
CITY OF CENTER CITY, MINNESOTA 

POSITION DESCRIPTION 

Position: Maintenance Worker Supervisor 

Department: Public Works 

GENERAL PURPOSE 

Serves as department head with overall responsibility for the daily operation, maintenance, 
and repair of municipal water treatment and distribution, wastewater treatment, storm and 
sanitary sewer collection systems, streets, parks, and all city buildings. Oversees and 
participates in both routine and skilled labor and performs some administrative duties. This 
position is on-call for snow removal and emergencies. 

SUPERVISION RECEIVED 

Works under the general guidance and direction of the City Council. 

ESSENTIAL DUTIES AND RESPONSIBILITIES 

-Supervises all public works personnel, scheduling, prioritizing and planning 
work duties. 
-Oversees policies, procedures, practices, and training requirements to ensure 
safety in the workplace and compliance with applicable regulations. 
-Daily checks or oversees checks of City's infrastructure. 
-Maintains log of meter readings and of preventive maintenance actions 
performed in all areas of responsibility. 
-Maintains appropriate records and prepares monthly reports to comply with 
MPCA, State DNR, and MDH requirements. 
-Collects or oversees collection of water and sends to laboratory for testing. 
-Inspects and cleans water, storm and lift stations as needed. Services wells, 
hydrants, meters, pumps and pump controls. 
-Purchases materials and supplies as budgeted, or as necessary in an emergency, 
and assists with departmental budget preparation. 
-Obtains quotes and bids following the policies, procedures and statutes required. 
-Advises Mayor/Council of necessary repairs and construction projects for 
various areas such as water and wastewater systems, streets, sidewalks, and 
makes appropriate recommendations. 
-Reviews plans and provides input for public works projects. 
-Responds to concerns, issues, and complaints from the public, elected officials, 
and regulatory agencies; resolves as appropriate or refers to Mayor/Council. 
-Operates and maintains a variety of equipment including but not limited to 
pay loader, sweeper, plow truck, lawnmower, and other power equipment. 
-Sweeps city streets, paints curbs and stripes parking spaces and crosswalks, and 
hauls replacement gravel for streets, and city parking lots. 
-Removes snow from city streets, and parking lots. 
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-Plans, prioritizes, schedules, and participates in the maintenance of city owned property, 
parks and park facilities, including but not limited to the following activities: mowing grass, 
cleaning bathrooms, ordering supplies, trimming trees, and hauling refuse. 
-Performs minor repairs and preventive maintenance on equipment, municipal buildings, 
and city property; contracts out for higher levels of repair and maintenance. 
-Attends public works, water, and wastewater-related seminars and other job-related training 
as needed. 
-Acts as principal liaison to MPCA and MDH. 
-Maintains clear communication with administrative staff, police and fire departments, city 
engineers, local contractors and construction companies, state and county highway 
departments, and county, state, and federal agencies that pertain to areas of responsibility. 
-Maintains maps of streets, water and sewer systems, and updates as required. 
-Facilitates and responds to Gopher State One Call locate requests. 
-Oversees brush and compost site, adhering to DNR rules and requirements. 

-Assists with collection of utility accounts, performs shut-offs as necessary. 
-Attends council meetings as necessary or requested. 

PERIPHERAL DUTIES 

Performs other related duties as assigned or apparent. 

DESIRED MINIMUM QUALIFICATIONS 

Education and Experience: 

Class D water license, Class SD sewer license, or ability to obtain within 1 year of 
employment with the city. Valid Minnesota Class D driver's license. 

Five years of public works experience that included maintenance responsibilities for a 
variety of infrastructure items as well as vehicles and equipment and some administrative 
experience that included record keeping, supervision, work scheduling and organizing. 

Necessary Knowledge, Skills and Abilities: 

Knowledge of City operation, policies, and ordinances. 
Knowledge of supervisory practices and techniques. 
Knowledge of the laws, rules, and regulations related to storm sewers, street maintenance, 
and safety. 
Knowledge of methods, practices, tools and equipment, and materials used in the operation 

of water and wastewater treatment systems, streets, and parks. 
Ability to use a variety of hand and power tools and equipment including, but not limited to 
the following: street sweeper, dump truck, pay loader, chainsaws, lawn mowers, and 
manhole entry equipment, pumps, and generators. 
Knowledge of street cleaning and maintenance practices. 
Ability to analyze problems/situations and propose solutions. 
Ability to prepare routine reports, case files, and correspondence. 
Ability to supervise and motivate staff, and promote safety in the workplace. 
Ability to work independently, with only general direction. 
Ability to comprehend and apply pertinent federal and state laws and departmental 
regulation. 
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Knowledge of safety related laws, OSHA's lockout/tagout procedures, confined space entry 
rules, AWAIR, Employee Right-to-Know, and other relevant regulations. 
Ability to use a radio, computer, phone, fax, and other office equipment. 
Ability to communicate effectively, both orally and in writing, with state regulatory 
agencies, elected officials, city staff, and the general public. 
Ability to work quickly and decisively in emergency situations. 
Ability to perform mathematical calculations. 
Ability to prioritize work projects to ensure the efficient and effective use of resources. 
Ability to exert considerable physical effort when lifting, pushing, and pulling objects. 
Ability to read maps and blueprints and other specifications related to public works projects. 
Ability to read and understand hazardous material labels and take appropriate steps to 
properly store or dispose of hazardous materials. 

PHYSICAL DEMANDS 

The physical demands described here 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. Considerable physical effort is required involving many types of 
movement such as lifting, bending, and twisting. The employee is occasionally required to 
use hands to operate objects, controls, or tools; reach with hands and arms; climb or 
balance; stoop, kneel, crouch, or crawl. Large and fine motor skills are necessary as well as 
a full range of senses. The employee will occasionally lift and/or move more than 100 
pounds. 

WORK ENVIRONMENT 

The work environment characteristics described here are representative of those an 
employee encounters while performing the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the 
essential functions. While performing the duties of this job, the employee will be exposed 
to extremes in temperatures and possibly fire and smoke, and dusty conditions. Work 
involves routine exposure to irritants/fumes, hazardous chemicals, vibrations, and noise. 

PLEASE NOTE: 

The duties listed above are intended only as illustrations of the various types of work that 
may be performed. The omission of the specific statements of duties does not exclude them 
from the position if the work is similar, related or a logical assignment to the position. 

The job description does not constitute an employment agreement between the employer 
and employee and is subject to change by the employer as the needs of the employer and 
requirements of the job change. 
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