DRAFT


Facilities Operations Manager
Position Purpose:

The purpose of this position is to plan, schedule and coordinate the School’s custodial functions including scheduling and training of custodial staff, purchasing of custodial and maintenance supplies and overseeing maintenance projects and planned Summer Projects and Capital Improvement Projects. Schedules the “Use of School Buildings” as it relates to custodial coverage for events that happen outside of regular school hours. Coordinates maintenance and custodial tasks that relate to the Environmental Management team; performs all other related work as required.
Supervision:

Responsibility: Performs highly responsible duties in directing the cleaning and maintenance of all school buildings; exercises considerable judgment in supervising activities and in furnishing advice as to maintenance and cleaning needs; exercises considerable judgment and initiative in formulating plans and policies for the services provided.
Supervision Received:  Work is performed under the general supervision of the Operations Manager.  Resolves procedural problems independently, requesting assistance with unusual situations which do not have clear precedents.

Supervision Scope:  Supervises, through subordinate supervisors, facility maintenance staff including all school custodians. (Approximately 90 full-time and part-time employees.) The staff is spread over three shifts and 22 school buildings.  Schedules and assigns tasks and provides standard operating procedures for custodial functions and maintenance needs. Has responsibility for hiring, firing and disciplining staff.
Essential Functions:
(The essential functions or duties listed below are intended only as illustrations of the various types of work that may be performed. The omission of specific statements of duties does not exclude them from the position if the work is similar, related or a logical assignment to the position.)

Under the direction of the Operations Manager, responsible for supervising and directing the custodial operations of all school buildings and facilities.

Approves and assigns Work Orders for work requested by individual school buildings.  Plans the use of manpower and equipment and ensures work is carried through to execution.
Assigns custodians to daily cleaning tasks.  Provides for the cleaning and maintenance of school buildings.

Instructs and makes periodic visits to buildings to inspect the work of subordinates.

Prepares specifications for purchase of material, supplies, and equipment necessary for the care and maintenance of buildings; reviews equipment inventory. Orders supplies and materials for custodial and maintenance tasks.

Meets with supporting city agencies to coordinate work needed in the schools.

Meets with the Environmental teams both at the citywide level as well as the individual school level.

Assign staffing manpower and hours to Use of School Building permits.
Oversees operations of all buildings, recognizing that certain operational policies (hours and type of use) are the legal and practical jurisdiction of the City and School.

Provides coordination and supervision over employees in the field, instructing personnel as to procedures to be followed in connection with specific task assignments.
Coordinate all maintenance tasks for the schools by city maintenance workforce and contractors.
Develops and implements a system to prioritize cleaning maintenance projects and to develop detailed written reports.
Prepares monthly school committee reports that summarize the state of the facilities.
Responds to citizen requests and complaints; investigates and resolves problems as needed.

Develops multi-year capital improvement plan for the Operations Manager; oversees execution of approved projects.
Performs similar or related work as required.

Job Environment and Other Characteristics:
Administrative work is performed under typical office conditions; the noise level is moderate.  Makes frequent site visits with occasional exposure to weather extremes. May have exposure to cleaning chemicals. May be called in emergencies at any time of the day or evening.

Operates automobile, light trucks, computer, printer, computer peripherals, radio/cell phone, copier, and other standard office equipment.

Makes frequent contacts with subordinate staff, vendors, city and school officials, attorneys, other city departments, and the general public.  Contacts are in person, in writing, and by telephone and require discussing complex administrative and technical matters.
Has access to department-related confidential information including personnel records and bid proposals.
Errors in administrative decisions could result in lower standards of services, substandard construction, inadequate maintenance programs, excessive costs, damage to property, and endanger public safety.  
Recommended Minimum Qualifications:
Education, Training and Experience:

Associates Degree in Building Construction Technology or related field and 5 to 10 years of experience in the public sector in a supervisory role; or any equivalent combination of education, training and experience.

Special Requirements:
Valid Massachusetts Driver’s License
Knowledge, Ability and Skill:

Knowledge:  Working knowledge of state guidelines as they pertain to labor laws, environmental mandates and procurement. General knowledge of all trades.  

Ability:   Ability to work cooperatively with staff and the public.  Ability to handle inquiries and/or complaints tactfully and effectively.  Ability to use word processing, spreadsheets and automated systems for processing work orders. Use computer software to make presentations used for employee training.
Skill:  Excellent verbal and written communication skills. Strong interpersonal skills. Skill in all of the above listed tools and equipment.  Superior organizational skills.

Physical  Requirements:


The physical demands described here 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 functions. Regularly required to walk, stand, sit, talk, climb stairs, and hear; operate objects, tools, or controls; pick up paper, files, and 
other common office objects.  Lifts/moves objects weighing up to 10 pounds.  Communicates verbally and in writing.  Vision and hearing at or correctable to normal ranges.  Ability to operate a keyboard at an efficient speed. Travels by automobile to various building sites.
 (This job description does not constitute an employment agreement between the employer and employee and is subject to change by the employer as the needs of the employer and requirements of the job change.)
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