TOWN OF PORTOLA VALLEY
Maintenance Worker lll

Department: Public Works

Supervisor: Town Engineer or Public Works Director
FLSA Status: Non-Exempt

Adopted by Town Council Date: May 14, 2025

Class specifications are intended to present a descriptive list of the range of typical duties
performed by employees in the class. Specifications are not intended to reflect all duties
performed within the job.

DEFINITION

To organize, assign, review, and participate in the work of assigned personnel engaged in
a variety of duties in the maintenance, recreation coordination, repair and construction of
streets, storm sewers and Town facilities; to operate a variety of maintenance tools,
equipment and vehicles; and to perform a variety of maintenance duties relative to assigned
area of responsibility. Each individual could be assigned a specific area of specialty but is
responsible for duties assigned by the supervisor as it relates to Public Works and/or limited
recreational activities.

SUPERVISION RECEIVED AND EXERCISED

Receives general and technical supervision from the Town Engineer, Public Works Director or
designee. Could exercise supervision of Maintenance Worker | or Il staff, in addition to
contractors, vendors or additional staff as assigned.

DISTINGUISHING CHARACTERISTICS

This is the senior-level class in the Maintenance Worker & Recreational Facilities Coordinator-
Worker series. It is distinguished from the Il level by the independence of performance and ability to
supervise contractors, consultants, volunteers, or other staff as needed.

EXAMPLES OF ESSENTIAL DUTIES

The following duties are typical for this classification. Incumbents may not perform all of the listed
duties and/or may be required to perform additional or different duties from those set forth below
to address business needs and changing business practices.

e Perform semi-skilled and skilled duties in the maintenance, construction and repair
of Town facilities including streets, parks, buildings, walkways and roadways.

e Regularly set up and take down rooms for recreation classes, meetings and rentals.

e Perform culvert and drainage systems maintenance; clean up and repair damage
done by storms; build, repair and maintain adequate storm drainage systems; build
temporary and permanent storm water diversions as needed.
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Break and remove surfaces; dig, shovel, haul, load and unload soil, sand,
landscaping, concrete, asphalt mixes and other materials; finish concrete; repair
sidewalks, curbs and gutters.

Operate street and sewer maintenance tools, equipment and vehicles including
various hand, power and shop tools, trucks and construction equipment.

Respond to public inquiries regarding street problems; perform road maintenance,
apply asphalt and other materials to streets and roadways; trim, chip and remove
brush, trees and branches from roadways.

Remove and replace fences, landscaping, brick, concrete and other structures on
public property, as needed.

Sweep and remove trash from corners, gutters, parking lots, and other assigned
areas.

Perform a variety of semi-skilled painting, carpentry, plumbing, irrigation or other
maintenance work as required.

Maintain streets, trails and or/ public open spaces.

Perform janitorial duties including, but not limited to, sweeping, vacuuming and
cleaning Town buildings, restrooms and grounds.

Build and maintain positive working relationships with co-workers, other Town
employees and the public using principles of good customer service.

Respond to emergency calls and situations as required.

Perform other duties as assigned.

Assignments for staff in this series could be related to functions in the following areas, in
addition to general duties:

Recreation and Facilities (including but not limited to below duties):

e Plan, coordinate, organize and perform operational activities for the Town’s
recreational field and recreation facilty maintenance program: assume
responsibility for the condition of all Town athletic play areas and facilities
including but not limited to turf, hard courts and playgrounds. As well as
coordinate usage

e Plan, implement, schedule and oversee the maintenance of the Town'’s
recreational fields and facilities, coordinate park and facilities maintenance
activities with outside agencies and organizations.

e Identify opportunities for improving service delivery methods.

e Coordinate banner posting and approval of content.

e Other duties as assigned.

Trails and Streets (including but not limited to below duties):

¢ Plan, coordinate, organize and perform operational duties related to the Town
owned trails and the usage.
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¢ Plan, implement, schedule and oversee the maintenance of the Town’s trails and
streets, additionally in coordination of contractors and vendors performing work.

¢ Communication and coordination with applicable committees who utilize trails,
open spaces, and streets associated activities.

e Other duties as assigned

QUALIFICATIONS
The following generally describes the knowledge and ability required to enter the job and/or be
learned within a short period of time in order to successfully perform the assigned duties.

Knowledge of:

Ability to:

Basic principles and practices of street and park repair and construction.
Operational characteristics of street equipment and vehicles.

Principles and practices of carpentry, janitorial and electrical duties.

Principles and procedures of record keeping.

Proper uses of janitorial and park maintenance chemicals, pesticides and fertilizers
Occupational hazards and standard safety practices.

Pertinent Federal, State and local codes, laws and regulations.

Perform street, building and park maintenance, repair and construction.

Operate a variety of street and maintenance and construction tools, equipment and
vehicles in a safe and effective manner.

Maintain accurate records.

Safely perform heavy physical labor including, but not limited to lifting,
reaching, climbing ladders, carrying and stooping.

Understand and follow oral and written instructions.

Communicate clearly and concisely, both orally and in writing.

Establish and maintain effective working relationships with those contacted
in the course of work.

Maintain physical condition appropriate to the performance of assigned
duties and responsibilities.

Recognize safety hazards.

Perform preventive maintenance on a variety of hand and power tools.
Properly place cones, barricades and warning devices to direct traffic flow at
job sites.

Read plans, specifications and maps.

Work independently in the absence of supervision.

Maintain physical condition appropriate to the performance of assigned duties and
responsibilities
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Education and Experience

Any combination of education and experience that would likely provide the required knowledge
and abilities is qualifying. A typical way to obtain the knowledge and abilities would be:

Education:
Graduation from high school or G.E.D. equivalent
Experience:

Two years of increasingly responsible experience performing construction, repair and
maintenance duties of streets, building, landscaping and/or related facilities comparable to
Maintenance Worker Il in the Town of Portola Valley.

FLSA STATUS
This classification is non-exempt from the Fair Labor Standards Act (FLSA).

PHYSICAL DEMANDS AND WORKING ENVIRONMENT

The conditions herein are representative of those that must be met by an employee to successfully
perform the essential functions of this job. Reasonable accommodations may be made to enable
individuals with disabilities to perform the essential job functions.

Environmental Conditions:

Office and field environment; travel from site to site; exposure to computer screens or other office
equipment or other office equipment, noise, dust, smoke, fumes, gases; potentially hazardous
chemical and traffic; inclement weather conditions; work around heavy construction equipment;
work or inspect in confined spaces.

Physical and Mental Conditions:

Essential and secondary functions may require maintaining physical condition necessary for
walking, standing or sitting for prolonged periods of time; lifting and carrying weight of 50 pounds or
less; climbing; repeated bending; operating motorized equipment and vehicles, mid-range to distant
visual acuity for inspecting equipment, and/or as specified in the job analysis

EMERGENCY DISASTER SERVICE

All Town employees are designated Disaster Service Workers through state and local law
(California Government Code Section 3100-3109). Employment with the Town requires the
affirmation of a loyalty oath to this effect. Employees are required to complete all Disaster Service
Worker-related training as assigned, and to return to work as ordered in the event of an
emergency.
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