
City of Albion 
Job Description 

 
Deputy Director of Public Services 

 
Supervised By: Director of Public Services 
Supervises:  All employees of the water, wastewater, sewer, streets, parks and  
                             cemetery units. 
 
 
General Summary: 
Under the supervision of the Director of Public Services, oversees the operations of the 
City’s water treatment and distribution and wastewater collection and treatment 
systems, street, parks and cemetery units.  Determines work priorities and develops 
divisional policies and procedures in compliance with applicable regulations.  Assists the 
Director of Public Services in a variety of administrative tasks such as budget 
development, manpower development and resource allocation.   
 
 
Essential Job Functions: 
An employee in this position may be called upon to do any or all of the following essential functions.  
These examples do not include all of the duties which the employee may be expected to perform.  To 
perform this job successfully, an individual must be able to perform each essential function satisfactorily. 

 
1. Oversees the standard operations and special projects associated with the City’s 

ground water well supply treatment system, water distribution system and sewer 
collection and treatment systems, streets, parks and cemetery units.  Assists with 
Analyzing and resolves issues related to all of these areas. Ensures that streets 
and public area are free of debris, snow, ice and other potential hazards. 

2. Assists in the recruitment and hire of department personnel, evaluates 
performance, and oversees safety and skill training.  Takes disciplinary action 
according to established procedures, participates in grievance procedures, and 
administers labor contracts. 

3. Assesses divisional operations, staffing levels, facilities, and equipment.  Assists in 
the analyses of capital needs, makes recommendations for improvements, and 
implements changes.  Coordinates construction activities and equipment usage 
with the Director of Public Services and field staff. 

4. Assists the Director of Public Services in preparing annual budget requests, 
administering the departmental budget, and ensuring that authorized budget 
procedures are properly used.  Assists in the oversight of divisional purchasing and 
maintains an inventory system.  

5. Keeps abreast of developments in water and wastewater treatment, street parks 
and cemetery technologies and new administrative techniques and current issues 
through continued education and professional growth.  Maintains cooperative 
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relations with peer agencies and other governmental units.  Attends conferences, 
workshops, and seminars as appropriate. 

6. Establishes and maintains positive relationships with citizens, community groups, 
City officials, employees, and other interests. Serves on special committees and 
participates in civic and professional organizations as appropriate.   

7. Ensures compliance with EPA and MDEQ permit; monitors requirements and 
effluent limitations according to general permit and certificate coverage. 
Supervises quality assurance/quality control program including EPA sample 
analysis.  Participates in daily lab analysis, as needed.  

8. Supervises preventive maintenance on plant and pump station facilities, 
equipment, machinery, buildings, and grounds; directs the repair, replacement, 
and refurbishing of facilities and equipment.   

9. Completes required reports for all applicable regulatory agencies.  Compiles and 
presents various reports to the City Manager and City Council as requested. Meets, 
communicates, and corresponds with EPA, MDEQ, OSHA, MIOSHA, and 
Department of Public Health officials.  

10. Develops and administers the land application program for disposal of digested 
wastewater sludge.  Prepares annual report and monitoring requirements to EPA 
and MDEQ, including soil tests, sludge tests, metal accumulations, and application 
rates. 

11. Oversees the creation and maintenance of an emergency response program for 
the wastewater treatment plant and all pump stations. Makes critical decisions in 
normal and emergency situations.  Responds to emergencies and operational 
needs 24 hours a day. 

12. Prepares grant proposals and consults with granting agencies, engineers, and 
contractors in securing and administering grants. 

13. Performs related work as required. 
  
Required Knowledge, Skills, Abilities and Minimum Qualifications: 
The requirements listed below are representative of the knowledge, skills, abilities and minimum 
qualifications necessary to perform the essential functions of the position.  Reasonable accommodations 
may be made to enable individuals with disabilities to perform the job. 

 
• Education: A Bachelor’s degree in environmental science, engineering, chemistry or 

a related field, or equivalent is preferred. 
• Experience requirements include five or more years of progressively more 

responsible experience in public works, wastewater treatment and/or water 
treatment/distribution, including supervisory and administrative duties. 

• A valid Michigan Driver’s License 
• Preferred: State of Michigan S-3, D-3 and C license for waste water 
• Thorough knowledge of public management techniques involved in planning, 

budgeting, procurement, and personnel administration.   
• Thorough knowledge in computer systems, SCADA, Opto 22, GIS and others related 

to the performance of the system. 
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• Thorough knowledge of the laws and regulations governing water treatment and 

distribution and wastewater collection and treatment, including extensive permit 
knowledge is preferred. 

• Thorough knowledge of public works operations, and the principles, practices, 
policies and procedures related to water treatment, water distribution and sewage 
collection is preferred. 

• Considerable knowledge of the safety issues, tools, methods, and materials utilized 
in public works projects and utility operations. 

• Skill in assembling and analyzing data, and in preparing comprehensive and accurate 
reports. 

• Skill in effectively communicating ideas and concepts orally and in writing. 
• Ability to establish effective working relationships and use good judgment, initiative 

and resourcefulness when dealing with the public, employees, City officials, project 
contractors, representatives of other governmental units, and professional contacts. 

• Ability to critically assess situations and solve problems, and to work effectively 
under stress, within deadlines, and changes in work priorities. 

• Ability to train, supervise, and evaluate the work of others. 
• Ability to respond to emergencies and address operational issues 24 hours a day. 
• Performs related duties as required and/or assigned by the Director of Public 

Services and/or the City Manager. 
 

 
Physical Demands and Work Environment: 
The physical demands and work environment characteristics described here are representative of those 
an employee encounters while performing the essential functions of the 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 is regularly required to use hands 
to finger, handle, or feel; reach with hands and arms; and talk or hear.  In the course of 
inspecting water and sewage facilities or projects, the employee is occasionally required 
to climb or balance, stoop, kneel, crouch, or crawl, and taste and smell.  The employee 
must occasionally lift and/or move objects of moderate to heavy weight.  Specific vision 
abilities required by this job include close vision, distance vision, color vision, peripheral 
vision, depth perception, and ability to adjust focus. 
 
While performing the duties of this job, the employee is occasionally exposed to moving 
mechanical parts; fumes or airborne particles; toxic or caustic substances; high, 
precarious places; outside weather conditions; wet or humid conditions; vibration; and 
risk of electrical shock.  The noise level in the work environment can range from quiet 
to loud. 
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Selection Guidelines 
 
Formal application; verification of education and experience; oral interview and 
background check; conditional offer of employment; post offer medical examination; 
drug screening; and/or additional job related tests may be required. 
 
The duties listed above 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. 
 
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 for the job change. 
 
 
 


