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TITLE: Job Description – District Maintenance Supervisor
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REVISED:



Description of Position

Supervises the repair and maintenance of facilities and equipment, as well as the custodial operations. This includes supervising a pool of in and out of district mechanics, trades and custodial workers by providing leadership, technical expertise, planning, layout, assignments and monitoring of work. Plans, schedules and monitors crew work and contract service providers. Maintains/updates maintenance work order system. Inspects work in progress. Responsible for safety and other relevant training. Responsible for coaching and performance management of maintenance and custodial employees.

Responsibilities

Provides direct supervision of a team of Custodians, Building Trades and/or Mechanics, including work assignments.

Provides direct supervision of a team of Building Trades and/or Mechanics, and custodians.

Plans, schedules and manages complex building maintenance, operation, repair and custodial activities throughout the district.

Communicates organizational messages to front line staff.

Inspects complex equipment and facilities and determines maintenance, repair and cleaning needs.

Determines appropriate personnel for work assignments.

Responsible for timely completion of work in assigned area and ensures customer satisfaction, and provides feedback to line staff regarding performance.

Responsible for timely communication with all building principals and staff concerning scheduled work, completion dates and quality of work completed.

Performs annual performance reviews of all maintenance and custodial staff.

Monitors and enforces departmental and District policies and procedures including uniform, attendance and employee conduct policies.

Approves vacation and sick leave requests of direct reports.

Ensures staff follows District safety standards.

Ensures staff follows District safety standards by conducting regular safety meetings, monitoring staff for safe work practices (confined space, lock out/tag out) and program compliance, and maintaining up-to-date safety manuals and MSDS documentation.

Responsible for key security and inventory.

Responds to building emergencies as needed (including participation in off hours on-call rotation).

Uses computer software including Microsoft Office suite (Word & Excel) and management reporting systems to maintain data and generate reports.

Provides staff with training on building control systems, current cleaning methods.

Manages procurement of parts, tools and equipment for work team in coordination with stores.

Minimum Qualifications

Five years of relevant experience in building maintenance and operations. Two years of experience leading or supervising building maintenance work and custodial work teams. In addition to the minimum qualifications, experience working as a maintenance mechanic or building operation trade worker is strongly preferred.

Knowledge, Skills and Abilities

Knowledge of building systems.

Knowledge of building automation systems.

Knowledge of custodial cleaning methods.

Knowledge of property management practices.

Technical knowledge related to facilities maintenance and operations.

Technical knowledge related to custodial operations.

Oral and written communication skills.

Ability to inspect equipment and determine maintenance repair needs.

Ability to estimate time, labor and material costs.

Ability to plan and schedule routine and complex building maintenance and repair work.

Skill in supervision and leadership.

Ability to effectively manage cross functional work teams made up of custodians, mechanics and building trades.

Oral and written communication skills.

Ability to foster and promote a positive, cohesive work environment.

Work Environment

70-80% of work is performed in the field including District facilities and project sites. 20-30% of work is performed in a general office setting. This position may be exposed to equipment and machine areas, hot/cold areas, extreme weather conditions, tunnels and confined spaces.


