Job Title: Road and Bridge FLSA Status: Exempt
Administrator
Department: Road and Bridge Prepared by: Road and Bridge & Human
Resources
Summary

In accordance with statutory requirements, duties include overall planning and
management activities for road and bridge construction and maintenance countywide;
operating and directing the operation of various types of heavy equipment engaged in
road construction, repair, maintenance, and brush clearing; and directing internal
operations of the department. This position reports to the Commissioners Court and
directs the Assistant Road Administrator and Administrative Assistant (Road and Bridge)
and is ultimately responsible for all county road and bridge personnel. The role involves
regular contact with members of the Commissioners Court, other county departments,
road administrators from other counties, contractors, consulting engineers, the Utility
Coordination Council, local, state, and federal governmental agencies, materials
suppliers, and the general public.

Essential Duties

e Direct, organize, and coordinate the construction and maintenance activities
of the county road and bridge department, ensuring adequate work crews and
materials for each project and an orderly flow of work throughout all four
precincts in the county.

e Appoint and dismiss county road and bridge department personnel and
supervise and make regular personnel assignments within the department to
effect the most efficient and economic utilization of available personnel.

e Monitor the performance of supervisors and crews engaged in the operation
of heavy equipment, such as maintainers, bulldozers, motor graders, etc., in
constructing and repairing roads and bridges, or in clearing rights-of-way,
including operating equipment.

e Monitor the performance of supervisors and crews engaged in work, including
digging and back-filling trenches, blading roads, setting gravel, cutting grades,
installing culverts, clearing brush, and mowing rights-of-way.

e Travel regularly to work sites and inspect work being performed to ensure
high quality.

e Ensure proper maintenance of four satellite warehouses and a central
warehouse, which includes a sign shop.

e Ensure proper maintenance of equipment and employee safety.
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Prepare detailed annual budget estimates for the construction and
maintenance of county roads and the operation of the county road and bridge
department.

Prepare or review and approve plans and specifications for major
construction or repair of county roads, bridges, and culverts.

Maintain cost accounting records on county road and bridge department
expenditures.

Attend meetings of the Commissioners Court concerning county road and
bridge matters and make recommendations on road and bridge projects.
Prepare estimates and specifications for equipment, materials, supplies, and
labor necessary for construction and maintenance of county roads and
bridges and departmental operations.

Maintain a perpetual inventory of county road department capital possessions
as custodian for all county road and bridge department equipment, materials,
and supplies.

Receive and investigate, or assign investigation of, citizen complaints about
road and bridge operations and follow up to ensure that complaints are
resolved satisfactorily.

Monitor receipt of purchases of equipment, materials, and supplies ordered
by the county road and bridge department, as well as contractors’
performance on the department’s service contracts, to ensure that the goods
and services meet the specifications approved by the Commissioners Court.
Certify in writing to the Commissioners Court that the equipment, materials,
and supplies ordered for the road and bridge department were delivered in
good condition, and that any departmental services contracted for by the
Commissioners Court have been performed satisfactorily and in accordance
with the approved plans and specifications, prior to payment of any claim for
such goods or services.

Perform other related duties as assigned.

Understand and follow instructions.

Plan and direct, in an effective manner, the varied activities of a large group of
employees.

Prepare concise and accurate reports.

Establish and maintain effective working relationships with co-workers, county
officials, representatives of local, state, and federal agencies, and the general
public.

Revision Date: 8/4/2026



Operate and train others to operate heavy motorized equipment effectively
and safely.

Demonstrate proficiency in both oral and written communication.

Work independently

Knowledge of methods, practices, equipment, and materials used in the
construction and maintenance of roadways, bridges, and drainage systems.
Knowledge of managerial, supervisory, and budgetary practices, procedures,
and techniques.

Knowledge of the safe operation of the equipment used and of the provisions
of the Texas Motor Vehicle Code relating to the operation of heavy motorized
equipment.

Ability to maintain appropriate necessary certifications, Texas driver’s license
applicable to job responsibilities, and a good driving record.

Requirements

Must possess a valid Texas Class C driver’s license and be eligible for
coverage under the county’s vehicle insurance policy.

CDL Class B (preferred).

Physical Duties: The duties of this position require an employee to walk, sit,
stand, bend and stoop. May be required to lift, carry or push/pull supplies,
materials, equipment and/or items weighing up to 50 pounds. Work is primarily
conducted outdoors. The noise level in the work environment is usually
moderate. Reasonable accommodations may be made to enable individuals with
disabilities of perform the essential functions.

Equal Opportunity Employer

Guadalupe County is an Equal Opportunity Employer and is committed to Workplace
Diversity. We are committed to providing equal opportunity for protected veterans and
individuals with disabilities. Reasonable accommodations may be made to enable
individuals with disabilities to perform essential job functions.

Notice:

This job description in no way states or implies that these are the only duties to be
performed by the employee occupying this position. Employees will be required to follow
any other job-related instructions and to perform any other job-related duties requested
by their supervisor.
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All requirements are subject to possible modification to reasonably accommodate
individuals with disabilities. Some requirements may exclude individuals who pose a
direct threat or significant risk to the health and safety of themselves or other
employees.

Regular attendance is required in this job.

All employment with Guadalupe County shall be considered “at will employment. No
contract of employment shall exist between any individual and Guadalupe County for
any duration, either specified or unspecified.

| have reviewed this job description and find it to be an accurate description of the
demands of the job.

Employee Signature Date
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