evaluates the performance of employees and programs and submits
recommendations

> Seeks collaboration with other departments and organizations to design and promote
enhanced transit services

—Condusts f.';;lL\ risatety ini}“ .;;"' as-ofbuildiessand-sroundsfor-hazardouseconditons

TP eterine sible-enerpysnvingsfor-bulldingsandimplements R e e e R

> RLprLStﬂtS the dcp'\rtmcnt at various governmental, public and private mcctmgs such as c1t§,I
council meetings

Purchases and submit reimbursements for capital equipment in accordance with State and
Federal Law

Coordinate Transit FTA Drug and Alcohol Testing program

Collects and prepare daily deposits of fare box revenue

Vehicle accident nwcstlgator and record Leeper

Olsss .1 PN, T . e

bservesechanical-devicestropemtonnad-dererminesremedies

Serves as a member of the P-}ﬁﬂﬁh%g—&emﬂﬂsﬁteﬂ,—Board of Ethics, Safety Committee,

Handicapped Appeal Commission and various other Committees as appointed by the

Mayor/Common Council

> Performs-asBuilding-Consulani-to-the-Cier-onnew-eonstruetion; remodeling-and-eode-
related-items

» Handles department related grievances, discipline, and discharge

» Prepare RFP’s and third party provider contracts for paratransit services

> Oversee paratransit certification process and audit procedures of paratransit services

» Responsible for establishing and maintaining safe working conditions and practices in
compliance with all applicable safety laws and regulations, and for providing the required
safety training and testing for employees in conjunction with those laws and regulations

» Prepare ot supervise public relations, media advertsing, and marketing projects/promotional
events

> Assumes-Dutes-ofCommeretal/ Residental Butlding Tns St

»_Serves as Business Process Improvement team leader for all dnpartments in accordance with
strategic planning initiatives related to the city reorganization

» _Serves as the Departmengal Safety Coordinator

v

YNV YV

» _Responsiblefor Department safety programs in accordance with Federal, State, and TLocal

mandated guidelines and resulations and performs in field safety checks with crews for the

Division.

» Maintains training levels per CVMIC recommendations and all safety checks required by
CYMIC,

» Coordinates RFP preparatons for Department purchases and projects.

» Develops team building initiatives to promote streamlined business processes and improve

working relationships among staff.

A7

Collaborate with Engineering Division on Department special projects.

OTHER DUTIES

o General office duties ~ filing, answers telephone, etc.

e Reviews time clock records and approves vacation time and usage

¢ Enforces general city policies

e Disburses funds from the proper budgets using payment voucher system

Transit_Division Manager FBulldings-and-GroundsTeam-Leader
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e Performs other duties as assigned.

MINIMUM POSITION QUALIFICATIONS
Education: Bachelor’s Degree in business administration is preferred along with
certificates in transportation management. High-Seheel-Graduation—or

Consideration will be given to candidates possessing the experience and

training_which provides the required knowledge, skills and abilities, as

determined by the employer. equivalentideally-supplemented-byCellege

sfor 'ht—]*ﬁ%ﬁi—:ﬁ-d&efﬂﬂﬂcd—bh\‘[ﬂﬂﬂtwﬂﬁﬂ%
Experience: 3 - 5 years as a Transit Manager
3—5-yearsas-aFaeiltdes Manager
Certifications/Licenses: i i
Must possess a valid Wisconsin Driver’s license
Mﬁ»&pﬂ%&mk&%ﬁﬁﬂﬂﬁ%ﬁﬁeﬁ%ﬂkkﬂﬂﬂwﬁﬁ%ﬂﬂ—
Davelling-Construetion; PlambingIleetriealan

Credentials

Certified Transit Manager preferred

KNOWLEDGE, SKILLS, & ABILITIES

it o1

omprehensive-hnowlege-oftheipproved-méthodsradnretalrusedin-bulding-eonstraetionand
atted-1me 'h" nieat—eleetrieal HVAE and-struetural—works-Msmust understand multi-faceted funding
sources for a Mass Transit System; must understand and applv ADA guidelines to the Transit System
and—Giy—Faetlities; must be dependable and thorough in the execution of duties; must be well
organized to carry out multiple dutes simultaneously durmg complex situations; executive capacm for
decision making and implementation of policy; This position must also possess experience in the use
of computer operating systems and programs such as Windows and Microsoft Word and Excel or
similar software; ability to apply concepts such as fractions, percentages, area, circumference,
volume, power, amperage, voltage, resistance, and pneumatic pressure ratios to practical
situations; ability to apply concepts of basic algebra and geometry; ability to interpret graphs and
formulas; must possess excellent interpersonal and public relations skills; ability to communicate
information in a concise and understandable manner, both verbally and written; able to read and
assimilate technical information from manuals, reports, and correspondence, as well as the
Wisconsin State Statutes, Administrative Code, and Federal Register; ability to prepare and
present information to groups, legislative committees, and the media.

Laildin

BACKGROUND CHECKS - Condition of Employment

PHYSICAL DEMANDS

The physical demands described herein are representative of those that must be met by an
employee to successfully perform the essential functions of this job. Reasonable accommodations
may be made to enable individuals with disabilities to perform the essential functions.

Transit Division Manaaer FBulings-and-Grounds—Team-Leader
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Manual Dexterity:

Physical Effort:

Working Conditions:

Work requires standing, sitting, walking, stooping, climbing, reaching, and
grasping.

The employee must regularly lift and/or move up to 25 pounds, frequently
lift and/or move up to 50 pounds, and occasionally lift and/or move up to
100 pounds.

While performing the duties of this job, the employee is occasionally
exposed to outside weather conditions. The employee is frequently exposed
to moving mechanical parts and risk of electrical shock. The employee is
occasionally exposed to high, precarious places; fumes or airborne particles;
toxic or caustic chemicals; and extreme temperatures. The noise level in the
work environment is usually moderate. Applicant must be available for
work Saturdays, Sundays, holidays and evenings as required.

This position description has been prepared to define the general duties of the position, provide examples of work and to
detail the required knowledge, skills and abilities as well as the acceptable experience and training for the position. The
description is not intended to limit or modify the right of any supervisor to assign, direct, and control the duties of
employees under supervision. The City of Manitowoc retains and reserves any and all rights to change, modify, amend,
add to or delete from any portion of this description in its sole judgment.

This job description is not a contract for employment.

The City of Manitowoc is an equal opportunity employer, in compliance with the Amerncans with Disabilities Act. The
City will provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective
and current employees to discuss potential accommodations with the employer.

Transit Division Manager +Bulldings-and-GroundsTeam-Leader
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Human Resource Use Only

Ll Position Number:
10N
Job Descriptio Shuche

Effective Date: 03/2014

POSITION IDENTIFICATION

Position Title: Franstt—Buildings and Grounds Division Manager
Division: Department of Public Infrastructure
Status: Full Time Exempt

Normal Workweek: ~ Monday — Friday; subject to call-in

SUPERVISORY RELATIONSHIPS

Repotts to: Duecror of Public Infrastructure

Directly Supervises: ; 5-Building Custodians, Maintenance Engineers,
City I Iccmum Lli’t BrldLL‘ Operators, Fleet Mechanics, Transit Mechanics
and Seasonal Employees

POSITION PURPOSE
| The Fransit--Buildings and Grounds Division Manager Feam-Jeader is a multi-faceted position that
oversees several diverse operations of the City. The position plans, budgets, organizes, and directs
these functions to maximize efficiencies. The position ensures continued safe and cost-effective
Franstt System-operationand-ensures-etfeetve-physical plant and grounds maintenance of City owned
buildings_and lift bridge opcrations. Ensures properwchicle or equipment is purchased for the
Department, and schedules the repaiz and maintenagce of all equipment and vehicles. Oversees the
computer, logical controllets and general operation of the 2 lift bridges. Coordinates and plans
maintenance of all buildings and facilities. - Directs the tepair and maintenance of all equipment and
vehicles in the Cityof Manitowoe. Ensures the appropriate vehicle or equipment is purchased for all
Departments, and a comprehensivé maintenance program ensuring maximum useful life for all capital
assets for the computer maintenance program used to administer fleet operations.

ESSENTIAL DUTIES

| » Exercises immediate supervision over FransitPriverssMaintenance, Custodial, Mechanics
Clerical and seasonal staff

I » Prepares annual budgets for the Maritime Metro-FransicSystem;and-faeilities-of City Hall,

Police Department, Rahr-West Art Museum, Senior Center, Aquatic Center, and Citzens Park

Recreation Center

Directs building maintenance, repair and custodial care of City owned buildings such as City

Hall, Police Department, Fire Stations, Rahr-West Art Museum, Parks Buildings, Senior

Center, Aquatic Center, and Armory

» Prepares five-year Capital Improvement plans and budget carry-overs for the above budgets

Y

Y

» Establishes Preventatve Maintenance Programs
Responds to Fransitand-Building related emergencies and effectively remedies the situations

4
~
>

Fransit/-Buildings and Grounds Division Manager Team-Leader
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F—Hstablishes-and-reviews-polictes-and-procedures-to-ensure-complianceswith-federal-and-state-
regalations
Issues verbal and written warnings
Plans, coordinates, and evaluates department operations
Participates in interview and screening process during hiring and promotion
Responsible for training newly hired staff
—Leads-managemen :
Formulates rental rates for motor pool equipment.
Approves schedule changes and directs call-ins when needed
Appraises and evaluates the performance of employees and programs and submits
recommendations
> —Seeks-eollaberation-with-other-deparimentsand-organizationsto-designand promete
enhaneed-transitserviees
Conducts frequent safety inspections of buildings and grounds for hazardous conditons
Determines possible energy savings for buildings and implements programs to save energy
Represents the department at various governmental, public and private meetings such as city
council meetings
» Purchases and submits reimbursements for capital equipment in accordance with State and
chcral Law

YV VVYY

YV VYV

7V ¥V

T—CﬁHeeﬁ—tﬁd-pfepﬂfe—d‘rﬂ*-ée}*rﬁmf-ﬁre-bﬂweﬁue
» Vehicle accident investigator and record keeper
» Observes mechanical devices in operation and determines remedies

T%Wt%—%ﬁmwﬂg(ﬂmm%h%ﬁ—nﬂ&w‘ﬂﬂmw
pcd—&ppeﬂl—ﬁmﬂnmmﬂﬂdﬁwm@mwﬁccﬂﬂpwd—mm

IvId

> Performs as Building Consultant to the City on new construction, remodeling and code
related items

7—Handles-departmentrelated-grievances;

T#Eqﬁfﬁ%Pﬂ&d—ﬂﬁfdj)%fymﬂdﬁW%—?ﬁﬁmmiﬁﬂwm

7> Responsible for establishing and maintaining safe working conditions and practices in
compliance with all applicablc safety laws and regulations, and for providing the required
safety training and testing for employees in conjunction with those laws and regulations

7—Prepat ww%ﬂmmm—m«é%wmwadﬁwww@mm

Oversees services and maintains City llFt bridges

Oversees the cleaning and maintenance of all assigned facilitics and buildings as required.

Responsible for the operation and maintenance of the city’s emergency sirens.

Responsible to ensure an operational city fleet is maintained

Oversees scheduled and non-scheduled vehicle maintenance

Prepares recommendations and reports on types of new equipment or replacement equipment
and costs involved, then purchases equipment needed or coordinates purchase

Develops and maintains a maintenance program for all City owned vehicles and equipment
Supervises the repair, service and maintenance of all City vehicles and equipment

Y Y

Fransit{Buildings and Grounds Division Manager Team-keader
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-

Maintains records and reports involving preventative maintenance, repairs, parts inventories
and operational costs

»_Prepares recommendations and reports on types of equipment and auxiliary equipment
needed or replacement and costs involved and purchases all approved equipment needed.

> _Writes and / or reviews equipment specifications for all City vehicles
»__Maintains North and South City owned re-fueling sites and keeps current with State
regulations and permits

OTHER DUTIES

®__General office duties ~ filing, answers telephone, etc.

® _Reviews time clock records and approves vacation time and usage

¢ Enforces general city policies

¢ Disburses funds from the proper budgets using payment voucher system

e Performs other duties as assigned.

MINIMUM POSITION QUALIFICATIONS

Education: An Associate’s Degree in a High-Sehoel-Gradustion-orequivalentideally
:wt-ll\l'tic-mmmd e Colevedevelcommedirectis P Lesblete-Transit or

Building Maintenance fields preferred. e=sConsideration will be given to
candidates possessing a combination of formal training, specific courses,
or education along with considerable experience that provides the
required knowledge, skills and abilities for the position as determined by
Minanagement.

Experience: 3—S-rearsasaTransitNManages

3-Syearsasa Facilies Manager

Certifications/Licenses:
Must possess a valid Wisconsin Driver’s license
Must possess valid Wisconsin Commercial Building Inspector, Uniform
Dwelling Construction, Plumbing, Electrical, and HVAC Inspector
Credentials_preferred,
Certified Pool Operator preferred
Certified Boiler Operator preferred

e Toars sk E Ceteed

KNOWLEDGE, SKILLS, & ABILITIES
Comprehensive knowledge of the approved methods and materials used in building construction and

allied mechanical, electrical, HVAC, and structural work; must—undersiand—mult-faceted—funding
sourees—for-aMassFransit-System-must understand and appl}, ADA gmdclinc‘; to theFransit-System
ane-City Facilities; must be dependable and thorough in the execution of duties; must be well
organized to carry out multiple duties simultaneously during complex situations; executive capacity for
decision making and implementation of policy; knowledge of vehicle mechanics and repair methods:
knowledge of automotive parts and equipment; bridge and building maintenance. Awareness of
occupational hazards and necessary safety precautions; ability to plan and supervise the work of
automotive mechanics and other garage employees; computer knowledge and ability to apply it to
fleet_operations; knowledge of gas and fuel tank regulations. This position must also possess
experience in the use of computer operating systems and programs such as Windows and Microsoft
Word and Excel or similar software; ability to apply concepts such as fractions, percentages, area,

Fransit+Buildings and Grounds Division Manager Team-Leader
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circumference, volume, power, amperage, voltage, resistance, and pneumatic pressure ratios to
practical situations; ability to apply concepts of basic algebra and geometry; ability to interpret
graphs and formulas; must possess excellent interpersonal and public relations skills; ability to
communicate information in a concise and understandable manner, both verbally and written;
able to read and assimilate technical information from manuals, reports, and correspondence, as
well as the Wisconsin State Statutes, Administrative Code, and Federal Register; ability to prepare
and present information to groups, legislative committees, and the media.

BACKGROUND CHECKS - Condition of Employment

PHYSICAL DEMANDS

The physical demands described herein are representative of those that must be met by an
employee to successfully perform the essential functions of this job. Reasonable accommodations
may be made to enable individuals with disabilities to perform the essential functions.

Manual Dexterity: Work requires standing, sitting, walking, stooping, climbing, reaching, and
grasping.

Physical Effort: The employee must regularly lift and/or move up to 25 pounds, frequently
lift and/or move up to 50 pounds, and occasionally lift and/or move up to
100 pounds.

Working Conditions: While performing the dudes of this job, the employee is occasionally
exposed to outside weather conditions. The employee is frequently exposed
to moving mechanical parts and risk of electrical shock. The employee is
occasionally exposed to high, precarious places; fumes or airborne particles;
toxic or caustic chemicals; and extreme temperatures. The noise level in the
work environment is usually moderate. Applicant must be available for
work Saturdays, Sundays, holidays and evenings as required.

This position description has been prepared to define the general duties of the position, provide examples of work and to
detail the required knowledge, skills and abilines as well as the acceptable experience and training for the position. The
description is not intended to limit or modify the rght of any supervisor to assign, direct, and control the duties of
employees under supervision. The City of Manitowoc retains and reserves any and all rights to change, modify, amend,
add to or delete from any portion of this description in its sole judgment.

This job description is not a contract for employment.

The City of Manitowoc is an equal opportunity employer, in compliance with the Americans with Disabilities Act. The
Ciry will provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective
and current employees to discuss potental accommodations with the employer.

TFransit{Buildings and Grounds Division Manager Feam-Leader
Rev. 04/2043_09/2017
Department of Public Infrastructure Page 4 of 4



