
 
 

 

 

JOB TITLE: Public Works Operations 
Coordinator 

DEPARTMENT:  Public Works  

ROLE & LEVEL: Non-Management / Non-
Union 

REPORTS TO: Public Works Director 

GRADE: 6 FLSA STATUS:  Exempt   

Salary: 75-90k Annual DOQ  

Resume & Cover Letter accepted via email / 
PDF format to: JRosado@nbvillage.com 

Open until filled  

 

 
WORK OBJECTIVE: 
The Public Works Operations Coordinator supports the Public Works Director & Department by 
performing a mix of field-based operational work and essential office-based administrative 
duties. This role ensures that water, sewer, stormwater, sanitation, and public works 
operations run smoothly by assisting in inspections, responding to service requests, supporting 
crews in the field, and maintaining accurate records and reporting. 

 
EXAMPLES OF ESSENTIAL FUNCTIONS: 
The list of essential functions, as outlined herein, is intended to be representative of the tasks 
performed within this classification. It is not necessarily descriptive of any one position in the 
class. The omission of an essential function does not preclude management from assigning 
duties not listed herein if such functions are a logical assignment to the position. 
 
Field Operations  

• Ensure all wastewater and water system facilities and infrastructure function at the 
lowest life cycle cost using asset management strategies and principals. 

• Manage the maintenance of complex systems including water distribution systems, 
wastewater collection systems, wastewater and stormwater pump stations, and other 
utility related facilities. 

• Identify process improvements and make decisions related to policies and work 
practices. 

• Conduct on-site inspections of water, sewer, stormwater, and other utility infrastructure 
to identify issues such as leaks, blockages, overflows, broken valves, meter problems, or 
drainage concerns. 

• Respond directly to resident service calls, providing on-site assessments and coordinate 
necessary repairs with utility crews. 



 
 

• Assist field crews with utility locates, meter checks, sample collection, safety setups, 
staging materials, and documenting conditions before/after repairs. 

• Document field findings using mobile tools, photographs, GPS equipment, and mapping 
applications. 

• Monitor contractor job sites to ensure compliance with Village standards and safety 
requirements. 

• Support emergency response operations (storm prep, flood mitigation, debris removal, 
pump operations, FEMA data collection). 

• Perform the physical requirements of the position and work within the established 
working conditions of the position. 

 
Administrative & Reporting Duties  

• Create and maintain logs, reports, inspection summaries, and work order 
documentation to support daily and long-term public works operations. 

• Enter field data into municipal systems, update work order statuses, track progress, and 
ensure accurate recordkeeping. 

• Prepare and maintain various personnel and work-related records and reports. 
• Assist in preparing the annual/biennial maintenance budget and monitor expenditures, 

forecast personnel requirements, authorize purchases, submit capital expenditure 
requests, and update budget estimates quarterly. 

• Assist with regulatory documentation involving water quality, stormwater compliance, 
sewer overflow reporting, and related State/FDEP requirements. 

• Prepare weekly/monthly operational reports for Public Works leadership. 
• Manage service request tracking, ensuring timely follow-up and communication with 

residents. 
• Maintain files related to maintenance activities, contractor invoices, project 

documentation, and procurement needs. 
 
Other Job Functions 

• Perform other job functions as assigned. 

 
SUPERVISION: 

• Yes 

 
MINIMUM QUALIFICATIONS: 

• High School Diploma or equivalent; technical training in utilities/public works preferred. 
• Five (5) years of experience in utility fieldwork, public works, or related municipal 

operations , two (2) years of which must be in a supervisory capacity. 
• Must be capable of lifting 40+ lbs, walking uneven terrain, and working outdoors daily. 
• Valid Florida Driver’s License with CDL endorsement. 



 
 

 
PREFERRED QUALIFICATIONS: 

• Prior governmental public works experience preferred. 

 
KNOWLEDGE OF: 

• Applicable federal, state, and local laws, rules, policies, and procedures. 
• Principles and practices of asset management, including Computerized Maintenance 

Management Systems (CMMS). 
• Understanding of staff trades in electrical, mechanical, instrumentation/automation, 

warehouses, and administrative staff. 
• Principles and practices of public administration, organization and personnel 

management. 
• Materials, methods, and techniques commonly used in construction, maintenance, and 

repair activities as related to the specialized area of the utility. 
• Departmental policies, procedures, regulations, and applicable bargaining agreements. 
• Hazards and safety precautions of the work. 
• Water and wastewater maintenance principles, treatment processes and collection 

system maintenance principles, regulatory compliance requirements (e.g., NFP70 Nation 
Electrical Code, NPDES Permits, State Discharge Permits, State of Florida Administrative 
Codes, Miami-Dade water and wastewater regulatory requirements) for overall strategic 
planning, preparedness, and timely response. 

• Principles and practices of public administration, organization, and personnel 
management. 

• Materials, methods, and techniques commonly used in construction, maintenance, and 
repair activities related to water and wastewater infrastructure.  

 
SKILLS, AND ABILITIES: 

• Solid understanding of water, sewer, stormwater, and other public works systems and 
field operations. 

• Ability to perform physical field work in varying weather conditions. 
• Strong organization and documentation skills; ability to maintain accurate logs and 

reports. 
• Competence using mobile field tools, GPS, tablets, and municipal software. 
• Clear communication skills when interacting with residents, vendors, and staff. 
• Ability to interpret basic utility drawings, site plans, maps, and operational procedures. 
• Commitment to safety protocols and proper field practices. 
• Ability to communicate effectively, verbally and in writing. 
• Ability to interact professionally with the public, vendors, and Village staff. 
• Ability to establish and maintain cooperative working relationships with those contacted 

in the course of work. 



 
 

• Ability to organize work for timely completion and manage multiple priorities. 
• Ability to regularly attend work and arrive punctually for designated work schedule. 
• Ability to be flexible in working hours as needed after hours or on weekends.  
• Ability to pass the required background check and drug screening. 

 
PHYSICAL REQUIREMENTS: 
Tasks involve the ability to perform physical effort in moderate work, which may include lifting, 
carrying, pushing, and/or pulling objects up to 40 pounds. Tasks may involve extended periods 
at a computer workstation as well as extended standing and walking in outdoor environments. 

 
REQUIRED CERTIFICATIONS 

• Water Distribution Class C 
• Waste Water collection Class C 

 
WORKING ENVIRONMENT/CONDITIONS: 
Work is performed in an office and out in the field at various job sites. Travel to various work 
location, job sites, or meeting locations is frequent. Attendance at meetings or outside of 
normal schedule may be required. Extended periods of concentration and sedentary work are 
required. Work is performed around a variety of inside and outside environmental conditions, 
with exposure to raw sewage and inclement weather. Work may include potentially hazardous 
conditions associated with working in a wastewater collections system and/or treatment plant 
such as contact with viruses and/or bacteria. Work may be performed in tight and confined 
spaces, above and underground, is subject to loud noises and noxious fumes, and working 
around traffic or near construction equipment. Work may be indoors or outdoors, and the 
employee may be on 24-hour call.. 

 
SENSORY REQUIREMENTS: 
Tasks require sound and visual perception and discrimination. Tasks require oral 
communication ability. 

 
**The Village is an Equal Opportunity Employer** 


