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Mayor and Councilors:

The City of Shady Cove currently relies on one Public Works maintenance employee to perform abroad
range of essential municipal functions, including street maintenance, drainage, parks, City facilities,
vegetation management, traffic control, equipment maintenance, contractor coordination, emergency
response, and infrastructure documentation.

This staffing level creates a single point of failure within an essential City operation. Illness, injury,
vacation, training, or simultaneous emergency conditions can leave the City without adequate Public
Works coverage. It also increases the likelihood that preventive maintenance, inspections,
documentation, and lower-priority repairs will be deferred while the employee addresses immediate
operational needs.

The concern is not simply workload. It is risk. Public Works duties involve roads, traffic, heavy
equipment, physical labor, drainage, trees, public facilities, and emergency conditions. Many of these
activities can be performed more safely and efficiently with two employees, particularly where traffic
control, lifting, equipment spotting, emergency response, or roadside work is involved.

Hiring a Public Works Maintenance 1 employee would provide basic operational redundancy, improve
employee safety, strengthen emergency response, allow routine and preventive maintenance to occur
consistently, reduce deferred maintenance, improve asset documentation, provide coverage during
leave and training, and begin transferring critical institutional knowledge to another employee.

The position would also allow the City's more experienced Public Works employee to concentrate on
higher-skill maintenance, equipment operation, project coordination, contractor oversight, and
infrastructure priorities while Maintenance 1 performs and assists with routine maintenance activities.

From a risk-management standpoint, continuing to operate a broad municipal Public Works function
with one maintenance employee exposes the City to avoid operational, safety, continuity,
infrastructure, and financial risk liabilities. Adding Maintenance 1 is therefore not simply an expansion
of staffing. It is a basic internal-control and continuity measure for an essential City service.

=§f" Maintenance Worker 1 job description for your review along with
onsideration.

Attached is a new “Draft” Publi
an April 2026, PayScale chart fgr

Randy Petersen — City Admin '

B |




As of July 1, 2025

Step A

CPI-U West Class B/C 12 Mo. Annual, 1.5% to 4% = 2.6%

City Recorder

Administrative Assistant

Planning Technician

Accounting Technician

Public Works Maintenance Worker 11|

Public Works Maintenance Worker Il

Public Works Maintenance Worker |

Office Clerk

Hr.
Mo.
Yr.

Hr.
Mo.
Yr.

Hr.

Mo.

Yr.

Hr.
Mo.
Yr.

Hr.
Mo.
Yr.

Hr.
Mo.
Yr.

Hr.
Mo.
Xt

Hr.
Mo.
Yr:

$
$
$

& A P © & & hH &P & H €« A € H P

€ P &N

21.16
3,668
44,016

21.16
3,668
44,016

27.01
4,682
56,184

27.01
4,682
56,184

22.16
3,841
46,092

20.13
3,490
41,880

18.30
3,172
38,064

14.97
2,595
31,140

© 6 A ¥ e e ©$ & & 9 HPn € & € N @ &hH AP

& A N

Step B

22.22
3,851
46,212

22.22
3,851
46,212

28.36
4,916
58,992

28.36
4,916
58,992

23.27
4,033
48,396

21.14
3,665
43,980

19.22
3,331
39,972

15.72
2,725
32,700

© h h € & P ©¥ B & ©“ &h h €& e en © N A

e e

© & h

Step C

23.33
4,044
48,528

23.33
4,044
48,528

29.78
5,162
61,944

29.78
5,162
61,944

24.43
4,235
50,820

22.20
3,848
46,176

20.18
3,498
41,976

16.51
2,861
34,332

& N & @ P € H e €« A & € A P €2 € e £ &

©“ & A

Step D

24.50
4,246
50,952

24.50
4,246
50,952

31.27
5,420
65,040

31.27
5,420
65,040

25.66
4,447
53,364

23.31
4,040
48,480

21.19
3,673
44,076

17.33
3,004
36,048

€ A & e &+ ©« € P

@~ &hH N 9 A ©“ & h ©~ H

€« & R

Step E

25.72
4,458
53,496

25.72
4,458
53,406

32.83
5,601
68,292

32.83
5,691
68,292

26.94
4,669
56,028

24.47
4,242
50,904

22.25
3,857
46,284

18.20
3,154
37,848

& €A € & & ©“ &h P € hHh @ A h ©w n @ PP

& A

Step F

27.01
4,681
56,172

27.01
4,681
56,172

34.48
5,976
71712

34.48
5,976
71,712

28.28
4,902
58,824

25.70
4,454
53,448

23.37
4,050
48,600

19.11
3,312
39,744



CITY OF SHADY COVE, OREGON
JOB DESCRIPTION
PUBLIC WORKS MAINTENANCE WORKER

Department Public Works Reports To City Administrator or Designee

Supervision Duties None, unless specifically Classification Public Works Maintenance | /
assigned WAl

Employment Status Regular, Full-Time FLSA Status Non-Exempt

Hours Typically 40 hours per week Work Schedule Established by City; may vary

based on operational needs

Compensation Per applicable salary Work Location City-wide / Public Works
schedule /DOQ facilities

Updated September 2026 Bargaining Status Per applicable Collective

Bargaining Agreement

GENERAL DESCRIPTION

Performs skilled and semi-skilled duties related to the maintenance, repair, construction, inspection, and operation of City of
Shady Cove streets, rights-of-way, drainage facilities, parks, grounds, public buildings, signs, vehicles, tools, equipment, and
other municipal infrastructure. Uses hand tools, power tools, landscaping equipment, and authorized heavy equipment to
complete assigned work safely and efficiently.

The employee performs routine and emergency maintenance, assists contractors and other public agencies, responds to citizen
concerns, supports City-sponsored events, maintains accurate work and equipment records, and helps protect the safety and
condition of City-owned property and infrastructure. Work is performed both independently and as part of a team under the
general direction of the City Administrator or designee.

The duties and physical demands described in this job description are representative of those required to perform the essential
functions of the position. Reasonable accommodations may be made to enable qualified individuals with disabilities to perform
essential functions. This job description does not constitute an employment agreement and may be modified as City needs and
job requirements change.

TYPICAL ESSENTIAL DUTIES

These duties are representative examples. Position assignments may vary depending on City needs, classification level,
workload, training, certifications, and employee qualifications.

1. Streets and Rights-of-Way

e Repair potholes and minor pavement failures and assist with crack sealing, asphalt repair, gravel placement, shoulder
maintenance, and related street work.

o Perform weed abatement and vegetation control on City property, rights-of-way, ditches, sidewalks, walkways, parking
areas, curbs, and gutters.

e Keep streets, curbs, gutters, and rights-of-way clean and free of debris and obstructions.

»  Maintain visibility at intersections by trimming vegetation and identifying other sight-distance concerns.

e Install, inspect, repair, maintain, and replace street signs, regulatory signs, informational signs, and temporary traffic-
control devices.

e Identify street-lighting outages or damage, including bridge lighting, and coordinate or perform authorized replacement or
repair work.

e  Assist with pavement markings, snow and ice removal, sanding, barricades, and street closures as directed.

e Inspect streets for deterioration and safety hazards and report conditions requiring major repair, engineering, contractor,
or management review.
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Maintain records of street repairs, locations, materials used, signs needed, and work completed.

2. Stormwater and Drainage

Inspect and maintain drainage ditches, culverts, catch basins, storm drains, and related drainage infrastructure.
Remove sediment, vegetation, leaves, debris, and obstructions from drainage facilities.

Respond to localized flooding, blocked drainage, and storm-related concerns.

Assist with sandbagging, flood-water routing, temporary barriers, and other emergency flood-control activities.
Identify damaged or failing drainage infrastructure and report conditions requiring repair, engineering, or contractor
assistance.

Assist with minor drainage repairs and improvements and document recurring drainage problems.

3. Parks and Grounds Maintenance

Mow, water, weed, prune, trim, rake, fertilize, and otherwise maintain lawns, plants, trees, landscaped areas, and public
grounds.

Operate tractors, push mowers, weed-eaters, and other landscaping equipment for which the employee is trained and
authorized.

Apply herbicides, pesticides, and fertilizers only when properly licensed, trained, and authorized.

Inspect and maintain benches, picnic tables, fencing, pathways, irrigation components, fountains, trash areas, and other
park facilities.

Perform routine exterior maintenance, including painting, minor plumbing, carpentry, and related repairs within employee
qualifications.

Build, install, repair, or maintain park benches and other small park improvements as assigned.

Remove fallen limbs, brush, and other hazards and report hazardous trees requiring professional evaluation.

4. City Hall and Public Facilities

Maintain City Hall landscaping, watering systems, grounds, sidewalks, walkways, parking areas, gutters, and surrounding
public areas.

Perform building maintenance and minor facility repairs as assigned.

Replace light bulbs, batteries, filters, hardware, fixtures, locks, and other minor building components.

Change HVAC filters on the schedule established by the City and report HVAC concerns requiring professional service.
Place and remove seasonal decorations and flags as requested.

Move refuse containers for scheduled pickup and return them to designated locations.

Assist office staff and other City departments with maintenance-related support when requested.

Maintain City storage, shop, and work areas in a clean, orderly, and safe condition.

5. Vehicles, Tools and Equipment

Operate City vehicles, trailers, tractors, mowers, backhoes, dump trucks, bucket trucks, hand tools, power tools, and
other equipment for which the employee is qualified and authorized.

Conduct routine pre-use inspections and check fluids, tires, lights, guards, safety equipment, and general operating
condition.

Perform routine preventive maintenance on tools, vehicles, and equipment within employee gualifications.

Report mechanical problems promptly and assist with scheduling outside repairs when required.

Maintain vehicle, equipment, fuel, tool, service, and inventory records.

Use appropriate guards, lockout practices, and personal protective equipment when operating or maintaining equipment.

6. Special Events and Community Support

Assist event planners or City staff with event preparation when requested by the City Administrator.
Place signs, barricades, cones, and other traffic-control devices to support public safety during City-sponsored activities.
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Assist with City-sponsored events, including community cleanup activities and seasonal programs, as assigned.
e  Provide traffic-control and Public Works support for approved community events when authorized.
Install and remove bridge or community flags when requested and authorized.

7. Emergency Response

e Respond to emergency conditions affecting City infrastructure or public safety, including storm damage, flooding, snow
and ice, fallen trees, blocked roads, debris, damaged signs, drainage problems, facility failures, and infrastructure failures.

e  Assist with sandbagging, barricades, traffic control, flood-water management, street closures, debris removal, and
temporary repairs.

e Operate authorized heavy equipment during emergency response when qualified and directed.

e Coordinate field activities with Fire, Sheriff, emergency services, utilities, and other agencies as directed by the City
Administrator or incident command.

e Be available for emergency call-out, modified schedules, evenings, weekends, or holidays when reasonably required by
City operations.

8. Public Works Projects and Contractor Support

e Actasa City field contact for maintenance and capital projects when assigned by the City Administrator.

e Meet contractors, engineers, utility representatives, and inspectors at project sites as directed.

e Provide field information regarding City infrastructure, photograph and document conditions, and track work progress.

e Obtain quotes when directed and assist with purchasing and project documentation.

e Oversee or monitor assigned Public Works projects within delegated authority and promptly report apparent deficiencies,
damage, deviations, or concerns.

e  Assist with project cleanup, records, maps, photographs, field notes, and closeout documentation.

9. Utility and Infrastructure Support

e  Assist with locating City infrastructure and coordinating utility-locate requests as assigned.

e Inspect City-owned infrastructure and provide field support for sewer, water, drainage, street, or other municipal projects.

e Coordinate with regional utilities, service providers, and contractors when directed.

e Maintain infrastructure and asset-condition records as assigned.

e Do not perform work requiring a professional license, operator certification, or specialty credential unless appropriately
qualified and authorized.

10. Safety and Training

e Follow all City safety policies, OSHA requirements, and established safe work practices.

e Userequired personal protective equipment, including traffic-control devices, eye and face protection, gloves, hearing
protection, respiratory protection, chemical-protection equipment, rotating-equipment guards, and other required safety
equipment.

e Participate in safety meetings and provide safety presentations or demonstrations when assigned.

e Complete required safety training, educational courses, and certifications.

e Assist with maintaining the City Safety Manual, Safety Data Sheets, and related safety documentation as assigned.

e |dentify unsafe conditions and take reasonable immediate action to protect employees and the public while notifying
management.

e  Promptly report accidents, injuries, equipment damage, hazardous conditions, and near misses.

11. Public Contact and Customer Service

e Interact professionally and effectively with residents, community groups, contractors, co-workers, elected officials, and
agency representatives.
e Maintain a friendly, constructive, and professional attitude during all public contacts, including difficult interactions.
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Receive, document, and route Public Works complaints, service requests, and maintenance concerns.

Provide factual information concerning assigned Public Works activities and refer policy, legal, code-enforcement,
financial, or management questions to the City Administrator.

Demonstrate effective communication, cooperation, respect, ethical conduct, and professionalism.

Avoid making commitments on behalf of the City unless specifically authorized.

12. Records and Documentation

Maintain accurate Public Works records, including daily work activity, work orders, maintenance logs, vehicle and
equipment records, fuel use, material usage, inspections, photographs, street conditions, drainage issues, sign
inventories, project documentation, contractor activity, and safety records.

Maintain technical files in electronic and paper form as directed.

Document enough information for management to determine what work occurred, when and where it occurred, materials
used, and what follow-up may be required.

Maintain records according to City records-retention, technology, and records-management requirements.

INTERNAL CONTROLS AND LIMITS OF AUTHORITY

The Public Works Maintenance Worker may identify needs, recommend repairs, obtain information, purchase supplies within
delegated authority, and perform authorized work, but shall not independently:

Execute contracts or agreements on behalf of the City.

Authorize purchases beyond delegated purchasing authority or approve the employee’s own purchases or invoices.
Commit City funds or authorize contractor work outside delegated authority.

Approve change orders, capital-project scope changes, or independent engineering decisions.

Dispose of City equipment, tools, materials, or property without authorization.

Perform work requiring a professional license or certification unless qualified and authorized.

Represent the position as having engineering, building, planning, code-enforcement, or other regulatory authority unless
specifically designated.

Alter official asset, project, financial, or maintenance records without appropriate documentation and authorization.

POSITION-SPECIFIC RESPONSIBILITIES MAY INCLUDE

Develop and maintain preventive-maintenance schedules for streets, drainage, parks, facilities, vehicles, tools, and
equipment.

Maintain inventories of streets, signs, drainage facilities, parks, buildings, vehicles, equipment, parts, and supplies.
Assist with annual street-condition assessments and development of maintenance priorities.

Prepare basic material and cost estimates and obtain quotes when authorized.

Track Public Works costs by project, asset, location, or budget account as assigned.

Assist with grant-funded Public Works projects and supporting documentation.

Coordinate routine maintenance with contractors and outside agencies as directed.

Assist with emergency-management preparation and response.

Complete training and educational courses required by the City Administrator.

Perform other duties of a similar scope and nature as assigned.

MINIMUM QUALIFICATIONS

Education and Experience

High school diploma or GED required.
Minimum of two years of experience in general maintenance, construction, landscaping, public utilities, streets, parks,
facilities, equipment operation, Public Works, or a related field preferred.
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e  Any satisfactory equivalent combination of education, training, and experience demonstrating the knowledge, skills, and
abilities necessary to perform the position may substitute for the preferred experience.
e Regular, reliable, and punctual attendance is required.

Licenses and Certifications

 Valid Oregon driver’s license and acceptable driving record required or ability to obtain as a condition of employment.
e Driving record must meet City fleet-safety requirements.

e CPR/First Aid certification required or must be obtained within the period established by the City after employment.

o  Flagger or work-zone traffic-control certification desirable.

e Commercial Driver License desirable if required for assigned equipment.

e Pesticide/herbicide applicator licensing required when assigned regulated application work.

e Complete other courses, apprenticeships, licenses, or certifications required by the City Administrator for the position.

KNOWLEDGE, SKILLS AND ABILITIES

* Knowledge of street and road maintenance, parks and grounds maintenance, basic drainage systems, facility
maintenance, general construction methods, and municipal Public Works practices.

Working knowledge of workplace safety procedures and proper use of safety equipment.

e Basic knowledge of construction and landscaping materials, methods, technigues, regulations, tools, and equipment.

e  Ability to safely operate assigned vehicles and equipment, including backhoe, dump truck, bucket truck, tractors, mowers,
and related machinery when trained and authorized.

o Knowledge of or ability to learn basic carpentry, painting, plumbing, electrical, welding, and equipment-repair methods
appropriate to assigned duties.

e Ability to understand and carry out oral and written instructions.

e Ability to perform basic mathematical calculations, measurements, and quantity estimates.

e  Ability to use a computer and basic software programs and maintain technical files electronically and manually.

e  Ability to interpret and make decisions in conformance with established policies, procedures, regulations, and delegated
authority.

e  Ability to function as a team member and contribute positively to team operations.

e  Ability to communicate effectively with employees, contractors, elected officials, agencies, and the public in person, by
telephone, and in writing.

e  Ability to establish and maintain relationships of trust, cooperation, professionalism, and ethical conduct.

OTHER REQUIREMENTS

¢ Must successfully complete any City-required background, driving-record, or pre-employment screening.

e  Must comply with City safety, personnel, vehicle, purchasing, technology, and records-management policies and any
applicable Collective Bargaining Agreement.

e  Must safely operate assigned City vehicles, equipment, tools, and machinery after required training.

e  Must be able and willing to work outdoors in varying weather and environmental conditions.

e  Must be available for after-hours or emergency response when assigned.

e May be required to perform confined-space work only when properly trained, equipped, and authorized.

WORKING CONDITIONS

Work is performed primarily outdoors and may also occur in City buildings, shops, vehicles, and other indoor locations. The
employee may work in temperatures ranging from freezing conditions to extreme summer heat, including rain, wind, snow, ice,
dust, mud, traffic, uneven terrain, construction areas, public roadways, noise, and proximity to moving equipment. Work may
involve exposure to fuels, oils, paint, cleaning products, herbicides, pesticides, fertilizers, welding activities, chemicals, and
other maintenance materials. Hearing protection, respiratory protection, eye and face protection, gloves, traffic-control devices,
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and other personal protective equipment may be required. Approximately 95 percent of work may occur outdoors depending on
assignment and season.

PHYSICAL / MENTAL DEMANDS

While performing the duties of this position, the employee is frequently required to stand, walk, kneel, squat, sit, bend, climb
ladders, reach, grasp, manipulate objects, drive vehicles, communicate, and understand and carry out instructions. The position
requires mobility over varied and uneven terrain. Many duties are physically demanding and require regular use of hand and
power tools, light equipment, and periodic operation of heavy equipment.

The employee must be able to lift and move materials weighing up to approximately 60 pounds, with team lifting or mechanical
assistance used for heavier objects when appropriate. Specific vision abilities include close vision, distance vision, color vision,
depth perception, peripheral vision, and the ability to adjust focus. Assigned work requires manual coordination, dexterity,
situational awareness, and the ability to work safely around vehicles, equipment, traffic, and the public.

CLASSIFICATION LEVELS

Public Works Maintenance |

Entry/developmental level. Performs routine and semi-skilled maintenance duties under general or closer direction while
developing technical skills, equipment proficiency, and knowledge of City infrastructure and procedures.

Public Works Maintenance Il

Journey level. Independently performs a broad range of Public Works maintenance, equipment, facility, street, park, drainage,
and infrastructure assignments and may coordinate routine field activities.

Public Works Maintenance Il

Advanced journey level. Performs more complex assignments requiring greater technical knowledge, independent judgment,
equipment capability, project coordination, field problem-solving, and knowledge of City infrastructure. May serve as a field lead
when assigned without having formal supervisory authority.

APPROVAL
City Administrator Date
Employee Acknowledgment Date
HR / Administrative Review Date

Position Description Notice: This job description describes the general nature and level of work performed and is not intended
to contain a comprehensive listing of every responsibility, duty, or qualification. Duties may be modified based on City needs,
employee classification, qualifications, applicable City policy, and collective bargaining requirements.
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