Zachary Community School Board

Position Description

JOB TITLE:  Maintenance Manager
REPORTS TO:  School Superintendent
SCOPE OF RESPONSIBILITIES:

Plan, schedule and coordinate daily routine and non-routine maintenance work in the school district.  Serve as the liaison between the superintendent, service providers, principals and maintenance personnel.  Duties include maintenance work order completion, coordinating offsite equipment repairs, contractor work, outside technical resources, setting up spare parts, equipment numbers, billing of material and scheduling of personnel.  Support preventive/predictive maintenance programs.  Provide technical support in the area of mechanical equipment maintenance with respect to pumps, piping, mechanical and electrical systems.
PERFORMANCE RESPONSIBILITIES/ESSENTIAL FUNCTIONS:
· Leads day-to-day, maintenance coordination activities
· Supervises planning
· Coordinates maintenance personnel
· Coordinates lubrication programs
· Coordinates preventative/predictive maintenance programs
· Supervises facilities maintenance
· Coordinates insurance inspections and recommendations
· Develops and controls routine and EX maintenance budgets
· Supervises computerized maintenance management system
· Manages safety work orders
· Plans and maintains safe environment for all school system facilities
· Monitors and maintains equipment
· Monitors maintenance performance indicators for improved productivity and cost control and makes recommendations to the superintendent when improvement is needed
· Develops maintenance training program
· Conducts training in specialty area
· Maintains and coordinates ordering of operating supplies
· Searches State contracts for competitive prices
· Monitors labor cost
· Manages maintenance spending by tracking an scrutinizing spending
· Keeps superintendent and principals well informed
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PERFORMANCE RESPONSIBILITIES/ESSENTIAL FUNCTIONS: (con’t)

· Plans, organizes, and develops standard operating procedures as needed and reviews and revises semi-annually
· Remains on 24 hour call for emergencies
· Evaluates operations for conformity to established laws, regulations, or policies governing such activities
· Prepares comprehensive reports on subjects assigned by superior within designated timeframe
· Attends training relative to the operation of maintenance department
· Substitutes for custodian when absent
· Performs other such duties and assume other such responsibilities as assigned by School Superintendent
WORK ENVIRONMENT/WORK HOURS:

Individual is required to work in an office setting with a climate-controlled environment subject to School Board energy policy guidelines.  The length of the workday consists of hours assigned by the superintendent and could vary as the result of day/evening activities or emergencies.  In addition, job responsibilities may require work on weekends or holidays and attendance at meetings other than the location of the work site.  

COMMUNICATION SKILLS:
· Must be able to effectively communicate in English both orally and in writing. 
· Must be able to accurately compile and interpret data, summarize information, and provide reports to the appropriate supervisor/administrator.  
· Must have ability to accurately give and receive information via telecommunication system and must be able to communicate successfully with all employees of every level and outside agencies.
EQUIPMENT USED:

Telephone, computers, copy machine, facsimile machine, calculator and any other appropriate business machine and/or office equipment.

PHYSICAL INVOLVEMENT:
· Standing, sitting, walking, reaching, bending, lifting in excess of 20 pounds is oftentimes required.  
· Must be able to travel to various locations and move freely within work sites. 
·  Must have sufficient visual acuity to be able to work with computer monitors, read an interpret hand written documents.
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MENTAL INVOLVEMENT:
· Must understand and interpret written and verbal instructions.   
· Must be able to work independently with minimal supervision.  
· Must have the ability to maintain accurate records.  
· Must possess sufficient interpersonal skills to function compatibly with others.

HUMAN RELATIONS INVOLVEMENT:
· Must have the ability to work under the pressure of deadlines, interruptions, and the ability to deal with other employees in such a way as to maintain their goodwill. 

· Must be able to respond positively to supervision and to accept commendations and recommendations.  
· Must demonstrate sensitivity/understanding in interpersonal relations with persons of diverse cultures/backgrounds.

MINIMUM QUALIFICATIONS:
High school diploma.  Supervisory experience in the maintenance, custodial or mechanical field.  Basic knowledge in the electrical, plumbing, HVAC, roofing and mechanical areas.  Excellent communication, planning and organizational skills necessary.  Must be a details/planning individual that is highly motivated and results oriented.  Must be able to organize and communicate using a computer.  Must possess a good driving record.  Residency in Zachary in preferred though not required.
TERMS OF EMPLOYMENT:
12  month employee
EVALUATION:
Shall be evaluated in accordance with the Zachary Community School Board Personnel Accountability Plan.
NOTE:  This job description is a summary of the primary duties and responsibilities of
               the position.  It is not intended to be a comprehensive listing of all duties and 
               responsibilities.  The Zachary Community School Board reserves the right to 
               change this description at its discretion.

REVIEWED AND AGREED TO BY: 
______________________________



_____________
                     Applicant’s Signature


                                           Date
__________________________________________



Print Name
