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	MPP Position Description


	Name:
	    


	Working Title:
	Assistant Director,Engineering Svcs
	Classification:
	Administrator II

	Department:
	Physical Plant Management


PART I – STATEMENT OF DUTIES AND RESPONSIBILITIES:

Relationships:

	Reports to:
	Director, Engineering Services


	Subordinate Staff:
	Supervising Plumber, Supervising Locksmith, Supervising Painter 


	Internal Contacts:
	Physical Plant Management (PPM) Employees


	External Contacts:
	Campus Community, Vendors, Contractors, Professional Organizations


	Scope of Functions and Responsibilities:  

 
Under the direction of the Director, Engineering Services, the Assistant Director is responsible for Campus-wide building renovation and oversight; the day to day operations of the Plumbing Shop, Lock Shop (building security and access control), the Paint Shop and building trades’ projects.  This position assists the Director with planning and development to assure efficient and effective processes and procedures to meet the goals and objectives of PPM; assists the Director in development and monitoring of all trades programmed maintenance routines and frequencies; and assists the Director in development and monitoring of major service contracts and outside service providers engaged in programmed maintenance of campus wide systems.  This position coordinates and performs facility and equipment audits, analyzes deferred maintenance, programmed maintenance and equipment status to recommend areas of need.

Responsible for oversight and programs related to construction, remodeling and repair of campus infrastructure, buildings and grounds.  These responsibilities include oversight for projects on campus and collaboration with project managers, inspectors and Facilities Planning, Design & Construction (FPDC).  Additional scope of duties includes oversight of PPM Job-Order Contract (JOC) activities.  This position acts as the PPM representative to JOC Contractors through this oversight for managerial, budget review, inspection and processes related to JOC activities for projects of all scopes including multi-million dollar contracts.

This position manages building trades projects and works with managers and supervisors for project coordination.  Responsible for project budget management and assuring project schedules are met.  Plans and coordinates project activities and acts as a liaison to customers, vendors and contractors.  The scope of responsibilities includes analysis and review of assigned areas, customer relations, budget monitoring, research and gathering information, making recommendations for improved operations and managing presonnel.  Manages procedural aspects for compliance to University policies related to assigned areas.






	Duties and Responsibilities:  


MANAGEMENT

This position performs administrative oversight and management of the day to day operations of the Plumbing Shop, Lock Shop and Paint Shop and serves as the PPM JOC coordinator.  Administers supervision of a work force of approximately 20-25 staff including student assistants.  Plans and coordinates work schedules and shifts working with Supervisors, Leads and staff to provide optimal customer service.  Coordinates and directs the work of others from various shops on construction/repair projects.

Provides budgetary information to the Director.  Makes recommendations to the Director for procedures pertaining to the area’s service needs.  Performs administrative duties as follows:  Employee performance evaluation process; counsels and makes recommendations for corrective action; policy and rule adherence; analyzes and makes recommendations for work force requirements; trains personnel on area procedures and development; adherence to union contract rules; advises Director and Senior Director of grievances or complaints; liaises with other managers within PPM; acts as chair on search and screen committees.  May represent PPM on campus committees and in meetings.  Meets with the Shop Supervisors on a regular basis and monitors shop labor time and work orders and assures work is scheduled appropriately.  Liaises with internal customers and campus customers to assure customer service standards are in place.  Assures through Shop Supervisors that work schedules meet campus coverage needs.

TRADE SHOPS

Meets with the Shop Supervisors on a regular basis to review workload and campus systems.  Conducts research and provides information regarding systems and policies - makes recommendations to direct reports and the Director regarding same.  Assures up to date procedures are communicated to the campus community as appropriate.  Assures coordination between and among shops for construction projects, remodels and/or rekeying of buildings or offices.  Liaises with University departments for adherence to University policies and procedures.

PLUMBING SHOP

Performs maintenance, oversight and management support for state owned University buildings and campus infrastructure, (i.e., domestic, irrigation and heating hot water lines) through the Shop Supervisor.  Plans and coordinates work schedules and shifts working with the supervisors, leads and staff to provide optimal customer service.  Coordinates and directs the work of others in the shop on construction/repair projects.  

LOCK SHOP

Oversees physical security and access control for state owned buildings and properties.  Manages and assures coordination of all key and lock maintenance for the University buildings.  Assures through Lock Shop supervisor that work schedules meet campus coverage needs.  Updates, develops and implements key and access control policies and procedures that impact the entire campus.  Oversees Lock Shop key and parts inventory.  Oversees the computerized key management system, key issuance procedures and makes recommendations as needed.  

PAINT SHOP

Performs maintenance, oversight and management support for state owned University buildings through the Shop Supervisor.  Plans and coordinates work schedules and shifts working with the supervisors, leads and staff to provide optimal customer service.  Coordinates and directs the work of others in the shop on construction/repair projects.

JOC SYSTEM

Provides cradle-to-grave management of PPM managed and PPM involved JOC jobs.  Initiates, manages and inspects Job Order Contract (JOC) projects in the field after a Notice to Proceed is issued to contractor; meets with the JOC and campus customers to assess the elements of any work requested.  Coordinates and documents details of proposed scope of work; presents customer with scope of work for approval; determines need for engineering or architectural design; meets routinely with FPD&C, JOC contractor and others to ensure projects meet schedule, budget and campus standards; coordinates PPM trades’ inspections of JOC contractor work as needed.  Evaluates scope of work, specifications, project details and consults with FPD&C to determine best sources of support.  Facilitates and coordinates with the design team regarding as-built drawings, site evaluations and related facility information.  Meets with JOC contractors to review all details of proposals prior to submittal.  Validates JOC units of cost, materials and sub-contract costs.  Identifies scheduling opportunities with customers prior to commencement of project.  Advises customer of any extraordinary conditions during work such as, noise, dust, utility outages, access restrictions and other potential disruptions.  Coordinates dates of projects with customers.  Advises Academic Resources and Room Reservations of work in development.  Facilitates work in progress inspections and monitors project costs.  Notifies customers and coordinates work site (punch walks, inspections, etc.) to ensure customer satisfaction and compliance with written scope of work.  Conducts final walk through with customer.  Upon final approval of project, reviews and conducts any commissioning procedures.  Files notices of completion and close out documents with FPD&C.

OTHER DUTIES

Works closely with the Director, Engineering Services on the following: develops and implements programs and procedures related to the construction, remodeling and repair of campus buildings and grounds, and the repair, maintenance and operation of utilities and heating and cooling systems; establishes and monitors repair and service contracts for fire/life-safety, elevator and work performed with outside service providers; assists with construction oversight for capital projects on campus, including collaboration with project managers, inspectors and facilities organizations; reviews plans, specifications and contract documents developed internally or submitted by off-campus entities; conducts pre-job conferences and job start meetings; works closely with FPD&C; assists with oversight of development of internal cost estimates, and plans and contract documents for projects affecting University facilities.  Manages the PPM Special Campus Accommodation (SCA) program assisting contractors and other campus entities with utility outages, shutdowns and PPM support requests.





	Qualifications: (this section to be used only when a search is going to be conducted):  



Education and Experience

Education: A Bachelor's degree in Engineering, Architecture, Construction Management, Facilities Management, Physical Sciences, Engineering Technology or related field.  Trade apprenticeship, facilities ICC or other certifications, Project Management Professional (PMP) certification and/or California Commercial Building Inspection combined with Mechanical Electrical Plumbing (MEP) certifications and/or related Municipal certifications.  A contractor’s license in electrical, carpentry, plumbing or general engineering may also be considered. 

Experience: 5 years of progressively responsible professional experience in construction, facilities management, and supervision, preferably in a bargaining unit (union) environment.  A background in plant engineering or facilities management in higher education is desirable.

Knowledge of:

1.
Principles and practices of facility maintenance including access control, automotive, plumbing, electrical, carpentry, HVAC, tenant improvement projects, and architectural finishes;

2.
Methods, materials, tools and equipment used in building maintenance;

3.
Construction/renovation project management practices;

4.
Principles and practices of supervision including selection, training, evaluation, work planning, direction and personnel practices;

5.
Applicable laws, codes, regulations and standards governing building construction and maintenance;

6.
Progen, Prolog, MS Office, project management, JOC or CMMS programs.

7.
Safety and safe working practices for building maintenance.

Skill in:

1.
Planning, organizing, scheduling, assigning and reviewing the work of others.

2.
Selecting, training, instructing, appraising, counseling and motivating assigned staff.

3.
Maintaining records and preparing reports and correspondence including required regulatory reports and records.

4.
Verbal and written communication to effectively interact with a broad range of people including staff, senior management, executives, vendors and contractors.

5.
Evaluating and developing procedures, standards and methods for building maintenance, repair and improvement.

6.
Establishing and maintaining effective working relationships with co-workers, faculty, staff, students and university administrators.

7.
Reading, interpreting and assisting in the preparation of scopes of work, plans, specifications and other documents related to maintenance and construction projects.

8.
Exercising sound independent judgment within general policy guidelines.

9.
Effective customer service in an academic or institutional environment.




SIGNATURES:

	Employee:  
	
	Date:
	

	Supervisor: 
	
	Date:
	

	Dean/Director:
	
	Date:
	

	Pres/Vice Pres:
	
	Date:
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