JEMEZ MOUNTAIN SCHOOLS

P.O. Box 230

GALLINA, NEW MEXICO  87017
JOB DESCRIPTION

JOB TITLE: 
Maintenance Supervisor
DEPARTMENT: 


 Maintenance
SUPERVISOR: 

Reports to:  Superintendent of Schools, Immediate Supervisor

JOB GOAL: 

Supervises: Custodial/Maintenance Personnel

In a shared and collaborative effort between the Maintenance Supervisor and the maintenance and custodial staff, maintain the district wide physical school plant an surrounding environment in a condition of operating excellence so that full educational use of it may be made at all times.

PERFORMANCE RESPONSIBILITIES:

The person holding this position must be able to:

· Assist and act in a confidential capacity with respect to a person who determines and effectuates management procedures.

· Respond to properly initiated work orders on priority basis and maintain district-wide physical plant(s)

· Examine school buildings on a regular basis for needed repairs and maintenance, inclusive of mechanical repairs or replacements.

· Establish and recommend priorities on repair projects.

· Estimate costs of repair projects in terms of labor, material and overhead and assist Business Manager in acquiring quotations, bids, purchasing, etc…

· Assign and supervise crews of crafts people for maintenance work such as replacing worn or defective wiring, switches, faucets, plumbing fixtures and the like and repairing fencing, asphalt, concrete, ceilings and the like.

· Lay out and inspect work and assist crewmembers.

· Develop a system for dealing with emergency repair problems with efficiency.

· Prepare reports on costs of work done, materials used, labor expended.

· Order materials as need, and make recommendations of supplies and equipment for purchase.
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· Assign work orders to maintenance personnel, checks drawings and plans.

· Consult with building principals regarding the establishment of regular preventive maintenance programs.

· Conduct employee-training sessions and will maintain records which are required.

· Initiate recommendations leading to improvement of maintenance.

· Advise on the hiring of contractors to perform certain maintenance or repair services.

· Implement the District Asbestos Management Plan.

· Monitor the discharge of water in all school sites.

· Monitor Radon in all school buildings.

· Implement the District’s Occupational Safety and Heath Program and monitor the hazard Communication Plan.

· Supervise and maintain well pumps and water lines.

· Comply with EPA Regulations regarding requirement on water meter(s); reading meters, and water treatment(s) and maintain the quality of water for the school district.

· Supervise and assist in the evaluation of other maintenance/custodial personnel.

· Serve as the warehouse clerk receiving and distributing of school supplies and equipment.

· Log all out-going long distance telephone calls and fax transmittals.

· Attend board meetings at the request of the Superintendent or his/her authorized designee.

· Perform other assigned tasks required of the supervisor(s).

MINIMUM QUALFICATIONS:


Experience/Education:

· High school diploma or GED, preferred.
· Technical training in general maintenance work.

· Extensive knowledge of principles and practices of maintenance operations and repair preferred.

· Prior supervisory experience preferred.
· Must be literate.

· Must know math computations

· Knowledgeable in Blue Print Reading and Translation.

· Knowledgeable in Inventory Procedures/Recording Accounting Procedures.

· Must have a current New Mexico Driver’s License appropriate for operating vehicles of size and type required of this position.
· Other qualifications determined to be necessary by the board.
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Skills/Knowledge:

· Must communicate well;

· Must be able to read, observe, and understand precautions and proper methods of handling chemicals, equipment, tools and materials in a safe manner.

· Knowledge of universal hygiene precautions.

· Knowledge of appropriate use of chemicals, material safety data sheets, operation of work vehicle, handling equipment, ladders, and work platforms.
Physical Requirements:
· Physical ability to do manual work for 8 hours per day.

· Must be capable of standing, driving, sitting, bending, stooping, kneeling, lifting, climbing ladders without limitations.  Lifting from floor to mid-thigh maximum (70 pounds) occasionally.  Lifting from mid-thigh to shoulder maximum (60 pounds) occasionally, Liting from shoulder to overhead (40 pounds) occasionally, carrying (75 pounds) maximum occasionally.  

· Work overhead, work in tight areas, work off of ladders, and work at floor level (on knees).

· Hand/eye coordination, normal range of sight.

· Proper posture is required to eliminate acute and chronic low back pain.

· Wear protective devices such as back supports, eye wear, and non skid pad shoes, as job conditions demand. 
· CONSIDER ADDING MORE SPECIFIC INFO FROM CUSTODIAN DESCRIPTION REQUIREMENTS
Environment/Scheduling:

· Must be able to work in an environment that varies greatly in place o work from working in a building alone to working in school facilities with large numbers of people.  Conditions range from working outside in the extreme hot of the summer, to comfortable building, to working outside in very cold temperatures.  Work schedule may vary on a daily basis dependent on needs of the district.  
WORK SCHEDULE:
Contract Days:   ????  Work schedule and work hours to be established by the Board of Education on an annual basis through the recommendation of the Superintendent.


Hours Per Day:  ????  8 hours per day?
Salary:                To be established by the Board of Education on an annual basis,     through the adoption of Salary Schedules.

EVALUATION: 
· Performance of this job will be evaluated in accordance with provisions of the adopted board policies. To be evaluated by the Superintendent.
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This job description for Maintenance Supervisor is effective upon receipt.  This job description may be revised at any time in response to needs of the District.
EMPLOYEE ACKNOWLEDGMENT OF RECEIPT AND UNDERSTANDING

I acknowledge that I, ____________________________________________, (please print your name), have read and understand the job description for Maintenance Supervisor.

I further acknowledge that I can and have been given the opportunity to ask questions to clarify matters I do not understand.  I understand the job duties and requirements of the position, and certify that I am able to perform these duties without accommodation.  If I require accommodation to complete these job duties in the future, I agree to inform my supervisor immediately.  I also agree to follow district safety rules and accident prevention procedures, and will observe the limitation on lifting identified in this document.





_________________________________________________





Employee ( Print Name)





_________________________________________________





Signature





_________________________________________________





Date

Approved By: ________________________________Date:____________

Superintendent
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