
 

 

 
 
Public Works Coordinator/ Operator 
 
The role of the Public Works Coordinator is to see to the maintenance of streets, equipment, 
tools and buildings of the municipality. Notify the general management of the town’s needs in 
terms of supplies, repairs to bring to the equipment and infrastructure. Supervise the activities of 
the public work department and contractors. Keep an up-to-date inventory of town equipment 
and tools. Ensure the equipment and resources are used effectively. Make sure to keep a good 
relationship with the citizens and the public. Work with the water operator and coordinate the 
work that needs to be done, also work closely with Jardine Park maintenance and manager. 
 
Immediate superior: General Management 
Salary: To be determined, depending on the education and experience of the candidate, with 
group insurance and pension plans. 
Working hours: 40 hours (8:00 a.m. to 5:00 p.m. Monday to Friday). Work on call in case of 
emergency or storm. Once certified as operator works on call on rotating basis. 
 
Skills and Abilities: 
Have skills and knowledge in plumbing, carpentry, mechanics, welding and electricity. Driving 
heavy machinery would be an asset. 
Leadership skills that allow effective decision-making in stressful situations. 
Excellent personal initiative and solid organizational skills. 
Ability to manage multiple projects at the same time. 
Good interpersonal skills and strong public relations skills. The ability to deal effectively and 
courteously with staff, management, elected officials, intergovernmental organizations, the 
public, entrepreneurs, while respecting privacy. 
Demonstrate ease in using creativity to plan and manage equipment / materials including the 
town’s projects. Find solutions to operational problems as well as seasonal staff. 
Be concerned about the quality and timeliness of his work, for effectiveness of personnel and 
customer satisfaction. Have initiative and leadership. 
 
Main functions: 
Supervision and control the work of subordinates in his department, materials, equipment and 
infrastructure in order to respect budgets. 
Maintaining good relationships with citizens, working colleges, superiors, suppliers and 
resources in the region. 
Ability to answer citizen complaints and consult with citizens and other concerned parties on 
problems in regard to Public Works functions diplomatically 
Works with consulting engineers and contractors arranging for contractual services for public 
works projects. 
 
 



 

 

 
Prepares studies, reports and recommendations relative to the Public Works programs and 
special projects; determines and recommends what Public Works programs or major projects 
should be initiated, dropped or modified. 
Prepare reports for the council. 
Ensure that habits in health, safety and the environment are followed. 
Respect the town’s standards and policies. 
Participate in the improvements and embellishments of the municipality's infrastructures. 
Maintains an excellent working knowledge of Work Safe NB, environmental, transportation and 
infrastructure and other relevant regulations 
Attend council meetings, various hearings, seminars and civic and business meetings on behalf 
of the Public Works Department 
Note: These are only the main tasks of the position; related tasks may be assigned from time to 
time. In addition, the employer reserves the right to modify the tasks following changes in the 
organization of work. 
 
 
 
Requirements: 
Grad 12 or GED is necessary 
Have experience in municipal works such as maintenance of equipment and infrastructure. 
Respect the confidentiality of the information processed. 
Have good work history. 
Basic computer skills. 
Must be able to take courses on water and wastewater to be able to achieve certification after  2 
years the person will be able to write exams to become certified operator. 
 
Those interested in applying must send their curriculum vitae no later than 4:30 p.m. on August 
14, 2020, by email to melanie.savoie@richibucto.org or by mail to the following address; 
 
Town of Richibucto 
9235 Main Street 
Richibucto, NB E4W 4B4 
 
We thank all candidates who apply for this position; however only successful applicants will be 
contacted. 
 
 
 
 
 
 
 


