CITY OF FLAGSTAFF

Flagstaff is the largest community in the high country and is the county seat for Coconino County, the largest county in the United States. A historic Route 66 town, Flagstaff is ideally located at the juncture of Interstate 17 and Interstate 40. Though still reflecting a small town atmosphere, it maintains a selective growth plan with new expansion programs underway.  

The City of Flagstaff is Northern Arizona’s Employer of Choice! Our City government is devoted to enhancing the quality of life of our citizens and the experience of the many visitors who are attracted to Northern Arizona.

Date Posted:		April 12, 2019
Vacancy No:		051-19
Position Title:		Facilities Maintenance Manager 
Division / Section:	Public Works/Facilities
Position Status:	Full Time; FLSA Exempt; Benefit Eligible
Work Week:		Monday – Friday; Hours 7am-4:30pm; Hours may vary
Salary Range:		$57,178.78 - $64,040.23 Annually DOE
[bookmark: _GoBack]Closing Date:		May 17, 2019

Actively supports and upholds the City’s stated mission and values. This is a program manager level position responsible for process level decision making (decisions concerned with the selection of a process for accomplishing work).  The incumbent performs responsible project and program management duties associated with the day-to-day operations of the Facilities Maintenance Section.

Under direction of the Facilities Maintenance Superintendent, employees of this class are expected to exercise a high degree of independence and initiative in coordinating work and leadership.  An important aspect of this position is the responsibility for supervision of Facilities Maintenance personnel, scheduling, coordinating, and inspecting all related operations and jobs in addition to performing journeyman level work in most disciplines associated with the construction, maintenance, alteration, and repairs of municipal buildings and equipment.

ADMINISTRATIVE DUTIES
· Supervisory:  This job has partial responsibility for supervision at the program level (assists with and/or makes recommendations for hiring, directing, scheduling, transferring, promoting, rewarding, disciplining, and terminating other employees).
· Budgetary:  This job has partial responsibility for budgeting at the program level (assists with formulating and monitoring).
· Strategic Planning:  This job has partial responsibility for strategic planning at the program level (assists with developing, implementing, and managing long and short-term goals).
· Policies/Procedures:  This job carries out day-to-day activities in accordance with established policies and procedures.
· Compliance: This job carries out day-to-day activities in accordance with Federal, State, and Local laws, rules, and regulations as well as City policies and procedures.
· Council Communications:  This job carries out day-to-day activities in accordance with Council’s adopted priorities and direction.
· Reporting:  This job does not have duties related to reporting to Federal/State/Local agencies.

EXAMPLES OF THE WORK PERFORMED (ILLUSTRATIVE ONLY)
· Provides excellent customer service to both internal and external customers.
· Provides daily planning, scheduling, work dispatching, work order printing, supervision, and job inspection reviews for all Facilities Maintenance Workers.
· Provides project management including work direction, planning, scheduling, and reviews to outside vendors and consultants.   Includes reviewing quotes and estimates, job review meetings, job supervision, job quality control, invoice reviews, processing, and sign-offs.
· Assists in the completion of the following employee administration duties: time sheet reviews and processing, HTE reporting, training, safety meetings, performance evaluations, interviews, new employee selection, and employee counseling and resolutions as needed.
· Assists Facilities Maintenance Superintendent with preparation of fiscal budgets, long range capital planning, staffing planning, and facilities maintenance planning.
· Implements and upholds City and/or Section policies, procedures, rules, and guidelines.  Chairs Section Safety group/program and may chair the Public Works Safety Committee as needed.
· Operates a personal computer to produce and distribute correspondence, prepare necessary reports, maintain employee and equipment records, purchasing, financial data, databases, monitoring operating budgets, spare parts inventories, preventive maintenance records, and e-mail communications.
· May provide hands-on training to Maintenance Workers covering a wide variety of building maintenance involving building trades such as carpentry, plumbing, painting, drywall, concrete, masonry, roofing, and custodial, as assigned.
· Estimates job costs for all remodels and new construction projects.
· Acts on behalf of the Facilities Maintenance Superintendent, as required.
· Other duties as assigned.

MINIMUM REQUIREMENTS
· Bachelor’s Degree in Engineering, Construction Management, or a related technical field. 
· Two years of experience in Facilities Maintenance Supervision.
· Two years of experience in Facilities Maintenance Repair work as related to the different building trades.
· Professional certification in:  Facilities Maintenance, Construction Management, Engineering, or a related field.
· Or any combination of education, experience, and training equivalent to the above Minimum Requirements. 

DESIRED EXPERIENCE AND TRAINING
· Facilities Maintenance Management Certification – Manager Level.
· National Swimming Pool Foundation (NSPF) Certification.
· Experience participating in a budget process, including operating capital, long-range capital improvements planning, and development of an overall budget within a municipal setting.
· Experience in Environmental type work.
· Construction / Project Management experience.

OTHER REQUIREMENTS
· Must possess, or obtain upon employment, a valid Arizona driver’s license.
· Regular attendance is an essential function of this job to ensure continuity.
· All Emergency Service Employees shall maintain their principal residence within the state boundaries of Arizona.  All Emergency Service Employees, except those holding a position in Fire, will arrive at the assigned or emergency work location within one (1) hour from notification to report to duty.
· Incumbents of this position are subject to pre-employment drug screening, and post-employment random, post-accident, and reasonable suspicion drug/alcohol screening.
· Must have the ability to be contacted and to respond in a timely manner and be willing and able to perform emergency work on an evening or weekend.

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES (ILLUSTRATIVE ONLY)
· This position requires excellent presentation and communications skills: both written and verbal.   This position requires excellent leadership skills with the ability to relate with staff of all levels including all political members of the organization.   It also requires strong inter-personal skills for relating with employees, staff, service contractors, and consultants.
· This position requires technical skills in reading and interpreting blueprints and specifications, construction manuals, building codes, and inspection & testing reports as related to the construction of new facilities.  
· Organizational skills for record keeping, data base development and maintenance for all projects and programs for Facilities.  
· Considerable knowledge and practice of OSHA Life Safety Codes and Regulations, Building Codes, ADA, and Environmental Regulations.
· Considerable knowledge of ALL building trades associated with Facilities Maintenance and Facility Construction including the following: standby electrical generating systems, fire protection systems, fire protection monitoring systems, security systems, vehicle exhaust systems, UPS power back-up systems, basic IT architecture and cabling, and basic audio/visual systems.
· Considerable knowledge of the methods, materials, and equipment used in the maintenance of facilities. 
· Considerable computer skills as related to planning, communicating, budget and other researching, report preparation, various software as related to Facilities, including MS Office Suites.
· Ability to establish, implement, and maintain preventive maintenance programs.
· Ability to supervise staff for maximum productivity, professional development, efficiency, and quality.  
· Ability to direct, organize, inspect and document the work of others in all disciplines.
· Ability to establish and maintain effective working relationships with other city employees, key city leaders, public citizens, outside agencies, service vendors and consultants.
· Ability to work independently, adapt to change, keep current with technology and new methods, multiple tasking, meeting deadlines, and creating their own work plans and schedules, with very little or no direct supervision.
· Ability to analyze data and prepare comprehensive written and oral reports.

PHYSICAL REQUIREMENTS AND WORKING CONDITIONS
· While performing the duties of this job, the employee is frequently required to talk or hear, regularly required to stand, walk, taste or smell, and occasionally required to sit, use hands to finger/handle/feel, reach with hands and arms, climb or balance, and stoop/kneel/crouch/crawl.
· The employee must regularly lift and/or move up to 10 pounds, and occasionally lift and/or move up to 25 pounds.
· Vision requirements for this position include close vision, distance vision, peripheral vision, and the ability to adjust focus.
· Working conditions include regular exposure to outdoor weather conditions, and occasional exposure to wet or humid conditions, work near moving mechanical parts, fumes or airborne particles, and vibration. 
· The noise level in the work environment is usually moderate.

PRE-EMPLOYMENT REQUIREMENTS
· There are no pre-employment physical requirements for this position.
· There are no pre-employment testing requirements for this position.
· There are no pre-employment vaccination requirements for this position.

CLASSIFICATION INFORMATION
· Range 112, C-4-1, FLSA exempt

TO APPLY ONLINE:
In order to apply for this position you will have to fill out a City of Flagstaff application on our website. Visit our website to apply or for more information on this position and other opportunities. You will find complete job descriptions, requirements and application information at: http://www.flagstaff.az.gov/jobs

NOTE: Applications are due to the Human Resources department by 4PM on the closing date regardless of the postmarked date.

TO APPLY IN PERSON:
Applications are available and can be turned in at: 211 W. Aspen Ave., Flagstaff, AZ 86001
Call our general information line at (928) 213-2090 or (800) 463-1389 to request an application by mail. Fax your resume to (928) 213-2089 or E-mail: human.resources@flagstaffaz.gov 

Additional information about current and open job vacancies can also be found by calling our job line at (800) 463-1389.

The City of Flagstaff is an Equal Opportunity/Affirmative Action employer.  
All qualified applicants will receive consideration for employment without regard to race, color, 
religion, sex, national origin, disability, age, or protected Veteran status.

AmeriCorps, Peace Corps and other national service alumni are encouraged to apply.

Paid Holidays • Paid Vacation Days • Paid Sick Days • Health/Dental/Life/Vision Insurance
