
City of Boca Raton 
Job Description 

 
MAIL COURIER 

U07 
 
 
 
GENERAL DEFINITION OF WORK:
 
Performs responsible clerical work in the daily operation of the mail room.  Work is performed under regular supervision. 
 
TYPICAL FUNCTIONS:
 
Sorts all incoming mail for distribution; delivers mail to city work sites; 
Processes mail through postal mail equipment; 
Picks up mail from city work sites and the post office; 
Sorts all outgoing mail, and delivers to post office. 
 
RELATED TASKS:
 
Assists in stock room as needed; 
Performs related tasks as required. 
 
KNOWLEDGE, SKILLS, AND ABILITIES:
 
General knowledge of standard mail machine operations and procedures; general knowledge of  Boca Raton vicinity; 
general knowledge of basic mathematics, and ability to establish and  maintain  effective working relationships with 
associates and general public; ability to follow oral and written instructions. 
 
SPECIAL REQUIREMENTS:
 
Possession of a valid State of Florida driver's license. 
 
PHYSICAL DEMANDS:
 
Must be able to lift, carry, and push articles weighing up to 50 lbs. 
 
 
 
 
DEVELOPMENT SERVICES/12-21 
8/11/99 
 



City of Boca Raton 
Job Description 

MAINTENANCE PLANNER/ SCHEDULER  
N23 

 
GENERAL DEFINITION OF WORK: 
 
Performs specialized technical work in the planning, scheduling, and monitoring of preventative maintenance and 
repair work orders for mechanical, electrical and instrumentation and other activities at the Utility Services Complex 
and the procurement of materials associated with these activities.  Work is performed under general supervision, and 
in both office and field settings.  
 
TYPICAL FUNCTIONS: 
 
Utilize computerized maintenance management systems (CMMS) and related hardware and software.  
Plan and schedule work order requests and regular preventative maintenance activities.   
Analyze preventative maintenance repair needs.  
Receive and evaluate work requests.  
Generate work orders, including lists of materials and instructions.  
Compile information for reports and analysis. 
Order materials, prepare requisitions, and process receivers.  
Prepare assignments of work for field personnel.  
Make recommendations on technical matters.  
Monitor completion of assigned work.     
 
RELATED TASKS: 
 
Develop scheduled maintenance plans. 
Provide specifications for materials, parts, and equipment. 
Monitor account balances.  
Analyze statistics on maintenance frequency, effectiveness, and crew performance.   
Inspect equipment and investigate problems in the field. 
Distribute and schedule work to field crews. 
Coordinate preventative maintenance and repair activities with other divisions. 
Track progress and effectiveness of preventative maintenance and repair activities.  
Provides technical support for inventory activities.  
Performs related tasks as required. 
 
KNOWLEDGE, SKILLS, AND ABILITIES: 
 
Considerable knowledge of standard methods, tools and materials used in the electrical, mechanical and 
instrumentation maintenance of water and wastewater treatment equipment and machinery. Knowledge of 
computerized maintenance management systems (CMMS) and electronic data processing operations.  General 
knowledge of procurement codes involving public funds.  Ability to read and work with sketches, blueprints, and 
diagrams, and understand and follow written and oral instructions and procedures.  Ability to communicate effectively, 
both orally and in writing. Ability to establish and maintain effective working relationship with co-workers, suppliers 
and others.  
 
EDUCATION AND EXPERIENCE: 
 
Graduation from high school and considerable experience in the mechanical and electrical trades including at least 
two years in preventative maintenance and repairs. Must be computer proficient and knowledgeable in the use of 
CMMS applications.  Experience with municipal water and/or wastewater treatment operations preferred.    
 
SPECIAL REQUIREMENTS: 
 
Possession of a valid State of Florida Class “C” driver’s license.  
 
 
UTILITY SERVICES - 42/25 
10/1/04 



City of Boca Raton 
Job Description 

MAINTENANCE SUPERVISOR III 
N27 

 
GENERAL DEFINITION OF WORK: 
 
Performs difficult skilled and intermediate technical work supervising the maintenance and repair of a large City building; 
does related work as required. Work is performed under general supervision.  Supervision is exercised over a large crew of 
unskilled, semiskilled, and skilled workers. 
 
TYPICAL FUNCTIONS: 
 
Schedules work projects and assigns staff and equipment; orders require parts and supplies to maintain building; Gives 
technical advice and assistant to personnel; 
Responsible for the maintenance and set-ups of various areas of the building; Schedules and inspects work performed by 
vendors; 
Checks progress of various projects; 
Coordinates the use of available equipment, materials, and personnel for events, and activities conducted inside and outside 
the facility; 
Writes and conducts employee performance evaluations;  
Assists with budget preparation by obtaining bids and forecasting needs for the facility.  
Receives requests for emergency and unscheduled work and coordinates completion of task; 
May supervise assigned areas such as landscaping or building maintenance. 
 
RELATED TASKS: 
 
Participates in employee evaluations; assist with budget preparation and monitoring; 
Performs related tasks as required. 
 
KNOWLEDGE, SKILLS, AND ABILITIES: 
 
Thorough knowledge of the methods and practices of and the equipment and tools used in the repair and/or maintenance of 
parks and related facilities; thorough knowledge of the occupational hazards and safety precautions of the work and related 
equipment operation; skill in the use of the equipment and tools of the trade; ability to prepare plans and detailed reports; 
ability to plan and supervise the work of skilled, semiskilled, and unskilled workers; ability to establish and maintain effective 
working relationships with other departmental staff, contractors, and the general public. 
 
EDUCATION AND EXPERIENCE: 
 
Associate degree from an accredited junior college or any equivalent combination of education and experience, plus 
considerable experience in park or general maintenance work. 
 
SPECIAL REQUIREMENTS: 
 
Possession of a valid State of Florida Class "E" driver's license with no more than six (6) points within a three (3) year 
period.  
 
PHYSICAL DEMANDS: 
 
Must be able to lift, carry and push articles weighing up to 50 lbs. Must be able to wear hard hat/helmet, safety glasses, 
goggles, respirator, safety belt, safety shoes/boots, hearing protectors, welder's helmet, faceshield, safety harness, safety 
vest, and gloves.  Exposure to extreme temperatures, animals/insects, electrical hazards, confined spaces, heights, noise, 
vibration, dust, vapors, fumes, mist, smoke, toxic metals, poisons, irritants, and moving mechanical parts.  
 
 
 
RECREATION SERVICES/64-13 
09/17/07 





City of Boca Raton 
Job Description 

MAINTENANCE WORKER 
B13 

 
GENERAL DEFINITION OF WORK: 
 
Performs intermediate semiskilled work performing a variety of construction, repair, and maintenance assignments involving 
the use of common tools; frequently operates equipment in connection with semiskilled tasks to which assigned; does 
related work as required.  Work is performed under regular supervision. 
 
TYPICAL FUNCTIONS: 
 
Maintains and repairs streets, right-of-ways, sea walls, canals, bike paths, and storm sewers; 
Cuts and removes asphalt; smoothes cut area; 
Places rock in area if required, tamps or rolls cut area; 
Shovels new asphalt onto cut area and rolls or tamps; 
Repairs sidewalks; removes broken or dangerous sections and grades area; 
Forms sidewalks; places concrete into formed area; smoothes and finishes concrete; 
Maintains sea wall seams; patches sea wall; builds bike paths; 
Lays asphalt and concrete; patches pot holes, radii, and crossings; 
Operates various power tools in conjunction with maintenance and repair tasks. 
 
RELATED TASKS: 
 
Trims and prunes trees; 
Maintains storm drain ditches and storm drain pipes; 
Clears debris from storm drains; 
Performs related tasks as required. 
 
KNOWLEDGE, SKILLS, AND ABILITIES: 
 
Some knowledge of the construction, maintenance, repair, and tasks of various street maintenance work; some knowledge 
of the safe use and operation and preventive maintenance of the common hand and power tools required in the work; some 
knowledge of the safe use, operation, and preventive maintenance of the equipment to which assigned; skill in the use of the 
equipment to which assigned; ability to communicate effectively both orally and in writing; ability to establish and maintain 
effective working relationships with associates. 
 
EDUCATION AND EXPERIENCE: 
 
Any combination of education and experience equivalent to completion of the tenth grade and some experience in 
maintenance, repair and/or construction activities. 
 
SPECIAL REQUIREMENTS: 
 
Possession of valid State of Florida Class "E" driver's license. 
 
PHYSICAL DEMANDS: 
 
Must be able to lift, carry and push articles weighing a minimum of 50 lbs. Must be able to wear hard hat/helmet, safety 
glasses, goggles, respirator, safety belt, safety shoes/boots, hearing protectors, welder's helmet, faceshield, safety harness, 
safety vest, and gloves.  Exposure to extreme temperatures, animals/insects, electrical hazards, confined spaces, heights, 
noise, vibration, dust, vapors, fumes, mist, smoke, toxic metals, poisons, irritants, and moving mechanical parts.  
 
 
 
 
MUNICIPAL SERVICES/44-11 
7/27/99 





City of Boca Raton 
Job Description 

 
MANAGER OF ADMINISTRATIVE SERVICES 

D2 
 
GENERAL DEFINITION OF WORK: 
 
Performs difficult professional and administrative work managing and assisting the Director of Development Services in a 
variety of Development Services administration and operational matters; does related work as required. Position requires 
ability to effectively deal with a wide range of diverse individuals and complex issues.  Work is performed under general 
supervision of Development Services Director. 
 
ESSENTIAL FUNCTION: 
 
Works with the Development Services Director on the development of department and division policies and procedures; 
Responsible for monitoring and maintaining the quality, efficiency and effectiveness of administrative operations of the 
Development Services Department and establishes and maintains Department productivity and quality improvement 
programs; 
Responsible for coordinated development, monitoring and administration of department budget on a daily basis. 
Recommends and implements changes to improve operations and directs their implementation; 
Develops and coordinates with the Development Services Director the department’s annual budgets; 
Oversees the design and implementation of citizen education, information and complaint response programs. 
Oversees the development, implementation and adoption of amendments and additions to the City Code of Ordinances. 
 
RELATED TASKS: 
 
Advises the Development Services Director on organizational problems, functions and operations. 
Researches, develops and assists in special projects for the Development Services Director, City Manager and City 
Attorney. 
Oversees the preparation and dissemination of reports of staff activity and required State and Federal documentation; 
Approves disciplinary actions and policy decisions and assists in the evaluation of the work performance of employees; 
Performs related tasks as required. 
 
KNOWLEDGE, SKILLS AND ABILITIES: 
 
Comprehensive knowledge of the principles and practices of public administration and modern management; ability to plan, 
direct and review the work of employees; ability to work with a diverse staff of professional, paraprofessional, technical, 
skilled clerical, semi-skilled and unskilled personnel; ability to interpret community needs for housing and code inspection 
and enforcement; thorough knowledge of requirements and regulations governing local government and independent 
agency housing programs; thorough knowledge of state and federal guidelines, procedures, regulations and requirements 
relating to housing and related programs; thorough knowledge of real property management and maintenance; 
comprehensive knowledge of modern code administration principles and practices; ability to formulate comprehensive 
operational policies and procedures; ability to prepare complex technical reports; ability to prepare and analyze 
comprehensive and detailed ordinances and technical code amendments; ability to establish and maintain effective working 
relationships with City Officials, other public officials and associates, employees, and a diverse cross-section of the general 
public; ability to communicate with comprehensive effectiveness both orally and in writing. 
 
EDUCATION AND EXPERIENCE: 
 
Any combination of education and experience equivalent to graduation from an accredited college or university with major 
course work in public or business administration and extensive, progressively responsible experience in public 
administration, including extensive experience in regulatory enforcement, code interpretation and housing programs and 
considerable supervisory experience. 
 
SPECIAL REQUIREMENTS: 
 
Possession of a valid State of Florida Class E Driver’s License.  Position requires that incumbent be on call 24 hrs. per day. 
 
PHYSICAL DEMANDS: 
Physically able to stand, walk, sit, stoop, crouch, reach, speak, hear and see.  Must be able to lift and carry articles weighing 
up to 25 pounds. 
  
Development Services -15/01   
9/27/00 













City of Boca Raton 
Job Description 

 
MARINE TURTLE SPECIALIST II 

U13 
 
GENERAL DEFINITION OF WORK 
 
Performs difficult technical work involving Marine Turtle conservation and the interagency coordination necessary to achieve 
it, especially as related to beach renourishment and other beach, dune, shoreline protection and alteration projects taking 
place in Boca Raton.  Also performs other duties as assigned.  The work will be headquartered at Gumbo Limbo 
Environmental Complex.  The work is performed under the general supervision of the Marine Conservationist and the 
Environmental Education and Conservation Manager. 
 
ESSENTIAL FUNCTIONS 
 

 Coordinates collection of sea turtle nesting data on renourished and natural beaches to insure its optimum 
conservation value. 

 Works with Marine Conservationist and Conservation Manager to provide relevant data in a timely and accessible 
manner to City of Boca Raton contractors and governmental agencies involved in marine turtle conservation. 

 Assists Marine Conservationist with training and supervision of Marine Turtle Specialists, especially in special 
techniques required for monitoring beach renourishment project zones and comparative natural beach areas. 

 Prepares, organizes and maintains all statistics necessary to report to City of Boca Raton contractors and relevant 
governmental agencies on matters related to marine turtle nesting and hatchling orientation within beach 
renourishment zones and comparative natural beach areas. 

 Assists the Marine Conservationist in the coordination of extraordinary monitoring requirements, especially those 
related to beach renourishment or other shoreline altering projects. 

 
RELATED TASKS 
 

 Records sea turtle activity (i.e.: nesting and crawls) and next characteristics, including excavation date. 
 Transcribes field notes into computer for reporting and analysis purposes. 
 Operates radio to stay in contact with other staff members. 
 Maintains and protects equipment under his or her care including, but not limited to atv’s, radios, hand tools, 

computers, pda’s, gps units and the like. 
 Assists Marine Conservationist in training Marine Turtle Specialists in specialized equipment involved in beach 

monitoring. 
 Coordinates relocation of nests and maintenance of marine turtle hatcheries, especially as related to beach 

renourishment and other shoreline alteration projects. 
 Performs other related duties as assigned. 

 
KNOWLEDGE, SKILLS AND ABILITIES 
 
Thorough knowledge of current sea turtle monitoring techniques; ability to establish and maintain effective working 
relationships within environmental center staff, outside agencies, diverse groups, and individuals; ability to present 
informational and educational programs to large groups and relevant City of Boca Raton committees; ability to operate 
computer systems and other digital and scientific equipment necessary to create, manipulate and transmit scientific data. 
 
EDUCATION AND EXPERIENCE 
 
Any combination of education and experience equivalent to graduation from an accredited college or university with a major 
course work in marine biology, biology, or related field and considerable experience in the field of marine science and 
conservation. Direct experience in a marine turtle monitoring program highly desirable. 
 
SPECIAL REQUIREMENTS; 
 
Possession a valid State of Florida Class E Driver’s License.  Completion of ATV training within 60 days of employment. 
 
PHYSICAL DEMANDS; 
 
Ability to lift, carry and push articles weighing 50 lbs.  Have ability to walk in sand and wade in water. Must be able to wear 
helmet, safety glasses, safety belt, and gloves.  Exposure to temperature extremes, heights up to 40 feet, moving 
mechanical parts, dust, animals/insects, and poisonous plants. 
 
Recreation Services – 62/26 
2/28/03 





City of Boca Raton 
Job Description 

MAUSOLEUM CARETAKER 
B13 

 
GENERAL DEFINITION OF WORK: 
 
Performs intermediate semi-skilled work in the care and maintenance of buildings and grounds and the preparation of 
mausoleum entombment; does related work as required.  Work is performed under regular supervision. 
 
TYPICAL FUNCTIONS: 
 
Prepares mausoleum for scheduled entombment; 
Assists Sexton in setting up or preparing for entombment in mausoleum and equipment for service and removal of needed 
equipment to storage; 
Cleans up around mausoleum buildings; 
Prepares crypts for entombment; 
Applies lettering to crypt front; 
Places flowers and fertilizes flower beds; applies insecticides, herbicides, and pesticides; 
Picks up branches, limbs, and debris from around mausoleum grounds and hauls to disposal site; 
Trims shrubs and bushes; 
Maintains walkways and mausoleum grounds; 
Repairs crypt and niche lettering. 
 
RELATED TASKS: 
 
Performs related tasks as required. 
 
KNOWLEDGE, SKILLS, AND ABILITIES: 
 
General knowledge of general building and grounds maintenance work; general knowledge of the preventative maintenance 
and use and safe operation of power tools; ability to perform heavy manual labor; ability to meet and assist the public; skill in 
the use of power tools required in the work; ability to lift articles weighing 50 pounds; ability to work independently; ability to 
work outdoor in unfavorable weather conditions (e.g. extreme heat). 
 
EDUCATION AND EXPERIENCE: 
 
Any combination of education and experience equivalent to graduation from high school and some semiskilled maintenance 
experience. 
 
SPECIAL REQUIREMENTS: 
 
Possession of a valid State of Florida Class "E" driver's license. Possession of a Pesticide Applicator License issued by the 
State of Florida, or the ability to obtain such license within one year of employment.  Occasionally required to wear facial 
protection gear in the application of insecticides, pesticides, or herbicides. 
 
 
PHYSICAL DEMANDS: 
 
Must be able to lift, carry and push articles weighing up to 50 lbs. Must be able to wear hard hat/helmet, safety glasses, 
goggles, respirator, safety belt, safety shoes/boots, hearing protectors, welder's helmet, faceshield, safety harness, safety 
vest, and gloves.  Exposure to extreme temperatures, insects, confined spaces, heights, noise, vibration, dust, vapors, 
fumes, mist, smoke, poisons, irritants, and moving mechanical parts.  
 
 
 
RECREATION SERVICES – 62/43 
10/10/98 
 



City of Boca Raton 
Job Description 

MECHANICS HELPER 
B15 

 
GENERAL DEFINITION OF WORK: 
 
Performs responsible semi-skilled work in preventive maintenance and repair of equipment used in the maintenance of the 
golf course; does related work as required.  Work is performed under regular supervision. 
 
ESSENTIAL FUNCTIONS: 
 
Performs routine preventive maintenance on golf course equipment; 
Replaces hydraulic fluids, changes oil, lubricates parts, changes tires, filters, etc.; 
Laps mower reels; 
Diagnoses and makes basic repairs to equipment; 
Assists mechanic with major equipment repairs; 
Makes minor repairs to electric carts; 
Does simple mechanical repairs around clubhouse facility. 
Operates all turf equipment; mowers, tractor, trap rake, and small equipment. 
 
RELATED TASKS: 
 
Performs related tasks as required. 
 
KNOWLEDGE, SKILLS, AND ABILITIES: 
 
General knowledge of  mechanical parts of small engine equipment; some knowledge of the proper use of small tools and 
the greasing and lubrication requirements of small engine equipment; skill in repairing and replacing simple parts, and in the 
care and use of tools and equipment used in servicing small engine equipment; ability to understand and carry out written 
and oral instructions; mechanical aptitude; ability to read and understand parts manuals, service manuals, and schematic 
designs; ability to establish and maintain effective working relationships with associates and golf course patrons. Knowledge 
of the operations of reel grinders, bedknife grinder, welder and other shop related equipment. 
 
EDUCATION AND EXPERIENCE: 
 
Any combination of education and experience equivalent to graduation from high school. 
 
SPECIAL REQUIREMENTS: 
 
Possession of a valid State of Florida driver’s license. 
 
PHYSICAL DEMANDS: 
 
Must be able to lift, carry and push articles weighing up to 50 lbs. Must be able to wear hard hat/helmet, safety glasses, 
goggles, respirator, safety belt, safety shoes/boots, hearing protectors, welder's helmet, faceshield, safety harness, safety 
vest, and gloves.  Exposure to extreme temperatures, animals/insects, electrical hazards, confined spaces, heights, noise, 
vibration, dust, vapors, fumes, mist, smoke, toxic metals, poisons, irritants, and moving mechanical parts.  
 
 
 
RECREATION SERVICES/63-12 
10/10/98 



City of Boca Raton 
Job Description 

METER READER/MECHANIC 
B18 

 
GENERAL DEFINITION OF WORK: 
 
Performs responsible semiskilled work in reading water meters: does related work as required.  Work is performed 
under regular supervision.  
 
TYPICAL FUNCTIONS: 
 
Reads residential, commercial, and industrial water meters on assigned routes and records usage; 
Keeps records of meters read and reports meters not accessible for reading with hand held meter reading computer; 
Checks to see that meters and visible connection are correctly installed and functioning properly and report defects or 
tampering to a superior for further action; 
Tests meters for accuracy; 
Checks meter registers; changes meter registers. 
 
RELATED TASKS: 
 
Reports any hand held computer problems or errors; 
Tags doors for non-payment and deposits; shuts service off; 
Assists in resolving customer complaints and with service turn on and shut offs; 
Make special readings as required; 
Performs minor maintenance work on assigned vehicle; 
Performs related tasks as required. 
 
KNOWLEDGE, SKILLS, AND ABILITIES: 
 
General knowledge of the methods and procedures involved in the reading of meters and recording consumption; 
general  knowledge of the geography and street location of the City and surrounding area; ability to establish and 
maintain effective working relationships with the general public; ability to learn and operate computer billing system 
and hand held meter reading computer. 
 
EDUCATION AND EXPERIENCE: 
 
Any combination of education and experience equivalent to graduation from high school. 
 
SPECIAL REQUIREMENTS: 
 
Possession of a valid State of Florida driver’s license. 
 
PHYSICAL DEMANDS: 
 
Must be able to lift, carry and push articles weighing up to 50 lbs. Must be able to wear safety shoes.  Exposure to 
extreme temperatures, animals/insects, noise, dust, vapors, fumes, mist, smoke, poisons, and irritants.    
 
 
Financial SERVICES – 12/15 
10/26/00 



City of Boca Raton 
Job Description 

METER READER SUPERVISOR 
B25A 

 
GENERAL DEFINITION OF WORK:
 
Performs intermediate technical work directing the meter reading and consumption analysis activities of the City; does 
related work as required.  Work is performed under regular supervision.  Supervision is exercised over subordinate unskilled 
personnel. 
 
TYPICAL FUNCTIONS: 
 
Supervises meter reading and consumption analysis programs; 
Develops and oversees monthly meter reading schedule; assigns priorities to office and field personnel; trains and instructs 
personnel; 
Analyzes consumption exception reports for unusual readings; 
Performs customer service work; turns meters on and off; 
Checks meter readings for accuracy; tags houses deposits' 
Notifies customers of delinquent accounts; 
Assigns daily work to meter readers; 
Installs, re-installs, and removes meters; repairs leaks, tests, and calibrates meters in the shop and in the field; 
Determines book and sequence numbers of new installations; 
Discusses meter readings with customers and assists with all customer service work; 
Helps evaluate work performance of employees; handle discipline and counseling matters; 
Loads and unloads hand-held computers daily. 
 
RELATED TASKS: 
 
Performs related tasks as required. 
 
KNOWLEDGE, SKILLS, AND ABILITIES: 
 
General knowledge of methods, supplies, tools, and practices used in reading water meters; general knowledge of 
supervisory methods and techniques; thorough knowledge of water billing systems; ability to direct the activities of 
subordinate personnel; ability to analyze utility consumption reports and determine problem areas; ability to interpret, 
enforce, and explain policies, rules, and regulations; ability to maintain records and prepare reports; ability to establish and 
maintain effective working relationships with associates and the general public. 
 
EDUCATION AND EXPERIENCE: 
 
Any combination of education and experience equivalent to graduation from high school and some experience in meter 
reading. 
 
SPECIAL REQUIREMENTS: 
 
Must possess a valid State of Florida Driver’s license. 
 
PHYSICAL DEMANDS:
 
Must be able to lift, carry and push articles weighing up to 50 lbs. Must be able to wear safety shoes.  Exposure to extreme 
temperatures, animals/insects, noise, dust, vapors, fumes, mist, smoke, poisons, and irritants.    
 
 
DEVELOPMENT SERVICES – 12/15 
10/26/00 



City of Boca Raton 
Job Description 

 
MAINTENANCE, INSTRUMENTATION, CONTROL AND ELECTRICAL (MICE) SUPERVISOR 

X37 
 
GENERAL DEFINITION OF WORK: 
 
Performs difficult technical and responsible administrative work in the installation, maintenance, and repair of a variety of 
plant equipment, process measurement and control systems, electrical and power systems, information technology, and 
building and grounds maintenance for the Utility Services Department. Does related work as required. Work is performed 
under general supervision.  Supervision is exercised over subordinate technical personnel, including electricians, 
instrumentation technicians, computer technicians, 
telemetry technicians,  grounds maintenance crews and maintenance mechanics. 
 
TYPICAL FUNCTIONS: 
 
 Plans, supervises coordinates, and assigns work and supervises the activities of the staff in carrying out assignments 

properly and expeditiously; checks productivity; 
 Oversees installation, testing and maintenance of electrical and mechanical equipment;  
 Consults with equipment manufacturers and engineers for design of new projects; 
 Oversees contractors performing maintenance related tasks for the department; 
 Writing periodic vendor performance reports; 
 Determines repairs needed on equipment; makes cost estimates;  
 Coordinates procurement; develops specifications for new projects; 
 Coordinates repairs of equipment;  
 Orders parts, materials, tools and equipment to accomplish tasks and projects. 

 
RELATED TASKS:
 
 Develops priorities and work schedule; 
 Prepares and implements preventive maintenance schedules and work orders; maintains records;  
 Determines instrumentation, mechanical and electrical needs; maintains spare parts inventory; 
 Sets up test and calibration stations and establishes performance parameters;  
 Develops bid specifications for all equipment purchases; 
 Evaluates employee performance; 
 Resolves personnel problems within division and between other associated divisions; 
 Inspects the quality of work in progress and conducts appropriate tests upon completion; 
 Inspects plant equipment and machinery to determine operational status and/or maintenance requirements; 
 Determines methods and procedures for repair; 
 Oversees maintenance and specific capacity testing of drinking water wells; 
 Trains mechanics and other workers in the maintenance, inspection and repair of equipment and machinery;  
 Performs related tasks as required. 

 
KNOWLEDGE, SKILLS, AND ABILITIES:
 
Thorough knowledge of the design, installation, repairs and maintenance of instrumentation and electrical control systems; 
thorough knowledge of NEC and local electrical codes and ordinances; thorough knowledge of the occupational hazards and 
necessary safety precautions of the work; skill in the maintenance of pumps, motors, controls, and a variety of instruments, 
gauges, and related equipment; skill in use of personal computers and computerized maintenance management systems; 
skill in the use and care of tools of the trade; ability to diagnose and repair equipment malfunctions; ability to plan, assign, 
supervises and instruct skilled, semiskilled, and unskilled employees;  ability to prepare detailed reports and submit 
recommendations for improved operations. Thorough knowledge of practices, methods, equipment, and machine and hand 
tools used by plant mechanics; ability to plan the work; supervise and instruct personnel engaged in plant maintenance and 
repair work; ability to perform duties under adverse working conditions; ability to establish and maintain effective working 
relationships with officials, subordinates, and associates.  
 
EDUCATION AND EXPERIENCE:
 
Any combination of education and experience equivalent to an associates degree with major course work in electronics, 
mechanical engineering, or related field and extensive experience in equipment maintenance, electrical systems, control 
systems and computer systems; extensive facility maintenance experience and  extensive supervisory experience. 
 
 
SPECIAL REQUIREMENTS:
 
Possession of a valid State of Florida driver’s license. 
 



City of Boca Raton 
Job Description 

 
PHYSICAL DEMANDS:
 
Must be able to lift, carry and push articles weighing up to 50 lbs. Must be able to wear hard hat/helmet, safety glasses, 
goggles, respirator, safety belt, safety shoes/boots, hearing protectors, welder's helmet, face shield, bunker gear, safety 
vest, gloves, safety harness and enclosure.  Exposure to extreme temperatures, animals/insects, electrical hazards, confined 
spaces, heights, noise, vibration, dust, vapors, fumes, mist, smoke, toxic metals, sensitizers, poisons, irritants, moving 
mechanical parts, asphyxiates and blood borne pathogens. 
 
Utility Services - 42/25 
1/1/04 



City of Boca Raton 
Job Description 

MUNICIPAL SERVICES OPERATIONS MANAGER 
D3 

 
GENERAL DEFINITION OF WORK: 
 
Performs difficult professional and administrative work managing and supervising the fleet maintenance, street 
maintenance, dredging, facilities maintenance, and sanitation activities of the MUNICIPAL SERVICES Department; 
does related work as required. 
 
Work is performed under general supervision.  Supervision is exercised over all division personnel. 
 
ESSENTIAL FUNCTIONS: 
 
Plans, organizes, directs and administers fleet maintenance, street maintenance, dredging facilities         
maintenance, and sanitation activities of the MUNICIPAL SERVICES Department; 
Directs studies to assess current operations and determine future needs; 
Evaluates division and City needs for services; recommends and implements appropriate programs; 
Prepares proposals for bids, helps select contractors and evaluates their performance; 
Prepares operational reports and recommends policy changes to improve service delivery; 
Develops operating and capital improvement budgets and monitors expenditures; 
Consults regularly with division heads and advises them on difficult problems as the needs of the department require. 
Researches, develops, and assists in special projects for the director; 
Approves hiring and promotional decisions, disciplinary actions, and policy decisions; 
Keeps director apprised of activities within jurisdiction. 
 
RELATED TASKS: 
Responds to inquiries and complaints from citizens and other departments; 
Establishes and implements policies and procedures; 
Evaluates employee performance; 
Provides technical assistance to other departments on various projects and activities; 
Performs related tasks as required. 
 
KNOWLEDGE, SKILLS, AND ABILITIES: 
 
Thorough knowledge of the principles and practices of public works administration; thorough knowledge of modern 
management principles and practices; ability to plan, direct and review the work of employees; ability to interpret 
community needs for public works improvements; thorough knowledge of the need for and attention to proper safety 
precautions; ability to communicate effectively both orally and in writing; ability to establish and maintain effective 
working relationships with City officials, associates and the general public. 
 
EDUCATION AND EXPERIENCE: 
 
Any combination of education and experience equivalent to graduation from an accredited college or university with 
major course work in engineering, business or public administration and extensive progressively responsible 
experience in public works management, including considerable supervisory experience. 
 
SPECIAL REQUIREMENTS: 
 
Possession of a valid State of Florida driver’s license. 
 
 
 
MUNICIPAL SERVICES – 44/01 
10/1/03 
 



City of Boca Raton 
Job Description 

NETWORK ANALYST – PUBLIC SAFETY 
X35 

 
GENERAL DEFINITION OF WORK: 
 
Performs complex technical work supervising the City’s computer network activities; does related work as required.  Work is 
performed under regular supervision. 
 
TYPICAL FUNCTIONS: 
 
Administers the Citywide computer network; 
Installs, maintains and troubleshoots network communications hardware and software; 
Provides training and technical support for City employees; 
Operates the Technical Services help desk and responds to all hardware and/or software problems; 
Coordinates and schedules all standardized personal computer training with outside agencies; 
Coordinates and schedules the daily work assignment of other positions including but not limited to the Computer System 
Specialist if work is being conducted at a remote worksite.  
 
RELATED TASKS: 
 
Assures compliance with network software licenses; 
Disseminates documentation and procedures to network users; 
Installs microcomputer hardware and software; 
Performs related tasks as required. 
 
KNOWLEDGE, SKILLS, AND ABILITIES: 
 
Thorough knowledge of the operation and capability of fast Ethernet networks; comprehensive knowledge of the Microsoft 
Network operating system environment and Windows 2000/XP Professional; ability to follow oral and written instructions; 
ability to establish and maintain effective working relationships with associates, superiors and other departments; must have 
manual dexterity.  Must be able to effectively coordinate and schedule the workflow of other positions including the Computer 
System Specialist if the Network Analyst is located at a remote worksite. 
  
EDUCATION AND EXPERIENCE: 
 
Degree in Computer Science or related field, or equivalent experience. MCSE desirable; considerable experience 
administering Microsoft Networks; considerable experience with Windows Professional and AS/400 Client Access in a LAN 
environment is desirable.  
 
SPECIAL REQUIREMENTS: 
 
Must possess a valid State of Florida Driver’s license. 
 
PHYSICAL DEMANDS: 
 
Must be able to lift, carry and push articles weighing up to 50 lbs.  Exposure to electrical hazards, confined spaces, radiation, 
and moving mechanical parts.  
 
 
CITY MANAGER – 04/32 
12/14/06 
 



City of Boca Raton 
Job Description 

NETWORK ANALYST 
X35 

 
GENERAL DEFINITION OF WORK: 
 
Performs complex technical work supervising the City’s computer network activities; does related work as required.  Work is 
performed under regular supervision. 
 
TYPICAL FUNCTIONS: 
 
Administers the Citywide computer network; 
Installs, maintains and troubleshoots network communications hardware and software; 
Provides training and technical support for City employees; 
Operates the Technical Services help desk and responds to all hardware and/or software problems; 
Coordinates and schedules all standardized personal computer training with outside agencies; 
 
RELATED TASKS: 
 
Assures compliance with network software licenses; 
Disseminates documentation and procedures to network users; 
Installs microcomputer hardware and software; 
Performs related tasks as required. 
 
KNOWLEDGE, SKILLS, AND ABILITIES: 
 
Thorough knowledge of the operation and capability of fast Ethernet networks; comprehensive knowledge of the Microsoft 
Network operating system environment and Windows 2000/XP Professional; ability to follow oral and written instructions; 
ability to establish and maintain effective working relationships with associates, superiors and other departments; must have 
manual dexterity. 
  
EDUCATION AND EXPERIENCE: 
 
Degree in Computer Science or related field, or equivalent experience. MCSE desirable; considerable experience 
administering Microsoft Networks; considerable experience with Windows Professional and AS/400 Client Access in a LAN 
environment is desirable.  
 
SPECIAL REQUIREMENTS: 
 
Must possess a valid State of Florida Driver’s license. 
 
PHYSICAL DEMANDS: 
 
Must be able to lift, carry and push articles weighing up to 50 lbs.  Exposure to electrical hazards, confined spaces, radiation, 
and moving mechanical parts.  
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City of Boca Raton 
Job Description 

OCEAN RESCUE CAPTAIN 
X31 

 
GENERAL DEFINITION OF WORK: 
 
Performs responsible supervisory and specialized work assisting the Aquatics Captain, with more than average difficulty in 
planning, coordinating, adjusting, or settling problems regarding ocean rescue activities in accordance with established 
guidelines. Work is performed under regular supervision. 
 
ESSENTIAL FUNCTIONS 
Assists in the selection, training, evaluation, and supervision of the Aquatics Lieutenants; 
In coordination with Aquatics Captains, prepares and administers daily staff assignments; 
Shares information and discusses policies, administration matters, personnel information, budget concerns and operational 
matters; 
Communicates policies, administrative matters, safety concerns and operational matters to subordinates 
Engages in administrative functions related to purchases, maintenance of equipment, budget and personnel 
Assist with programs, classes and special events and communicates to public, and groups on relevant matters; 
Assume on-site responsibility for any major incidents, accident or emergencies 
 
RELATED TASKS 
Assume supervision in absence of Aquatics Captain; 
Coordinate and Administer relevant programs. 
 
KNOWLEDGE, SKILLS, AND ABILIITES 
Thorough knowledge of laws, ordinances, techniques, methods, and policies related to emergency services in ocean rescue; 
thorough knowledge of ocean rescue services, practices, and procedures; ability to supervise the work of subordinate staff 
under emergency conditions; ability to review reports; ability to prepare clear and concise reports; ability to pass pre-
employment test and maintain current certification requirements; ability to establish and maintain effective working 
relationships with subordinates, associates, and the general public. 
 
EDUCATION AND EXPERIENCE 
Any combination of education and experience equivalent to graduation from high school and a minimum of two (2) years 
experience in rescue services and emergency procedures, including some supervisory and administrative experience. 
 
SPECIAL REQUIREMENTS 
 
Possession of a valid State of Florida driver’s license.   Possession of EMT, Red Cross Community CPR or American Heart 
Association CPR BLS Course "C”; Possession of a Valid Class E driver’s license. 
 
PHYSICAL DEMANDS 
 
Must have 20/30 corrected vision in both eyes, correct color vision and depth perception.    Must be able to lift and carry 
articles weighing up to 50 lbs. and push articles weighing up to 150 lbs.  Must be able to wear safety glasses, goggles, safety 
belt, respirator, safety shoes, gloves, and faceshield.  Exposure to extreme temperatures and weather conditions.  Exposure 
to electricity, heights of up to 12 ft., noise, moving mechanical parts, confined spaces, vibration, dust, vapors, fumes, 
poisons, animals/insects, mist, gases, irritants, asphyxiates, and bloodborne pathogens. 
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City of Boca Raton 
Job Description 

OCEAN RESCUE CHIEF 
X34 

 
GENERAL DEFINITION OF WORK: 
 
Performs difficult paraprofessional and responsible administrative work managing the protective service and programmatic 
operations of municipal beaches; does related work as required.  Work is performed under general supervision.  Supervision 
is exercised over all Marine Safety personnel. 
 
TYPICAL FUNCTIONS: 
 
Ensures all towers are staffed and properly equipped; ensures that staff is appropriately dressed and has assigned gear with 
them; 
Keeps staff aware of on-going situations regarding beach front operations; instructs subordinates on rescue operations and 
techniques; recommends modifications;  
Points out and discusses potentially dangerous situations and instructs on preventive measures; 
Ensures daily workout procedures are followed and records progress; 
Prepares assignment schedules; inspects and repairs rescue equipment; 
Prepares daily beach reports; determines ocean condition warning status; 
Coordinates response to emergencies on the beach; ocean and the intracoastal waterway; ensures accident and 
investigative reports are efficiently prepared. 
Assists with budget preparation and monitoring for beach operations. 
 
RELATED TASKS: 
 
Exercises discipline when necessary; counsels employees; prepares and reviews employee evaluations; 
Conducts interviews; recommends hiring; 
Supervises daily routine and schedule on beaches; 
Informs staff on certification expiration dates; ensures that working staff’s certifications are current; 
Issues and requisitions supplies; maintains time records and daily log; 
Coordinates special events and educational programs; 
Submits input during all phases of section budget preparation; 
Performs related tasks as required. 
 
KNOWLEDGE, SKILLS, AND ABILITIES: 
 
Thorough knowledge of laws, ordinances, techniques, methods, and policies related to emergency services in ocean rescue; 
thorough knowledge of ocean rescue services, practices, and procedures; ability to supervise the work of subordinate staff 
under emergency conditions; ability to review reports; ability to prepare clear and concise reports; ability to pass pre-
employment test and maintain current certification requirements; ability to establish and maintain effective working 
relationships with subordinates, associates, and the general public. 
 
EDUCATION AND EXPERIENCE: 
 
Any combination of education and experience equivalent to graduation from high school and extensive experience in rescue 
services and emergency procedures, including some supervisory and administrative experience. 
 
SPECIAL REQUIREMENTS: 
 
Possession of a valid State of Florida driver’s license.   Possession of EMT, Red Cross Community CPR or American Heart 
Association CPR BLS Course "C" certificates; Possession of a valid Class E driver’s license. 
 
PHYSICAL DEMANDS: 
 
Must have 20/30 corrected vision in both eyes, correct color vision and depth perception.    Must be able to lift and carry 
articles weighing up to 50 lbs. and push articles weighing up to 150 lbs.  Must be able to wear safety glasses, goggles, safety 
belt, respirator, safety shoes, gloves, and faceshield.  Exposure to extreme temperatures and weather conditions.  Exposure 
to electricity, heights of up to 15 ft., noise, moving mechanical parts, confined spaces, vibration, dust, vapors, fumes, 
poisons, animals/insects, mist, gases, irritants, asphyxiants, and bloodborne pathogens. 
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City of Boca Raton 
Job Description 

OCEAN RESCUE LIEUTENANT 
B23 

 
GENERAL DEFINITION OF WORK:
 
Performs intermediate protective service work in ocean rescue activities in accordance with established guideline; does 
related work as required.  Work is performed under regular supervision.  Limited supervision is exercised over subordinate 
protective service personnel within assigned beach section. 
 
TYPICAL FUNCTIONS:
 
Leads and participates in the work of lifeguards in safeguarding the safety of City-owned beaches; 
Ensures lifeguards are in proper uniform and have necessary first aid supplies and emergency equipment; 
Instructs lifeguards on when to take breaks; passes on instructions, directions, orders, etc. received from supervisors; 
Performs emergency rescue operations in the ocean and on the beaches and coordinates same in accordance with EMT 
and Red Cross standards; 
Applies appropriate medical treatment to minor and major first aid cases; 
Assists with programs, classes, special events, re-qualifications, and pre-employment testing. 
 
RELATED TASKS:
 
Checks to see if ocean condition board is filled out; 
Participates in morning workouts and physical fitness exercises; 
Sits at control tower and oversees the activities of assigned lifeguards; 
Performs related tasks as required; 
Recommends discipline and provides input on employee evaluations. 
 
KNOWLEDGE, SKILLS, AND ABILITIES:
 
General knowledge of the laws, ordinances, and policies related to emergency services in ocean rescue; general knowledge 
of ocean rescue service practices and procedures; ability to direct the work of subordinate staff under emergency conditions; 
ability to prepare and review reports; ability to pass pre-employment and annual re-qualifications tests; ability to prepare 
clear and concise reports; ability to establish and maintain effective working relationships with subordinates, associates, and 
the general public. 
 
EDUCATION AND EXPERIENCE:
 
Any combination of education and experience equivalent to graduation from high school and some experience in ocean 
rescue services and emergency procedures. 
 
SPECIAL REQUIREMENTS:
 
Possession of a valid State of Florida driver’s license.  Possession of an EMT certification.  Position requires additional 
special licenses and certificates in Red Cross Community CPR or American Heart Association CPR BLS Course "C"; 
Possession of a valid Class “E”  driver’s license.  
 
PHYSICAL DEMANDS:
 
Must have 20/30 corrected vision in both eyes, correct color vision and depth perception.  Must be able to lift and carry 
articles weighing up to 50 lbs. and push articles weighing up to 150 lbs.  Must be able to wear safety glasses, goggles, safety 
belt, respirator, safety shoes, gloves, and faceshield.  Exposure to extreme temperatures and weather conditions.  Exposure 
to electricity, heights of up to 15 ft., noise, moving mechanical parts, confined spaces, vibration, dust, vapors, fumes, 
poisons, animals/insects, mist, gases, irritants, asphyxiants, and bloodborne pathogens. 
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City of Boca Raton 
Job Description 

OCEAN LIFEGUARD 
UB17 

 
GENERAL DEFINITION OF WORK: 
 
Performs responsible protective service (ocean rescue) work in ocean rescue operations in accordance with 
established guidelines and policies; does related work as required.  Work is performed under immediate supervision. 
 
ESSENTIAL FUNCTIONS: 
 
Observes beach and ocean from tower for unusual and/or unsafe conditions and activities; 
Signals boaters, surfers, and jet skiers to stay out of safe swimming areas; 
Maintains an awareness of, prevents, and reacts to life-threatening situations; 
Patrols beach on foot, warns beach patrons of dangerous conditions and situations; 
Carries reserve boards, oxygen resuscitators and first aid kits to and from the beach; 
Treats land patrons for minor first-aid injuries. 
 
RELATED TASKS: 
 
Monitors tide changes, water, and wind conditions and warns beach patron of changes; 
Informs beach patron of various City ordinances and enforces same; 
Responds to questions concerning ordinances and beach or ocean conditions;  
Opens and closes lifeguard towers; ensures equipment is present and in good working order; 
Records beach and ocean conditions on billboard; 
Assists with programs, classes, and special events; 
Participates in morning workout and physical fitness exercises; 
Performs related tasks as required. 
 
KNOWLEDGE, SKILLS, AND ABILITIES: 
 
General knowledge of the laws, ordinances and policies related to emergency services in ocean rescue; general 
knowledge of ocean rescue services practices and procedures; ability to prepare clear and concise reports, ability to 
pass pre-employment and annual requalification tests; ability to establish and maintain effective working relationships 
with associates and the general public. 
 
EDUCATION AND EXPERIENCE: 
 
Any combination of education and experience equivalent to graduation from high school. 
 
SPECIAL REQUIREMENTS: 
 
20/30 corrected vision in both eyes.  Possession of certificates in First Aid, Lifeguard Training, and Red Cross 
Community CPR American Heart Association CPR BLS Course "C". 
 
PHYSICAL DEMANDS: 
 
Must be able to lift, carry and push articles weighing up to 50 lbs. Must be able to wear goggles, respirator, safety 
belt, and gloves.  Exposure to extreme temperatures, animals/insects, heights, dust, mist, smoke, and bloodborne 
pathogens. 
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City of Boca Raton 
Job Description 

OCEAN LIFEGUARD 
B17 

 
GENERAL DEFINITION OF WORK: 
 
Performs responsible protective service (ocean rescue) work in ocean rescue operations in accordance with established 
guidelines and policies; does related work as required.  Work is performed under immediate supervision. 
 
ESSENTIAL FUNCTIONS: 
 
Observes beach and ocean from tower for unusual and/or unsafe conditions and activities; 
Signals boaters, surfers, and jet skiers to stay out of safe swimming areas; 
Maintains an awareness of, prevents, and reacts to life-threatening situations; 
Patrols beach on foot, warns beach patrons of dangerous conditions and situations; 
Carries reserve boards, oxygen resuscitators and first aid kits to and from the beach; 
Treats land patrons for minor first-aid injuries. 
 
RELATED TASKS: 
 
Monitors tide changes, water, and wind conditions and warns beach patron of changes; 
Informs beach patron of various City ordinances and enforces same; 
Responds to questions concerning ordinances and beach or ocean conditions;  
Opens and closes lifeguard towers; ensures equipment is present and in good working order; 
Records beach and ocean conditions on billboard; 
Assists with programs, classes, and special events; 
Participates in morning workout and physical fitness exercises; 
Performs related tasks as required. 
 
KNOWLEDGE, SKILLS, AND ABILITIES: 
 
General knowledge of the laws, ordinances and policies related to emergency services in ocean rescue; general knowledge 
of ocean rescue services practices and procedures; ability to prepare clear and concise reports, ability to pass pre-
employment and annual requalification tests; ability to establish and maintain effective working relationships with associates 
and the general public. 
 
EDUCATION AND EXPERIENCE: 
 
Any combination of education and experience equivalent to graduation from high school. 
 
SPECIAL REQUIREMENTS: 
 
20/30 corrected vision in both eyes.  Possession of certificates in First Aid, Lifeguard Training, and Red Cross Community 
CPR American Heart Association CPR BLS Course "C". 
 
PHYSICAL DEMANDS: 
 
Must be able to lift, carry and push articles weighing up to 50 lbs. Must be able to wear goggles, respirator, safety belt, and 
gloves.  Exposure to extreme temperatures, animals/insects, heights, dust, mist, smoke, and bloodborne pathogens. 
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