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Facilities Technician (Part-time)

	Department:
	Public Works	
	Reports To:
	Facilities Manager
	Division:
	Facilities	
	FLSA Status:
	Non-Exempt
	Pay Grade/Range:
	Click here to enter text.	
	Revision Date:	
	10/17/2011


GENERAL STATEMENT OF JOB

Under the general direction of the Facilities Manager, the part-time Facilities Technician will perform semi-skilled and skilled maintenance as well as repair work on the City’s municipal building, property and equipment, and other related work as assigned. Additionally, the Facilities Technician will be required to support all fleet operations under the guidance of the Facilities Manager.  The position requires a basic knowledge of building trades related to facilities and fleet maintenance and repair as well as possession of excellent customer service skills. The hours for this position may vary due to schedule and coverage requirements; however, this position is a part-time position. 

Strengths are the unique combination of talents, knowledge, and skills that every person possesses. People use these innate traits and abilities in their daily lives to complete their work, to relate with others, and to achieve their goals. But most people don’t know what their strengths are or have the opportunity to use them to their advantage. At the City of Centennial you will have an opportunity to find out what your strengths are, using StrengthsFinder, and work in a culture of engagement, measured by the Gallup Q12©,  and do what you do best every day.

ESSENTIAL DUTIES
The following statements are illustrative of the essential duties of the job and do not include other nonessential or peripheral duties that may be required. The City of Centennial retains the right to modify or change the essential and additional functions of the job at any time.  

Performs a variety of semi-skilled and skilled plumbing, carpentry, painting and electrical activities associated with the maintenance and repair of City facilities;
Provides quality, seamless customer service to all departments and improves operations, decreases turnaround times, streamlines work processes, and works cooperatively;
Communicates with City staff and vendors in order to answer questions, explain policies and handle complaints;
Operates a variety of hand and power tools and works with chemicals (cleaning products, solvents, glues, etc.);
Inspects facilities, machinery and equipment to determine maintenance needs;
Performs routine and preventative maintenance/cleaning on facilities and equipment; 
Assists in coordinating contracted maintenance, repair, and remodeling work;
Serves as a liaison to contractors under the direction of the Support Services Manager;
Orders building and facility materials, supplies, and equipment as approved by the Support Services Manager;
Responsible for maintaining and for basic repair of building plumbing and HVAC systems;
Maintains records of activities including preventative maintenance services and service requests;
Monitors and records supply inventory and the costs of materials and repairs;
Handles meeting and workshop room set up and take down;
Works compliantly within all job safety, ADA and OSHA regulations;
Establishes and maintains effective working relationships with those contacted in the course of work;
Performs other duties as assigned. 

The duties listed above are intended only as illustrations of the various types of work that may be performed.  The omission of specific statements of duties does not exclude them from the position if the work is similar, related or a logical assignment connected to the position.

KNOWLEDGE, SKILLS AND ABILITIES

Knowledge 
Knowledge and understanding of common tools and materials used in building and public facility maintenance;
Knowledge of the basic operation of electrical pumps and motors;
Basic understanding of modern construction and applicable repair and maintenance procedures;
Understanding of occupational hazards and safe work practices associated with the position.

Skills 
Work requires continual attention to detail, establishing priorities, and meeting deadlines; 
Demonstrates basic skills in operating a computer keyboard, mouse, and peripheral instruments. Demonstrates an ability to use a broad range of job-related software such as e-mail and database management applications. 

Abilities 
Ability to operate a variety of tools and equipment;
Ability to perform and apply mathematical calculations;
Ability to safely use a variety of hand tools, power tools, and other equipment required to perform maintenance functions. Demonstrates an ability to follow established safety practices and care of equipment procedures.
Ability to identify common risks and liability implications to resolve issues and refer unusual issues to management. 
Ability to communicate clearly and concisely through both oral and written methods;
Ability to establish and maintain effective working relationships with other employees, executives, elected officials, contracted personnel, and the general public;
Ability to create and utilize sketches, plans, and schematics;
Ability to perform in a fast-paced, continuously changing environment with demonstrated ability to handle multiple competing tasks;
Ability to be punctual during required working hours. 

MINIMUM EDUCATION, TRAINING AND EXPERIENCE

Completion of High school or GED is required as well as one (1) year experience in maintenance or construction. Relevant training programs and certifications may be applied towards experience requirements.  Continuous possession of a Colorado driver’s license and a good driving record is mandatory.

REQUIREMENTS TO PERFORM ESSENTIAL JOB FUNCTIONS

Must be able to perform the essential functions of this job, with or without accommodation. 

Physical Demands
[bookmark: _GoBack]The person in this position must be able to remain in a stationary position 30% of the time; needs to occasionally move about inside the office to access file cabinets, office machinery, etc. Occasionally moves office equipment weighing up to 50 pounds. The person in this position frequently communicates with Council members, staff, vendors, and residents; must be able to exchange accurate information in these situations. Must be able to identify Council members, staff, vendors, and residents, as applicable. Must be able to observe, assess, record, and interpret information. 

Work Environment
Work is performed primarily in an office setting with in-person and telephone contacts and may involve frequent interruptions. Work may require attendance at evening and/or weekend meetings.  

Equipment Used/Required
Frequently operates a computer and other office productivity machinery, such as a calculator, copy/fax machine, and computer printer.

EXPECTATION OF ALL EMPLOYEES
Support the City’s mission and values. 

Mission – The City of Centennial is dedicated to providing a high quality of life, delivering superior customer service and achieving the highest professional standards. We strive to uphold our Mission by adhering to our organizational values.  

Values – How We Govern 
Efficient, Effective, Responsive, Accountable, and Innovative 

Values – How We Treat Each Other 
Respect, Integrity, Partnership, Trust, and Personal & Professional Development 



The job description does not constitute an employment agreement between the employer and employee and is subject to change by the employer as the needs of the employer and requirements of the job change.


The City of Centennial is an Equal Opportunity Employer
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