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GENERAL STATEMENT OF JOB

Plans, directs, organizes and administers the Facilities Management Division providing maintenance to City facilities. Manages and supervises all aspects of facility and maintenance operations.

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.  

Communicates with customers, vendors and City staff in order to answer questions, explain policies and handle complaints.
Supervises, coordinates, and assists when necessary in maintenance and repair of city buildings. 
Inspects facilities, machinery and equipment to determine maintenance needs.
Schedules preventive maintenance and cleaning.
Determines needs for facility service, reviews bids, and recommends contractors.
Coordinates contracted maintenance, repair, and remodeling work.
Serves as a liaison to contractors.
Orders building/facility materials, supplies, and equipment.
Administers building maintenance budget.
Responsible for building plumbing and HVAC systems.
Develops and monitors maintenance and operating budgets; monitors materials and labor costs; prepares billings, oversees repair, routine and preventative maintenance on facilities and equipment; develops and monitors inventory control system.
Reviews the work of crews to ensure proper procedures and standards are followed; trains and oversees crews in equipment operation, job safety and OSHA regulations.
Improves operations, decreases turnaround times, streamlines work processes, and works cooperatively and jointly to provide quality seamless customer service.
Manages fiscal resources to accomplish organizational objectives.  
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

Facilities management and maintenance practices, building construction planning and operations management.
Public administration practices and procedures. 
Budget principles and practices.
Safety practices and procedures.
Microsoft Windows Office products.
Collect and analyze data in order to make verbal and written recommendations and reports.
Make presentations to large groups and commissions.
Identify potential problems and take the necessary corrective action and/or recommend alternative solutions to the City Manager.
Direct individual accomplishments toward organizational and Council-driven objectives.
Listen and communicate with community groups, outside agencies, City departments and committees on facilities management and related issues and programs.
Handle multiple projects simultaneously and use good judgment in prioritizing work assignments. 
Proficiently perform computerized word processing, comprehension, summarizing and writing/editing.
Attend or conduct various meetings as needed.
Establish and maintain effective working relationships with employees, City Officials and the general public.
Complete required OSHA/Safety Training as required.

MINIMUM EDUCATION, TRAINING AND EXPERIENCE

A minimum of five (5) years progressive supervisory and administrative experience in municipal government, facilities management and supervision. A Bachelor’s degree is preferred.

REQUIREMENTS TO PERFORM ESSENTIAL JOB FUNCTIONS

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

Physical Demands
The person in this position must be able to remain in a stationary position 50% 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 30 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
[bookmark: _GoBack]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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