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Local Public Works Fact Sheet
for [Insert Name of Your Community/Area]
Instructions: Use this template to gather local public works information. Be sure to include information about real public works jobs and challenges in your community. Directions for completing each section of this template are in ITALICS below; an example position description and other info to customize appear as shaded text. 

About Your Local Public Works Department 
(Describe the size and scope of local public works department efforts. Provide brief bio info on the director and how the department is organized.)

Local Infrastructure Condition 
(Describe how roads, bridges, water and sewer systems, transportation, and fleet services “stack up” compared to the rest of the state or nation.) 

Local Infrastructure Projects 
(List and briefly describe current projects in the planning, design, or construction phase that involve improvements to the area infrastructure. Provide links to websites and/or contact information for those involved in these projects.)

Local Work-based Learning Opportunities for High School Students

· Field Trips Offered: 

· Internships and/or Job Shadowing Programs Offered:

Local Job Opportunities:

Contact 
[where to apply]: 

Positions Currently Available: 
[See sample below; provide current examples as well as a link to where updated listings can be found on the web]
SAMPLE FLEET ADMINISTRATOR
Position available with the General Services Department, Central Fleet Management Division. Provides consolidated, centralized fleet management and maintenance services to various city departments. Services include lifecycle management, specification and design, acquisition, and maintenance of all fleet. Manages more than 3,200 units and 14 fuel stations. Requires an accredited bachelor's degree in engineering, business or public administration or other appropriate disciplines and eight (8) years of experience in varied public or private sector programs, with at least four (4) years of progressively responsible administrative and supervisory experience. Experience managing a major automotive facility or large fleet maintenance or leasing operation strongly preferred. 
Please send your résumé and cover letter with current salary IMMEDIATELY to: I.M. Hiring, Hometown Public Works Department, Hometown, Visit website: www.hometown.com. Email: Imhiring@agency.gov  Phone: (123) 123-4567. 
The City of Hometown is an equal opportunity employer committed to a diverse workforce.
How Applications are Evaluated/Hiring Policies 

1. Describe the basis used for evaluating applications and submission requirements, including background checks, pre-employment screening tests, residency requirements, etc. 

2. Explain how and where applications need to be submitted.

3. List normal working hours/days of the week

4. State EEO policy and policy of nondiscrimination on the basis of disability.


