MANAGEMENT ANALYST (Department of Public Works)

Position Purpose:
Reporting directly to the DPW Director, the Management Analyst is the lead assistant to
the DPW Director to assist in planning, reporting, estimating, maintaining and organizing
projects for the Streets and Roads, Transfer Station, Trees and Cemeteries and Parks and
Grounds Divisions.

Supervision:
Supervision Scope: Exercises considerable initiative and independent judgment in the

planning, administration and execution of the services of all DPW divisions. Works
independently under the Director, in formulating decisions regarding division policies,
procedures, operations and plans.

Supervision Received: Works under the administrative direction of and reports directly to
the DPW Director. Provides professional support services for planning, budgeting and
evaluating of programs and procedures within all aspects of DPW operations with the
intent of identifying and implementing cost effective operating procedures that facilitate,
enhance and improve the management of the department.

Supervision Given: None.

Job Environment:

Establishes short and long range plans and objectives, and assumes responsibility for,
division results. Works according to established professional department and Town
policies and procedures, standards, or specific directives and instructions.

Makes frequent contact with the general public, other Town departments, regional and
state governmental agencies, vendors and contractors. Contacts require a moderate level of
persuasiveness and resourcefulness. Also has access to department-related confidential
information including personnel records and bid proposals.

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.)

Accounts for all Chapter 90 work and other state and federally funded projects by
transcribing relevant information on paving programs, bridge building, etc. to proper Mass.
Highway Department forms, including preparation of required final reports. Interacts
regularly with the D.O.T. concerning reimbursements for defined projects.

Prepares proposals and invitations to bid for numerous contracts for goods and services.
Selects specifications for bids for all purchases of materials and equipment for the Streets
and Roads, Transfer Station and Trees and Cemeteries, and Parks and Grounds divisions.
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Compiles information and develops spreadsheets for selection of successful bidders.
Reviews and evaluates bids for compliance with technical and special requirements and
participates in the awarding of all contracts in conjunction with the DPW Director and
Town Counsel.

Develops and maintains databases and programs for the maintenance and replacement of
vehicles and equipment. Provides financial analysis for lease-purchase or outright
purchase decisions.

Research and assist Director with departmental long range plans and project planning and
coordination. Assists Director in developing projects and ongoing programs, e.g. paving,
to meet fiscal circumstances. Assists in developing cost estimates and assessing
alternatives for DPW work projects.

Assists in preparation of the annual departmental operating and capital budgets for all
DPW divisions for submission to Town Manager. Monitors all division expenditures
throughout the fiscal year to insure compliance with approved budget and Mass.
procurement laws.

Prepares weekly and monthly budget and running balance reports for DPW Director and
other departments as needed. Audits accounting department reports and oversees weekly
vouchers for accuracy and compliance with available budget. Reconciles monthly
statements from accounting with DPW balances.

Assist in managing Transfer Station operations and planning. Monitoring revenue vs.
expenses throughout the fiscal year and guiding the decision making process for
establishing material disposal fees and sticker increases. Cost containment, processing
RFP’s for hauling and Pay-Per-Throw Bag orders and vendor selection for recyclable
materials. Research changes made by the EPA and DEP for guidelines on disposal of
certain materials.

Responsible for fiscal year end closure including auditing of all division finances under the
Department of Public Works. Works closely with the accounting and treasurers
department auditing and supplying reports and related information as needed to be sure
that all records match and variances are addressed.

Monitors and prepares detailed reports for snow & ice events. Compiles data for
recordkeeping and reimbursement from FEMA and other governmental agencies. Attends
FEMA and MEMA information sessions for storm grants and submits appropriate
paperwork for reimbursement. Processes contracts for road salt and other materials
required during the winter storm season.

Prepares asset cards for all new infrastructure additions to the town. Tracks expenses for
roads, walkways, major drainage projects, bridges, etc. Prepare expense reports for
infrastructure projects.
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Compile and track all department payrolls, audit time-off accruals and work and salary
histories.

Advise departmental employees regarding personnel and departmental rules, benefits.

Develops, implements and coordinates computer applications. Trains and supervises
office staff, mechanics and foremen to perform various tasks on computer.

Compiles data from other municipalities. = Conduct benchmarking and program
evaluations, also cost-benefit studies.

Prepares required documentation for grants and special projects such as FEMA, DEP and
other federal and state governmental agencies.

Responsible for inventory, control and maintenance of Town fuel system. Includes
programming of fuel keys and utilization of specialized software program. Prepare reports
and oversee invoicing; insure compliance with EPA and DEP vapor recovery regulations.
Contact with related vendors for maintenance, repair and reports for DEP and other
regulatory agencies. Works with vendors on completing various mandates such as
equipment conditions, leak detection and visual inspections.

Plan, implement and specifications of small construction projects within the department
such as renovating bathrooms, installing fuel station canopy, flooring, painting, etc.

Perform related duties as required.

Recommended Minimum Qualifications:

Education, Training, and Experience:

Bachelor’s degree in management, finance, civil engineering or related field and five years
of related experience, preferably in a municipal setting, or an equivalent combination of
education and experience. Proficiency in the use of Windows, spreadsheets, word
processing.

Knowledge, Ability, and Skills:
Knowledge: Knowledge of construction planning, practices and methods, project planning;
familiarity with equipment operation and with managing inventory.

Ability and Skills: Ability to establish goals and objectives for the department/division.
Ability to work effectively under time constraints to meet deadlines. Ability to prepare
and administer budgets and departmental finances. Effective verbal and written
communication skills.

Physical Requirements:

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
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accommodations may be made to enable individuals with disabilities to perform the
essential functions.

The employee is required to: interact and communicate frequently and effectively with the
public, government officials, other staff members and boards, and/or third parties
transacting business with the Town; operate standard office equipment including
computers and keyboards, at efficient speed; and move throughout the municipal office.
The employee must occasionally lift and/or move up to 25 pounds.

(This 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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