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Classification Description 
MAINTENANCE OFFICE ADMINISTRATOR
Department: Public Works and Utilities
FLSA: Non-exempt

Job Class #: 932100
Bargaining Unit: NA
Pay Range: 0K08
Classification descriptions are intended to present a descriptive list of the range of duties performed by employees in the class and are not intended to reflect all duties performed within the job.





GENERAL FUNCTION:  This is highly responsible administrative work related to road maintenance office administration for the Pierce County Public Works and Utilities Department.  An employee in this classification is responsible for a variety of administrative tasks in the areas of budget development and control, planning and scheduling of work, policy administration, research, office services and supervision. 
ESSENTIAL FUNCTIONS:
· Organize and prepare road maintenance division budget; monitor, summarize, and make recommendations for adjustments to budget.
· Assist with development and summary of the work plan and schedule for all road maintenance activities in coordination with maintenance supervisors; update the work plan throughout the year due to unforeseen events/changes in priorities.

· Purchase road maintenance supplies, arrange for rental of equipment, process invoices, and coordinate contracted maintenance work; coordinate with Information Technology Department on purchases of computer equipment and supplies.

· Supervise and coordinate activities of administrative support staff; determine work procedures, prepare work schedules and determine methods for expediting workflow; assign, review and approve the work of subordinate staff; conduct performance evaluations and develop performance measures and standards.

· Participate in decisions on hiring, evaluating performance and recommending disciplinary action of office support staff; coordinate employee evaluation process with maintenance supervisors; assist with drafting disciplinary correspondence.
· Administer the Adopt-a-Road program.  
· Represent the division in County-wide meetings and conferences.

· Respond to comments/complaints from the public.

· Perform research on an as-needed basis, including preparation of reports.  Track special projects; maintain cost controls on road maintenance projects.

· Draft and/or recommend changes to division policies and maintenance or quality standards.

· Perform contract administration; check quantities and verify pay estimates, negotiate change orders; and assure compliance with contract provisions on maintenance contracts.

· Ensure effective communication with county departments and staff to facilitate and ensure adherence to policies and procedures.

· Ensure consistent interpretation of laws, rules, policies and procedures.

· Effectively persuade, inform, educate, train, solicit information, motivate and direct a wide variety of individuals or groups.

· Establish and maintain effective working relationships with County officials, employees and the general public.

ESSENTIAL FUNCTIONS: (continued)
· 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.
OTHER JOB FUNCTIONS:
· Perform other related duties as assigned.

SUPERVISION EXERCISED AND RECEIVED: The Maintenance Office Administrator supervises administrative support staff. Assignments are received in the form of verbal instructions and are carried out with considerable independence.  Incumbents are expected to exercise initiative and independent judgment in carrying out assignments according to established standards, policies and procedures. Work is performed under the general direction of the Maintenance Manager.
WORK ENVIRONMENT: The work environment characteristics described herein are representative of those an employee encounters while performing the essential job functions.  Work is performed in an office environment requiring sitting for prolonged periods, with exposure to typical office noise and 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.  Physical activities required are finger dexterity necessary to operate equipment used in the position, talking, seeing and hearing.  Walking, sitting, bending/stooping, pushing/pulling and unassisted lifting associated with the job duties is required.  This position requires the ability to sit for prolonged periods of time. The lifting requirement for this job class is 20 lbs. or less. 

KNOWLEDGE, SKILLS AND ABILITIES:
Knowledge of:
· Departmental policies, procedures, and regulations.

· Purchasing procedures and policies.

· Computer applications, especially database and spreadsheet applications.

· The methods and techniques of budget preparation and execution.

· The principles of effective supervision.

· Equipment, procedures, materials, methods, and work standards used in road maintenance.

Skill in:

· Use of  independent judgment and effective decision-making in the application of a wide variety of laws, policies and procedures and in effective problem-solving

· Use of a personal computer, spreadsheets, and word processing programs.
KNOWLEDGE, SKILLS AND ABILITIES: (continued)
Ability to:
· Effectively plan, coordinate and monitor the work of subordinates.

· Work effectively with a wide variety of individuals and groups.

· Communicate effectively verbally and in writing to audiences of various social, cultural, ethnic, educational and economic backgrounds.
· Analyze administrative problems and to make sound policy and procedural recommendations.

· Evaluate the efficiency and effectiveness of program procedures and activities.

· Understand and follow complex written and oral instructions.

· Establish and maintain effective working relationships with employees and the general public.

· Effectively coordinate, perform, and complete multiple duties and assignments concurrently and in a timely manner.

· Assist departmental supervisors and leaders in achieving goals and objectives.
· Understand and follow written and verbal instructions.
· Work effectively and productively with others.
· Meet the travel requirements of the position, if any.
· Physically perform the essential job functions of the classification.
MINIMUM REQUIREMENTS TO APPLY: A four year degree from an accredited college or university in public administration, business administration, accounting or related field, and two or more years of closely related experience is required.  Additional education or experience may substitute for the recruiting requirements.  
SPECIAL REQUIREMENTS AND/OR QUALIFICATIONS:   A valid Washington State driver’s license may be required when travel is required of the position.
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