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         Classification Description

COMMUNITY CENTER MAINTENANCE COORDINATOR
Department: Parks and Recreation






FLSA: Non-Exempt
Job Class:  865400








Represented:  Yes 
Pay Range: 5D15










Classification descriptions are intended to present a descriptive list of the range of duties performed by employees in the class.  Classification descriptions are not intended to reflect all duties performed within the job.
GENERAL FUNCTION:   This is highly responsible skilled and technical work for the Pierce County Parks and Recreation Department.  An employee in this classification is responsible for assisting with the daily operation and maintenance of the Sprinker Recreation Center. Work involves scheduling and coordinating maintenance projects, hiring and scheduling seasonal extra-hires, assisting with the scheduling of maintenance activities, and coordinating the administrative functions of the maintenance unit (tracking work orders, inventory, coordinating payroll). Incumbents exercise independent judgment in determining and prioritizing work assignments. The Community Center Maintenance Coordinator reports to the Community Center Manager (General Manager).
SERIES CONCEPT:  The Community Center Maintenance Coordinator is a single classification that has responsibility for the coordination of maintenance services for assigned Pierce County Community Centers. This classification is differentiated by the Parks Maintenance Technician series by the operational and administrative coordination responsibilities. The Community Center Manager (General Manager) is further differentiated by this classification as the overall manager for the Sprinker Recreation Center. 
ESSENTIAL FUNCTIONS:
· Assist the Community Center Manager (General Manager) with daily operational and workload assignments; routinely meet with the Community Center Manager (General Manager) to determine project assignment priorities.

· Coordinate maintenance projects and direct staff in project assignments; provide guidance, assistance and direction to maintenance staff; monitor progress. 

· Coordinate, schedule, monitor and evaluate work plans and programs for extra-hire staff; hire all extra-hire staff for maintenance work inside and outside the facility, determine work procedures, prepare work schedules and determine methods for expediting workflow; assign, review and approve the work of extra-hire staff; implement, evaluate and adjust maintenance plan. 
· Assign work to a specific work unit and ensure tasks are completed correctly and timely.

· May approve leave requests, and work schedules for extra-hire staff. 
· Provide input on performance evaluations for regular career service staff.  
· Participate in special projects; work with various internal and external staff and customers for special event preparation, coordination and set up.

· Perform specialized maintenance and repair work for Community Center facilities.
· Perform preventative and corrective maintenance activities when necessary.

· Respond to inquiries and complaints regarding services provided; assure that appropriate information is provided and problems are resolved.

· Orders supplies and materials and processes purchase orders as necessary.

· Track work orders for all maintenance projects at Sprinker Recreation Center including both indoor and outdoor work.
· Coordinate payroll function for all maintenance staff including both regular career service employees and extra-hire employees. 
ESSENTIAL FUNCTIONS: (continued)
· Assist the Community Center Manager (General Manager) in maintenance budget planning, preparation and implementation.

· Ensure consistent interpretation of laws, rules, policies and procedures. 
· Establish and maintain effective working relationships with County officials, employees and the general public.

· Maintain regular, predictable and punctual attendance during regularly scheduled work hours at assigned worksite.

· Meet travel requirements of the position.
· Perform the physical requirements of the position; work within the established working conditions of the position.

· Work a flexible schedule, which may include evenings, weekends, holidays and overtime.
· Employees are subject to 24-hour on call availability and must be able to work any shift at any location as required. 
OTHER JOB FUNCTIONS:

· Perform other job functions as assigned

SUPERVISION RECEIVED AND EXERCISED:  Work is performed under the general direction of the Community Center Manager (General Manager) who periodically reviews work through conferences, reports and observation of overall results achieved.  This position is responsible to plan, schedule, assign, evaluate and review the work of extra-hire employees.
WORK ENVIRONMENT:  The work environment characteristics described herein are representative of those an employee encounters while performing the essential functions of the position.  The Community Center Maintenance Coordinator works at the Sprinker Recreation Center and surrounding park areas as needed. Travel to various work sites and/or meeting locations may be required.  Maintains regular, predictable and punctual attendance during regularly scheduled work hours at assigned worksite. Attendance at meetings or completion of overtime work outside of normal scheduled hours may be required.  Work is subject to frequent interruptions. 

PHYSICAL REQUIREMENTS:  The physical demands described herein are representative of those that must be met by an employee to successfully perform the essential functions of the position. Peak and prolonged physical effort may be required on a regular basis in this position. Frequent lifting or carrying objects up to 50 pounds may be required. Finger dexterity to operate equipment used in the position, talking, seeing, hearing and physical labor is required. 
KNOWLEDGE, SKILLS AND ABILITIES: 
Knowledge of:

· Park facilities maintenance and operation systems including ice rinks and tennis courts, practices, facilities, equipment operations, and work methods; course and preparation; turf/grass management; irrigation systems; drainage.

· A wide variety of grounds and building maintenance tasks as applied to the assigned department. 

· Construction safety standards and occupational hazards and safety precautions associated with various trades and/or professions. 

KNOWLEDGE, SKILLS AND ABILITIES:  (continued)

Knowledge of: (continued)

· Standards, practices, methods, materials, tools, equipment, and park systems used in grounds, building maintenance, other park or specialized recreational facilities such as ice rinks, and other park facilities.

· Turf and horticultural management procedures. 

Skill in:

· Identifying hazardous conditions and coordinating corrective action.

· Enforcing rules and regulations.
· Reacting quickly and calmly in emergency situations.
· Planning, assigning, supervising and evaluating the work of regular, seasonal and/or supported employees, youth, volunteer and community service workers. 
· Effectively performing and training others in job skills.
· Leading and motivating subordinates.
· Resolving conflicts.

Ability to: 
· Work independently.
· Establish and maintain effective working relations with subordinates, other employees, and the public.

· Communicate effectively and follow instructions both orally and in writing.

· Work independently with minimal supervision.

· Work with various herbicides, pesticides, and chemicals, and their proper application. 

· Drive, operate, and maintain equipment such as mowers, sprayers, aerators, trucks, tractors, backhoes, loaders, etc. 

· Work at various park locations, work a varied work schedule during seasonal or special scheduled events, and during emergency situations. 

· Organize and prioritize, lead, assist, provide guidance, and training. 

· Perform physical manual labor over extended periods of time in all types of weather. 

· Order supplies and materials from various vendors. 

· Physically perform the essential job functions. 

· Meet the travel requirements of the position. 

· Perform a wide variety of grounds and building maintenance tasks as applied to the assigned department. 

MINIMUM REQUIREMENTS TO APPLY:  Four or more years of progressively responsible experience in parks maintenance, landscaping, or related parks management areas. Additional education or training may substitute for up to one year of related experience. 
SPECIAL REQUIREMENTS AND/OR QUALIFICATIONS:   Union membership is required within 30 days for represented positions.  A valid Washington State driver’s license may be required when travel is required of the position.. Possession of, or the ability to obtain, a valid First Aid Certification including CPR is required. Possession of, or the ability to obtain, a valid Washington State Pesticide License may be required. Satisfactory physical condition may be required, as indicated by a County approved physical examination.  Employees are subject to 24-hour on call availability and must be able to work any shift at any location as required. 
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