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Town of Bolton 

Highway Department Superintendent 

Position Description 

 

Position Title: Highway Department Superintendent 

 

Job Function: This position is responsible for the Town of Bolton Highway Department as it 

maintains all town roads.  This includes all year around road maintenance including snow 

removal, road construction, and repairs.  This position is responsible for all Highway Department 

administrative work including budget oversight, record keeping, annual reporting, grant 

applications and bid preparations.  This position entails extensive agency and public contact 

concerning highway related issues.  Work is performed under the guidance of the Select Board, 

and Road Commissioner, but requires the ability to work independently following Town, State, 

and Federal procedures and policies. 

 

Essential Duties and Responsibilities: 

 

A. Town Highways and Equipment: 

      1. Oversee the maintenance and repair of all roads and drainage systems; grading of gravel 

roads; ditch repair; culvert repair and replacement; and all related activities. 

      2.  Ensure that all road work conforms to specifications and standards per state and federal 

requirements, local ordinances and policies, and make any necessary adjustments in assignments 

and methods to correct deficiencies.  

      3. Assist with selection and placement of highway signs. 

      4. Coordinate any tree cutting with the Town Tree Warden. 

      5. Ensure the regular maintenance of all highway equipment, and accompanying maintenance 

logs. 

B. Highway Staff:   

      1. Oversee, assist, and co-ordinate the Highway Foreman and up to two full time equivalent 

Highway Department employees with daily operations, emergency operations, and projects 

including development and implementation of a sustainable pavement plan for gravel and asphalt 

roads.  

      2. Recommend, communicate, and cooperate with the Highway Foreman in all areas and 

specifically in: bidding for purchase of supplies, equipment, contracted services; development of 

the Highway Department budget; recommendations for hiring/firing of Highway Department 

employees; assisting with review of plans, cost estimates, and specifications for highway projects 

including those prepared by outside firms/agencies.   

C. Administration 

     1.  Draft and submit all required annual reports including; All Hazard Mitigation updates, 

Complete Streets, MRGP, TA 60, Annual Town Report. 

     2. Draft and submit annual grant applications, bids, and contracts including: PACIF, Grant in 
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Aid, Better Roads, UPWP, paving bids, annual salt contract. 

     3. Maintain/oversee compilation of all vehicle maintenance and road maintenance/road 

condition inventory logs, weekly staff logs. 

     4.  Act as the primary POC for all FEMA related highway infrastructure related events; attend 

all required meetings, compile all information as required by FEMA for documentation 

spreadsheets, including labor, vehicles, materials, contractors (with assistance by the Town 

Treasurer), complete Project Certification and Completion reports, upload documentation to the 

FEMA Portal. 

      5. Maintain a working knowledge of federal, state, and local statutes/regulations impacting 

Highway Department operations. 

      6. Ensure that all Highway Department staff, including self, receive required annual safety 

training, refresher courses, and complete certification courses as needed related to job duties and 

responsibilities and/or by the Town, and maintain completion/certification records.  

D. Communications: 

      1. Review Highway Department operations schedule with the Highway Foreman, identify 

issues/concerns, priority projects, and report to the Select Board on a regular basis as determined 

by the Select Board. Attend an average of one Select Board meeting per month. 

      2. Communicate/meet with outside agencies as required/needed (particularly with respect to 

CCRPC’s Transportation Improvement Program [TIP] and reporting of storm damage), 

including DigSafe, VTrans, VTrans District 5, CCRPC. 

      3.  Respond in an appropriate and a timely manner to complaints and concerns from the 

public in a professional and courteous.  

Knowledge and Experience: 

1. High school graduation or GED, CDL preferred, one to three years of relevant experience in 

general construction or public works related activities including machinery/vehicle operation, 

or equivalent combinations of education, activities and experience as approved by the Town. 

2. Considerable knowledge of road construction and maintenance, culvert installation, etc.  

3. Experience or working knowledge of paving and paving materials and practices, drainage and 

culvert construction.  

4.  Ability to communicate well, guide and direct others. 

5. Ability to withstand exposure to varying weather conditions and exertion of significant physical 

effort.  

6. Ability to work independently and be a self-starter. 

7. Skill in organizing, planning, and directing the work of others. 

8. Demonstrated ability to communicate both verbally and in writing, and computer skills 

including email, word processing, spreadsheets. 

9. Ability to establish and maintain effective working relationships and to give clear oral 

directions. 
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Key Success Factors: 

 

Must portray a professional, customer first/customer friendly attitude to the Town and the public.  

Must maintain a positive, can-do attitude and establish positive working relationships with peers, 

consultants, contractors and the Highway Foreman.  Must be self-motivated and have the proven 

ability to accomplish goals and work individually or in a team environment.    

Supervision: 

 

Town Select Board. 

 

Working Conditions:   

 

1. Internal work may include occasional work performed in climate controlled office 

environments, where exposure to conditions of extreme heat/cold, poor ventilation, fumes 

and gases is very limited.  Noise level is moderate but may be amplified in certain conditions. 

2. External work may require exposure to varying weather conditions while performing tasks on 

highways or at other Town locations.  Such external work may require exposure to 

maintenance and construction vehicles and operations and weather extremes which may lead 

to injuries typical of such work. 

3. Expected to work evenings, weekends, and holidays during emergency situations. 

 

Physical Demands: 

 

These are physical and mental requirements of the position as it is typically performed. Inability 

to meet one or more of these physical or mental requirements will not automatically disqualify a 

candidate or employee from the position. Upon request for a reasonable accommodation, the 

Town may be able to adjust or excuse one or more of these requirements, depending on the 

requirement, the essential functions to which it relates, and the proposed accommodation. 

X _ Seeing      X  Ability to Move Distances       _ _ Lifting (specify) 

X _ Color Perception                        Within and Between             80 Pounds 

X _ Hearing/Listening                                 Facilities/Offices          _ _ Carrying (specify) 

X _ Clear Speech                            X  Climbing               80 Pounds 

X _ Touching                   _  Ability to Mount and         X _ Driving local &over 

X _ Dexterity                                            Dismount Equipment                          the road 

X _ Hand                                               X  Pushing/Pulling                         Other_____________ 

X _ Finger                  X  Typing                                                 _____________ 

X _ Standing       X  Sitting   
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Mental Reasoning Requirements: 

X  Reading - Simple             X    Writing-Complex             X   Analysis/Comprehension 

X  Reading – Complex                     X    Clerical                             X  Judgment/Decision Making 

X  Writing – Simple                          X_ Basic Math Skills              X Stress 

   

Work Environment: 

__  Shift Work           X  Outside    _   Pressurized Equipment 

X  Works Alone                              X  Extreme Heat                           _   Moving Objects 

X  Works with Others                     X  Extreme Cold                           __ High Places 

X  Verbal Contact w/Others            X  Noise                                        X   Fumes/Odors 

X  Face-to-Face Contact                 _   Mechanical Equipment            _   Hazardous Materials 

X  Inside                                          __ Electrical Equipment               X  Dirt Dust 

  

Disclaimer: 

The above statements are intended to describe the general nature and level of work being 

performed by employees to this classification.  They are not intended to be construed as an 

exhaustive list of all responsibilities, duties and/or skills required of all personnel to be classified.  

Nothing in this job description should be construed as a promise of employment at a particular 

level or for any particular time frame.  This position is an “at will” position.  The Town of 

Bolton reserves the right to determine, in its sole discretion, which functions are performed by 

employees and to make changes to functions or responsibilities at any time, with notice to 

employees of such changes. 

This document is the basis for assessing a position annually. Assessment will be based on 

achieving these standards or on making significant progress toward these standards. Standards 

may be modified but will be set annually during the performance assessment process. 

 

 

 

 

 

 

 

 


