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         Classification Description
  
FACILITIES OPERATIONS MANAGER
Department: Facilities Management




FLSA:  Exempt
Job Class:  404500







Bargaining Unit: No
Pay Range: 0K 10










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 professional facilities maintenance management and supervisory work performed for the Facilities Management Department of Pierce County.  An employee in this class exercises management supervision of building maintenance and repairs, custodial and cleaning services, grounds maintenance, and minor tenant improvement projects. This position supervises other supervisory management staff and indirectly supervises Union craft and trade workers and vendors.  An employee in this classification is responsible for ensuring the smooth operations of County facilities and grounds for County programs and the public by providing leadership to Facility Maintenance.  
ESSENTIAL FUNCTIONS:
· Organize and coordinate the Facilities Maintenance Division operations to ensure wise use of resources and superior support of County programs.
· In the spirit of teamwork, facilitate collaboration and team building at all levels, with sensitivity to diverse backgrounds, cultures, and viewpoints. 
·  Maintain effective communication with county departments and staff to facilitate and ensure adherence to policies and procedures.

· Supervise and coordinate activities of a designated unit;  determine work procedures, prepare work schedules and determine methods for expediting workflow; assign, review and approve the work of subordinate staff.

· Investigate grievances involving subordinates and recommend resolution; recommend promotional and disciplinary actions; approve leave requests, and overtime; assure adequate coverage during staff absences.
· Conduct performance evaluations and develop performance measures and standards.
· Delegate to and hold subordinates responsible for satisfactory performance of assignments.  Conduct performance evaluations and develop performance measures and standards.
· Ensure that staff receives adequate technical, administrative, and other training.  Track staff certifications and ensure training is scheduled and accomplished to avoid lapses in qualifications; participate and/or lead training as necessary to ensure staff is knowledgeable about processes and procedures; responsible for mentorship and training of direct subordinates and supervisors. 
· Participate in the development of job descriptions and standards of performance and the formulation of labor relations policies.  Maintain and exhibit proactive, open and honest two-way communication with employees. Utilize effective personnel management tools and communication skills to motivate staff in achieving a customer-service focus.
· Evaluate the need for appropriate staffing and budget to support operations and care of existing buildings and maintenance programs and identify potential changes to facilities, inventory or delivery program.  

· Ensure that labor contract requirements are met; make routine contract interpretations as required; and maintain a harmonious working relationship with Union representatives.

ESSENTIAL FUNCTIONS: (continued)
· Assist Maintenance and Operations Division Manager in resolving and correcting performance problems; develop corrective measures and provide on-going performance review and feedback. Participate with Human Resources in investigating grievances involving subordinates and recommend resolution; recommend promotional and disciplinary actions; approve leave requests, and overtime; provide adequate coverage during staff absences.
· In conjunction with Maintenance and Operations Division Manager, determine the appropriate balance between immediate response repair needs and longer-term planned projects.  Help analyze and determine “make or buy” decisions for service delivery considering staffing adjustments or use of outside contractors or vendors.

· Meet with supervisors to coordinate activities and schedule work to be performed to ensure the effective utilization of staff, materials and equipment and completion of work on schedule.Ensure all facility maintenance, repair, remodel, construction, and related assignments comply with federal, state, and local codes, regulations, and safety standards.
· Perform other tasks to include special studies that involve technical investigation and analysis and recommend solutions to unique engineering and administrative problems as may be required.

· Monitor, implement and suggest refinements to Maintenance and Operations Division Manager to the preventative maintenance program that would minimize unanticipated interruption to operations.  Assist in determining overall costs; make recommendations for cost savings and improvements in efficiency.

· Participate in the development of the Division’s yearly work program and budget, and manage the assigned maintenance and operations and project budgets.  Develop and negotiate minor construction contracts as assigned.

· Assist the Department in negotiating costs and prices for a variety of contracted services, supplies and materials.  Help establish systems to maintain inventory of supplies, materials and equipment records.  Perform periodic audit of established systems and take corrective action as needed.

· Coordinate the Maintenance and Operations Division activities with other divisions, County departments, and jurisdictions ensuring effective communication to facilitate and adhere to laws, rules, policies and procedures.

· Monitor division work in progress and work order activity to ensure timely completion of scheduled and budgeted work.  Communicate proactively with staff and client departments about project and work status.  Review completed work regularly and ensure that quality standards are met or exceeded to the satisfaction of the client departments.

· Respond to, assess and coordinate necessary staffing of off-hours services and emergencies, as needed.

· 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.
OTHER JOB FUNCTIONS:

· Perform other job functions as assigned.

SUPERVISION RECEIVED AND EXERCISED:  Work is performed under the general direction and supervision of the Maintenance and Operations Division Manager who reviews the work through documents, observations, conferences and results achieved.  This position supervises other supervisory management staff and indirectly supervises Union craft and trade workers and vendors.  
WORK ENVIRONMENT: The work environment characteristics described herein are representative of those an employee encounters while performing the essential functions of the position. The position works primarily in an office environment on a daily basis.  Travel to various work sites and/or meeting locations will be required.  Work is subject to frequent interruptions and normal office noise as well as construction site noise while in the field.

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. Finger dexterity to operate equipment used in the position, walking, talking, seeing, and hearing.  While evaluating construction sites, the position will be in a “hard hat” environment which may require walking on uneven/unpaved ground walking on roofs; climbing ladders; bending/stooping; pushing/pulling; and minimal lifting. Ability to travel to attend meetings away from regular work site may be required.  

KNOWLEDGE, SKILLS AND ABILITIES: 

Knowledge of:

· Principles and practices of management, organization and supervision.

· Building systems and operational maintenance practices including preventative and confidence testing system maintenance.

· Regulations and procedures related to small works public works construction and vendor contracting.

· And experience in managing small works public works and vendor service specifications development and bid advertising and awards in conformance with state law.

· Federal, State, and County industrial safety laws, codes and regulations.

· State, local, and federal rules and regulations concerning worker safety and maintenance operations.

· Governmental budget and finance practices and principles.

· Technology tools available in the workplace including maintenance management and program and project management arena.

· Contractual labor and Union processes and procedures.

Skill in:

· Being an excellent communicator.

· Providing technical facility information to non-technical staff and others, in a variety of settings and to a variety of groups.

· Developing and leading teams and coordinating groups and committees.

· Beneficially applying technology to program management and operations process.

· Performing mathematical calculations including, but not limited to fractions, ratios, and percentages. 

KNOWLEDGE, SKILLS AND ABILITIES:  (continued)
Ability to:

· Comprehend, analyze, and interpret complex business documents and technical facility manuals.

· Write reports, manuals, speeches and articles using distinctive style.

· Make public presentations to community groups and elected officials.  

· Manage budgets and plan expenditures for control.

· Effectively respond to sensitive issues, complex inquiries or complaints from clients, co-workers, supervisor, or management.  

· Effectively deal with extremely complex, difficult problems or customer complaints and provide satisfactory solutions.

· Supervise others and evaluate performance, fostering growth, creativity and flexibility.

· Perform job functions in a professional, positive and outgoing manner.

· Motivate employees and client groups to take desired action.

· Work both independently and cooperatively.

· Negotiate contracts and mediate disputes.

· Lead in the development of shared values and goals.

· Work irregular and flexible hours as required.

· Read, write and speak effectively.

· Solve problems and deal with a variety of options in varying situations.  

· Organize and prioritize work and help others successfully prioritize their work, within a fast-paced public environment.

· Understand and follow written and verbal instructions.
· Work effectively and productively with others.
· Communicate effectively verbally and in writing to audiences of various social, cultural, ethnic, educational and economic backgrounds.
· Effectively coordinate, perform and complete multiple duties and assignments concurrently and in a timely manner.
· Meet the travel requirements of the position, if any.
· Physically perform the essential job functions of the classification.
MINIMUM REQUIREMENTS TO APPLY:  Associates degree in related field or professional industry certificate (IFMA, BOMA, APPA) and five years of work experience in the field of facilities maintenance/management/operations with at least three years of supervisory or managerial responsibilities is required. Additional education or experience may substitute for the recruiting requirements. 
SPECIAL REQUIREMENTS AND/OR QUALIFICATIONS:  Ability to successfully complete Pierce County background investigation.  A valid Washington State driver’s license is required.  [image: image4.wmf][image: image2][image: image3]
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