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Public Works Administrative Specialist 
Job Description 

 

Position Purpose: 

The purposes of this position are to provide secretarial support to the Department of Public Works 
(DPW) and other assigned DPW staff in responding to resident concerns, preparing and producing 
reports and performing similar related work. The Public Works Administrative Specialist is responsible 
for maintaining and improving upon the efficiency and effectiveness of all areas under his or her 
direction and control. 

Supervision: 

Supervision Scope: Performs a wide variety of routine secretarial responsibilities requiring knowledge of 
public works programs and operations. 

Supervision Received: Works under the general and specific direction of the Public Works Supervisors 
regarding operations, projects and processing purchase orders and payments; works independently 
within delegated parameters.  The position is subject to review and evaluation according to the Town’s 
personnel policies and procedures. 

Supervision Given: None 

Job Environment: 

Work is performed in a moderately noisy office; may be subject to loud equipment noise and 
temperature fluctuations; work periodically becomes very busy and may be required to work during 
storms and other emergencies. 

Requires the operation of telephones, department radios, computers, facsimile machines, other 
standard office equipment and the use of word processing, spreadsheet and department specific 
applications at a basic proficiency skill level. 

Makes frequent contact with the public, other staff members, other municipal departments and 
occasional contact with state and federal agencies; communication is frequently in person, by 
telephone, email, correspondence and standard reports; contacts require that all communication be 
conducted in a courteous, effective and efficient manner. 

Most of the information processed or handled is considered subject to the public’s right to know; 
however, all information should be treated discreetly; incidental personal information about customers 
should be treated confidentially. 

 

 



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

 Provides secretarial work for the Department of Public Works including providing appropriate 
information to the public regarding service requests and other matters within the scope of 
his/her delegated authority; screens incoming phone calls, complaints and correspondence; 
takes appropriate actions or refers items to the Director or other appropriate staff member to 
ensure a timely response; follows up as necessary; schedules appointments for the Director. 

 Provides routine information to assist the public and others concerned with public works 
services in understanding the availability of department services, requirements, regulations, 
policies, procedures and responses; refers complex issues or questions to the appropriate 
supervisor or other appropriate person; information provided relates to road and facilities 
maintenance, drainage, municipal solid waste, recycling and public works operations, etc. 

 Produces letters, reports and records from a rough draft; maintains manual and automated files 
and records as required; examples include maintaining department work orders, daily logs, 
municipal solid waste and fuel consumption records and logs; 

 Prepares weekly time, attendance and leave records for reporting to the finance office for 
payroll preparation; assists with preparing and processing purchase orders and payment 
requests classified according to approved appropriations. 

Other Functions: 

 May be required to provide light cleaning of the office area. 
 Performs similar or related work as required or as the situation dictates. 

Physical and Mental Effort: 
The work is primarily of an intellectual nature requiring close attention to detail operating under the 
pressures of procedural requirements and recurring customer service demands.  The employee is 
frequently required to sit, walk, talk and / or hear; stand, use hands to finger, handle, or feel objects; 
climb step stool, kneel; and, reach with hands and arms. The employee must occasionally lift and/or 
move up to 20 pounds.  Specific vision abilities required by this job include close distance vision and 
the ability to adjust focus.  This position requires the ability to efficiently operate a keyboard, 
calculator and departmental computer applications.  The employee must be able to hear normal 
sounds, distinguish sound as voice patterns and communicate through human speech using 
American English. 

Minimum Required Qualifications: 
Education Training and Experience: 
Applicants for this position must have graduated from an accredited high school, have at least two 
years of secretarial experience or of similar position. 

 

 



Special Requirements: 
Applicants and incumbents for this position must be able to demonstrate through references or 
otherwise the ability to assign priorities to varied work demands, independently and effectively 
accomplish detailed work requirements, provide courteous service and operate a motor vehicle. 

Knowledge, Ability and Skill: 
Knowledge: Applicants for this position must have a demonstrated knowledge of good office 
administrative practices and how to efficiently and accurately use word processing, spreadsheets, 
database, electronic mail, and information technology to provide for the effective records 
maintenance.  Incumbents must know how to develop and maintain effective record keeping 
techniques, understand procedural requirements, use assigned departmental computer applications. 

Ability: 
Applicants for this position must be able to demonstrate the ability to master detailed procedural 
requirements within reasonable periods of time, produce accurate work and coordinate multiple 
activities or projects. Incumbents must consistently provide courteous services, meet procedural 
requirements, produce accurate work, coordinate pending matters, produce routine reports and act 
within the scope of his or her delegated authority. 

Skill:  
Applicants for this position must have demonstrated skill in organizing work, meeting deadlines while 
working under the pressures of other service demands and in providing courteous effective customer 
service.  Incumbents in this position must consistently demonstrate skill in office and records 
organization, routine report preparation and processing, adhere to required procedures, use 
technology to manage information and to efficiently produce correspondence and other routine 
communications. 

 

(This job description does not constitute an employment agreement between the employer and the employee.  It is used as a 
guide for personnel actions and is subject to change by the employer as the needs and requirements of the job change.) 

 

 

 

 

 


