Village of Bainbridge
DPW Superintendent Job Description 8/19/2025

Superintendent of Public Works — Job Description

The Village of Bainbridge Superintendent of Public Works is an employe of the Village. The
Superintendent must be a citizen of the United States, at least 18 years old, and must reside within
Chenango County. The Superintendent must be in good physical condition and capable of operating
trucks and other machinery.

This position is considered a full time, salaried position. It is expected that the Superintendent will from
time-to-time work outside the normal working hours.

Salary range for this position is $63,822 to $69,969 based upon experience. This Is a full-time position
which includes: health insurance, participation in the New York State retirement system, vacation time,
and holidays. Health Insurance is partially paid by the employee. Vacation time depends on length of
service.

The Superintendent of Public Works plans, assigns, supervises, coordinates and directs the work of
public works staff, overseeing the maintenance and repair of infrastructure of streets, parks, water
system, sanitary sewer system, storm sewer system, all Village buildings and properties, all Village
vehicles and equipment, while also managing budgets, personnel, and safety protocols. Superintendent
is also responsible for local code enforcement. For the complete description, please see the Village of
Bainbridge website.

All applicants for this position must complete and submit the Chenango County Standard application
form found at the Chenango County website or on the Village website (www.villageofbainbridgeny.org).

Applicants should also submit their resume or C.V. (Curriculum Vitae) with the completed application in
person to the Village Office, 33 West Main St., Bainbridge NY or by email to
villageofbainbridge @yahoo.com.

Qualified applicants will be invited to in person interviews. Candidates must pass a physical exam and a
drug/alcohol test if hired.

The Superintendent of Public Works

Responsibilities:

The Superintendent of Public Works plans, assigns, supervises, coordinates and directs the work of
public works staff, overseeing the maintenance and repair of infrastructure of streets, parks, water
system, sanitary sewer system, storm sewer system, all Village buildings and properties, all Village
vehicles and equipment, while also managing budgets, personnel, and safety protocols.

In the execution of these responsibilities, the Superintendent of Public Works has the following areas of
work:

Supervision and Coordination:
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e Supervises and directs the work of all public works personnel both full time and part time.

e Assigns tasks and projects to employees, ensuring efficient workflow.

e Coordinates and works with contractors performing work for the Village

e  Works with other municipalities with which the Village has Intermunicipal Agreements to ensure
projects are completed on time and within budget and there is fair and equitable sharing of
equipment and resources.

e Inspects work in progress and upon completion, ensuring highest quality and compliance with
standards.

e Isresponsible for monitoring and ensuring compliance with safety protocols for all work sites,
projects and operating systems.

e May direct the installation and repair of water lines, water meters and water meter readings.

e Plans and directs the work needed to maintain Village trees which includes trimming, removal
and replanting of trees in the Village ROW.

Planning and Scheduling:

e  Works with the Village Board to develop and implement work plans and schedules for special
public works projects.

e Prioritizes DPW projects based on urgency and importance.

e Determines resource needs (personnel, equipment, materials) for projects.

e Prepares monthly reports for the Village Board to inform the Board on work completed, work
planned and DPW issues that the Board needs to be aware of.

Budget Management:

e Works with the Clerk/Treasurer to prepare the annual public works budget. This includes both
operating line items as well as special projects estimates.

e Monitors public works department expenditures and ensures that projects and expenditures
stay within budget.

e Isinvolved in procurement of equipment as per the Village fiscal policy.

e Requisitions and/or purchases supplies and materials required for Village DPW operations

e Reviews, codes and approves all DPW Department invoices.

Personnel Management:

e Hires, trains, and prepares annual evaluations for all full time DPW employees.

e Uses the knowledge and experience of existing DPW employees to expand his/her own
knowledge of the Village systems, and to make informed decisions on projects, work and
schedules.

e Provides performance feedback and coaching to DPW employees.

e Addresses employee issues and disciplinary matters.

e Isresponsible for compliance with Union contract provisions for Union employees
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Reviews and signs employee timecards and time off sheets.

Schedules and approves all DPW employee time off to maximize department effectiveness
Keeps the Board informed of any personnel issues and works with the Board as needed to
handle personnel issues.

Public Relations:

Responds to inquiries and complaints from the public regarding public works issues.
Provides information to the public about public works projects and services.

Co-ordinates work and maintains good relations with the Town of Bainbridge and other local
municipalities.

Technical Skills:

Must have hands on experience with construction, maintenance, and repair techniques for
public infrastructure which includes water and sewer systems, and buildings maintained by the
Village.

Must be familiar with Village codes as well as building codes, regulations, and standards.
Must have ability to read and interpret blueprints and technical drawings.

Thorough knowledge of street, water distribution, sewer and park system construction and
maintenance practices, tools and equipment;

good knowledge of water treatment plant and sewage treatment plant operation and
maintenance practices, tools and equipment;

initiative; resourcefulness; tact and courtesy;

capable of performing the essential job functions of the position

Other Duties:

Must have and maintain a current CDL-B or higher (CDL-A), and better license to operate trucks
with snowplows, and maintain a driving record acceptable to the Village’s insurance carrier.
Must maintain a Class C Water license.

Is responsible for reporting monthly to the Village Board on Department activities, problems and
accomplishments.

Maintains vehicle inventory, history and maintenance records.

Works with vendors to seek best pricing for needed department supplies and equipment

Is required to assist with emergency response and recovery efforts.

Is responsible for deciding when to plow and salt Village streets and roads and other Village
areas.

Is backup for responses to water and sewer system alarms.

Is responsible for responding to U-Dig requests to mark utility lines.

Is responsible for working with the Village Board to develop a vehicle plan for maintaining the
operating fleet in good order.
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Is responsible for periodic maintenance of all Village vehicles and systems to make sure
equipment is in good operating order and ready in case of emergency.

Will carry a Village supplied mobile phone 24/7 which is used for all Village business, including
alarm notifications, access to special systems such as the water mapping system for the Village.
Maintains a Village vehicle at home for responding to Village emergencies

Works with the Village Clerks to provide accurate and timely water meter readings for billing.
Must attend annual Superintendent’s training schools or workshops such as those sponsored by
NYCOM, NYS Association of Town Superintendents of Highways, or the Cornell Local Roads
program for a minimum 2 days each year.

The DPW Superintendent may also take on the additional responsibility of Code Enforcement Officer

(CEO):

Code Violations

The CEO investigates all potential code violations with respect to the local Village zoning, Unsafe
buildings, Fences, Junk or Inoperable Vehicles, accumulation of junk.

With assistance from the Clerk and Deputy Clerk, the CEO initiates action against properties that
are in violation of local Village codes, including notification letters, summonses, and court
appearances.

Works with the Chenango County Building code enforcement.

Building Permits

The CEO must review and sign all Building Permits, Demolition Permits and Applications for sub-

divisions

Other Violations

The CEO may also issue summonses for Parking Violations.
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