CITY OF LONG GROVE
JOB DESCRIPTION
JOB TITLE:  	PUBLIC WORKS STAFF (Full Time)
SUPERVISOR: 	MAYOR
JOB SUMMARY: Under direction of City Council, performs city grounds, building, and utility maintenance functions as required by City Council policy, Iowa Statute, and City Code of Long Grove.
ESSENTIAL DUTIES & RESPONSIBILITIES
DAILY: 
· Organize and prioritize work load.
· Monitor and record water plant and waste station meter readings.
· Perform water quality test procedures as required by DNR.
· Monitor water plant and waste water plant equipment for proper operation and cleanliness.
· Monitor city-owned property for trash, branches, etc.  Pick up and dispose of as needed. 
· Monitor and maintain recycling bin area.
· Complete work order forms and daily timesheets.
· Maintain city’s image at all times by being courteous and professional.

WEEKLY:
· Pick up yard waste on Tuesdays; take to city recycling site for collection by Republic.
· Put out garbage at park and city building on pick up day (Thursdays).
· Check park pavilions and clean as necessary.
· Assist with mowing and trimming of city-owned property; landscaped areas to be maintained free of grass clippings and leaves.

MONTHLY:
· Read water meters and perform utility disconnects and re-connects as scheduled or directed.

ANNUALLY: 
· Winterize park pavilions. Store picnic tables and benches.
· Winterize well head buildings.
· Install holiday lights and decorations; remove after holidays.
· Install street barricades and assist Civic Center with annual Strawberry Festival setup.
· Inspect sidewalks.
· Perform street inventory.
· Complete inventory of parks needs and improvements.

AS NEEDED:
· Repair or replace faulty or damaged water meters.
· Provide assistance to local contractors during utility repairs.
· Perform utility locates as requested by Iowa One Call.
· Make or recommend needed repairs to streets and alleyways.
· Perform sludge press. 
· Perform street light repair.
· Building Permit Issuance
· Issue temporary and permanent occupancy letters.
· Issue final gas pipe pressure test affidavits.
· Handle citizen complaints, including delivery of warning letters under nuisance ordinance.
· Keep all city-owned vehicles in good repair. Report any needed repairs to Clerk or Mayor. Wash vehicles and clean inside.
· Flush fire hydrants and monitor operation and appearance. Report findings and log water usage at time of service.
· Plow snow from city streets, fire station and city-owned parking areas. Hand clean around doors and emergency exits of city buildings.
· Monitor city sidewalks and building entrances for ice. Treat with ice-melt as needed.
· Maintain usable inventory of shop supplies, water meters, curb stops and related maintenance items.
· Make required trips to town for supplies and repairs.
· Assist with occasional big item pickup at residents’ homes.
· Burn brush collection site as weather permits.
· Trim trees and bushes from public right-of-way and city-owned properties.
· Respond to and take corrective action to water plant and waste station system alarms.
· Take weekend city emergency calls on alternate weekends.
· Attend all required safety and instructional classes as needed. Other professional development opportunities may be provided.
· Other duties as assigned.


MINIMUM REQUIREMENTS (includes but not limited to):
Education:	High school graduate and previous maintenance experience
Licensure:	Bondable, valid Iowa Driver’s License (Type B CDL)
Skills/Abilities:	Must be able to demonstrate the knowledge and skills necessary to interact appropriately and perform basic building, grounds, and utility maintenance for government business. Ability to organize work, exercise good judgment, maintain good interpersonal relationships and adapt to change. Ability to communicate clearly, write and print legibly and use appropriate grammar and spelling. 

PHYSICAL DEMANDS (includes but not limited to):
Constant:	Visual acuity, hearing, standing and walking
Frequent:	Lifting, bending, kneeling and crouching
Occasional:	Lifting up to 50 pounds or more

EQUIPMENT/SUPPLIES USED (includes but not limited to):
Pickup truck, Class 7 dump truck with plow, backhoe/loader, power riding lawn mower, gator, weed eater, chainsaw, basic power and hand tools.  Hardhat, safety glasses, boots, gloves, ear protection.
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