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OFFICE AND FIELD COORDINATOR
KIND OF WORK:  This work involves the coordination and supervision of various Public Works Street Division activities in assisting supervisors in the performance of their duties. 

DISTINGUISHING FEATURES OF THE WORK:  An employee in this class is responsible for assisting supervisors in coordinating assignments regarding street work, handling complaints, and ordering, storing and disbursing parts, supplies and equipment.  Work is performed in accordance with established guidelines and procedures under the general supervision of a Public Service Supervisor II or other superior.  Supervision is exercised over small groups of subordinate semi-skilled and clerical employees as assigned. 

EXAMPLES OF WORK:  (Any one position may not include all of the duties listed nor do the listed examples include all tasks which may be found in positions of this class.)  Receives, records and files incoming complaints to the Street Department; communicates complaints to appropriate group for handling; coordinates repair activities with utility and/or contractor officials; prioritizes work orders and prepares work schedules; insures safety procedures are followed; provides site information to work crews; maintains inventory controls over supplies and small equipment; keeps time, cost and other required records and documents; investigates reports of property damage and accidents; maintains detailed FEMA disaster records to document services eligible for federal reimbursement; carries out supervisory duties and responsibilities as assigned; performs related work as required.

ESSENTIAL REQUIREMENTS OF THE WORK:  Thorough knowledge of street division work activities and procedures; thorough knowledge of inventory control procedures; ability to communicate effectively, both orally and in writing; ability to supervise and perform clerical office operational and field repair activities; ability to perform basic mathematical computations; ability to lift and carry items weighing up to fifty pounds; ability to compile and maintain detailed documents and records; ability to establish and maintain effective working relationships with other employees and the general public.

MINIMUM QUALIFICATION REQUIREMENTS:  Graduation from a standard senior high school, or the successful completion of the General Educational Development (GED) test, and a minimum of three years experience in Public Works Street Division activities to include one year at the supervisory level; or a combination of education and experience equivalent to these requirements.

SPECIAL REQUIREMENTS:  Must possess a valid driver's license from state of residence.
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