
 
 

 

POSITION DESCRIPTION: 
Senior Roadway / Facilities Maintenance Coordinator 

 

 
 

POSITION TITLE:   Senior Roadway /Maintenance Coordinator 
REPORTS TO:   Roadway / Facilities Maintenance Manager  
SUPERVISES: N/A 
FLSA EXEMPTION STATUS: Exempt 
NEW OR UPDATED:  New 
LAST UPDATE:   December 04, 2019 
 
 
SUMMARY OF PURPOSE: 
 
Under the general direction of the CTRMA Maintenance Manager, assist with the 
management and implementation of maintenance operations and contract oversight for all 
CTRMA facilities. Provide daily direction and management of one or more employees.  
Assist in the management of appropriate staffing levels (RMA and contracted providers) 
to ensure achievement of agency maintenance objectives.  Successfully interface with 
other agencies, contractors, and the public.  Serve as a primary point-of-contact and 
CTRMA representative for response to emergency and non-emergency maintenance 
calls.  Under general direction of the CTRMA Maintenance Manager, lead the 
development of a long-term maintenance program and maintenance procurements.  
Provide expertise and recommendations for maintenance strategies.  Proactively develop 
and communicate beneficial maintenance strategies for incorporation into future projects 
with CTRMA/GEC construction and engineering personnel. 
 
ESSENTIAL FUNCTIONS: 
 

1. Act as a technical resource and oversee related activities for the safe and effective 
maintenance of the RMA roads, bridges and other facilities. 

2. Interpret and implement complex performance-based maintenance contracts.  
Assist with the development of maintenance contracts. 

3. Perform oversight and coordination with contractors in providing contract 
services. Inspect completed work for conformance to plans, specifications, and 
standards.  Regularly update Maintenance Manager on the specifics of proposed 
or ongoing projects. 

4. Maintain function and reliability of facility systems by implementing a preventive 
maintenance program. 



5. Establish and maintain effective working relationships, both internally and 
externally.  Successfully interface and coordinate with the Texas Department of 
Transportation (“TxDOT”) to implement Advanced Funding Agreements, 
Maintenance Contracts, and coordination of maintenance activities.  Represent the 
agency at meetings with TxDOT and other external agencies. 

6. Assist with planning, coordinating and implementing emergency response to 
inclement weather, flooding, accidents and hazardous material spills. 

7. Ensure all projects follow established safety guidelines. 
8. Organize, implement and direct facility maintenance activities and facility needs 

assessment and budgeting, in coordination with the Maintenance Manager. 
9. Interpret and implement pertinent policies and procedures. 
10. Update job knowledge by participating in training opportunities. 
11. Maintain awareness of new trends and developments in the field of maintenance.  

Incorporate innovations, as appropriate, into programs. 
12. Interpret blueprints, drawings, and specifications. 
13. Maintain accurate reports and records, track inventory. 
14. Estimate work hours and plan work schedules. 
15. Answer questions and provide information to the public in a respectful and 

responsive manner.  Investigate complaints and recommend / implement 
corrective action as necessary to resolve complaints in a timely manner. 

16. Operate office equipment including computers and supporting word processing, 
spreadsheet, and database applications. 
 

POSITION REQUIREMENTS: 
 

1. Education: Bachelor’s degree in a related discipline. Significant related work 
experience may substitute for education requirement. 

2. Experience: A minimum of 10 years of progressively responsible experience in 
major highway maintenance and / or applicable construction field procedures and 
processes.  Managerial experience is a plus. 

3. Possession of a valid Texas driver's license.  Additional relevant certifications are 
considered a plus. 

4. Strong interpersonal and communication skills, both written and orally.  This 
includes communications with internal clients, external clients (i.e. TxDOT, 
Cities, Counties, Law Enforcement, Federal Agencies, etc), contractors and the 
general public. 

5. Willingness to be on-call, work under exposure to inclement weather, and work 
hours other than 8am – 5pm. 

6. Prioritization skills to work effectively in a rapidly changing environment with 
competing goals. 

7. Capabilities in conceptualizing, planning and implementing new systems and 
practices. 

8. Considerable technical knowledge in: 
a. Applicable Roadway / Highway Standards (i.e. TMUTCD, TxDOT 

Signing, etc) 
b. Maintenance Inspection procedures and processes 
c. Roadway / Maintenances Appurtenances and associated construction / 

maintenance methodologies 



d. TxDOT Construction methodologies and materials as it relates to 
maintenance strategies.  Additional general roadway / highway 
construction knowledge is a plus. 

e. Roadway / Highway design experience is a plus 
9. Work with minimal supervision, and exercise considerable latitude in the 

execution of all job functions. 
10. Problem solving initiative and capabilities. 
11. Contract negotiation skills and experience. 
12. Intermediate computer skills, including proficiency with the Microsoft Office 

suite of applications. 
13. Intermediate math skills.  Examples include, but are not limited to, the ability to 

accurately add, subtract, multiply, and divide in all units of measure, using whole 
numbers, common fractions, and decimals; compute rate, ratio, and percent; draw 
and interpret bar graphs; calculate square footage / yardage, cubic footage / 
yardage, application rates, yield, and areas of irregular shape. 

14. Ability to effectively collaborate with internal and external resources. 
15. Must be detail-oriented and have the ability to work well within a deadline driven 

environment. 
16. Ability to read and implement complex instructions, correspondence, contracts 

and memos. 
17. Ability to compose complex yet concise correspondence. 
18. Ability to effectively present information in one-on-one and small group settings 

to contractors and employees of the organization. 
19. Other job-related duties may be assigned. 
 

PHYSICAL/MENTAL REQUIREMENTS: 
 

1. Uses personal computer approximately 2-4 hours per day. 
2. Uses telephone and email to communicate with consultants, contractors and co-

workers, approximately 4-5 hours per day. 
3. Frequently required to stand, walk, talk, and hear. 
4. Occasionally required to sit; use hands to touch, handle, or feel; reach with hands 

and arms; climb or balance; and stoop, kneel, crouch, or crawl. 
5. Vision abilities including distance vision, peripheral vision and depth perception. 
6. Occasionally lift and/or move up to 50 pounds. 
7. Visit RMA facilities on a regular basis; move about the sites to review and assess 

facility status. 
8. Occasionally perform physical maintenance activities, as required. 
9. Work hours outside of 8am – 5pm, in inclement weather, and be available on-call. 

 
 

The purpose of this position description is to serve as a general summary and overview of 
the major duties and responsibilities of the job.  It is not intended to represent the entirety 
of the job nor is it intended to be all-inclusive.  Therefore, the position may be required 
or requested to perform for the CTRMA other work duties not specifically listed herein. 
 
Management reserves the right to modify, defer or rescind this position description at any 
time, with or without prior notice. 



 
APPLICATION REQUIREMENTS: 
 
To apply, please send a cover letter and resumé to: 
 
Central Texas Regional Mobility Authority 
Attention: Mary Temple 
3300 N IH-35, Suite 300 
Austin, TX 78705 
Fax: 512-996-9784 
Email:  mtemple@ctrma.org 
 
This position will remain open until filled. 
 

mailto:mtemple@ctrma.org

