
 
PUBLIC WORKS DIRECTOR 
 
POSITION SUMMARY 

The Village of Summit is seeking an experienced and progressive leader to join their talented Administrative 
Management Team. A well-regarded community located in Waukesha County, the Village of Summit is 24 square 
miles and has a residential population of approximately 5,000.  
 
This newly created position will be instrumental in developing, implementing, and monitoring the Public Works 
Department’s long-term plans, goals, and objectives focused on achieving the Village’s mission and priorities. 
Under the direction of the Village Board, this role is responsible for the management and administration of the 
Village’s public works operations, streets, public buildings and grounds, including parks, cemeteries, utility 
districts and safety protocols. 
 
This is a full-time opportunity that offers a starting annual salary between $70,000 - $100,000, depending upon 
experience and qualifications, and a competitive benefits package including but not limited to health, dental, 
and group life insurance, paid time off, paid holidays, and retirement benefits. 
 
RESPONSIBILITIES 

 Supervise, direct, and evaluate the performance of all public works department employees.  
 Coordinate plans, bidding, inspection, and contract administration of construction, subdivision, road, 

park and utility projects with the Village Engineer. 
 Act as Safety Director for Village employees by developing safety plans, training employees in safety 

matters, enforcing safety protocols, and maintaining written documentation of any incidents. 
 Coordinate with the police and fire department for emergency services. 
 Manage the maintenance, safety, and record-keeping for all Village equipment on a routine basis. 
 Serve as liaison to other communities, municipalities, and commissions to coordinate insourcing and 

outsourcing of municipal functions and recreation facilities or programs. 
 Prepare and apply for grants and manage grant programs for the Department of Public Works. 
 Prepare the Public Works annual budget in coordination with the Village Administrator. 
 Oversee and manage care and maintenance of Village buildings, facilities, and the Village cemetery. 
 Assess and direct MS4 requirements and schedule storm drain cleaning as required of the Village. 
 Assess and manage the requirements for all issues regarding Village roads on a routine basis. 
 Investigate complaints and resolve problems as it pertains to the Village’s Public Works responsibilities. 
 Attend all Village Board and other meetings and provide regular updates to the Village Board. 
 All other duties as assigned or requested. 

 
 
 
 
 



QUALIFICATIONS 

 Bachelor’s degree in civil engineering or public administration is preferred.  
 At least eight years of experience in the public sector or related environment, including five years of 

prior supervisory experience is required. 
 Must possess high-level of professionalism and strong interpersonal skills to provide departmental 

leadership and superior customer service to Village Board, officials, property owners, developers, staff, 
and all others encountered through the course of work. 

 Proven track record of successfully developing, implementing, and managing programs with 
knowledge and practical application within related disciplines. 

 Must excel working with high-level of autonomy, show initiative, have an eye for process 
improvement, and perform effectively under pressure. 

 Knowledge of methods, practices, and equipment used in public works activities and the ability to 
operate heavy equipment such as front-end loaders, snowplows, skid steers, and backhoes is a plus. 

 Working knowledge of Microsoft Office applications is essential to this position.   
 Ability to obtain and maintain a valid regular Wisconsin Driver’s License. 

 
 
 
The deadline for applications is December 1, 2020.  Please complete the employment application on the website 
(www.summitvillage.org) or call to have an employment application mailed or e-mailed.  A resume and cover 
letter are also required.  Submit employment documents to: 
 
Village of Summit 
Public Works Director Position 
Attn:  Debbie Michael, WCMC 
Village Administrator-Clerk/Treasurer 
37100 Delafield Road 
Summit WI 53066 
Administrator@summitvillage.org 
 
 

The Village of Summit is an Equal Opportunity Employer. 


