HIGWAY DEPARTMENT FOREMAN DUTIES AND RESPONSABILITIES

1. The Highway Foreman is responsible to carry out on a daily basis the direction of the Road Commissioner and or Town Manager.

2. The Highway Foreman will insure that he/she as well as all other Highway Department employees adhere to all Federal, State, and local safety rules, regulations and policies at all times

3. The Highway Foreman will keep an accurate record of when he/she arrives/departs work as well as when all other Highway Department employees arrive/depart work.

4. The Highway Foreman is responsible to insure that town vehicles, tools, equipment and supplies are only used for town purposes unless the express consent of the Town Manager or Board of Selectmen is received.

5. The Highway Foreman will maintain a detailed daily log of the projects he/she works on as well as what they have accomplished and will insure that the other employees individually do the same.

6. The Highway Foreman is responsible to insure that all employees adhere to a daily schedule that will include 2 fifteen minute breaks and a 30 minute lunch. All breaks and lunches are to be noted on the daily log.

7. The Highway Foreman will maintain a project list that will be reviewed with the Road Commissioner on a weekly basis. The Highway Foreman will provide enough description on this project list to assist the Road Commissioner in making priority decisions.

8. The Highway Foreman will deliver to the Town Manager on a monthly basis the fuel usage charts that are maintained at the highway garage facility.

9. The Highway Foreman will maintain a log of all trouble tickets provided to him/her by the town office and will review all outstanding tickets with the Road Commissioner at the weekly meeting. All closed ticket will be kept on file for 1 year and maintained at the town office.

10. The Highway Foreman is responsible for placing routine maintenance items on the project list far enough in advance that will allow time for proper planning and scheduling.

11. The Highway Foreman will maintain a list of annual or semi-annual projects that need to be done each year and review this with the Road Commissioner annually to keep him/her informed of any changes.

12. The Highway Foreman is expected to perform all of the duties of those employees that are under his/her supervision and is paid a higher rate to perform the administrative tasks only, it is the understanding of the Town Manager that the additional duties are to consume no more than 10% of the Highway Foreman’s time.  The Town Manager has an expectation that the Highway Foreman will lead by doing and not by delegating.

13. The Highway Foreman will make recommendations to the Road Commissioner by November first of each year as to how the winter plow routes will be laid out. Any change to these routes after approved by the Road Commissioner will need to be resubmitted for approval.

14. The Highway Foreman is responsible for the proper maintenance care and up keep of the Highway Garage Facility. This includes daily cleaning, inspection and maintenance.

15. The Highway Foreman is authorized to contact vendors to solicit pricing for repairs so that a detailed estimate may be presented to the Town Manager before ordering items for non routine maintenance.

16. The Highway Foreman will maintain an accurate budget tracking system to insure that all items purchased fit within the appropriate budget area. The Town Manager will provide monthly updates or as requested by the Highway Foreman to insure no budget area is over spent.

17. The Highway Foreman will prepare and submit a budget proposal to the Town Manager no later than March 15th of each year to cover winter roads and any needed supplies for the Highway Department.

18. The Highway Foreman will conduct a weekly safety briefing for all department employees. The topics covered and a signed attendance sheet will be filed with the Town Manager at the weekly meeting.

19. The Highway Foreman will also be responsible for any and all other duties assigned by the Road Commissioner and Town Manager.
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