
SMWC Staff Position Opening


Posting Date:  		November 2, 2012	       Closing Date:  	      Until Filled	

Department:	             Facilities		Position Title:  	        Director of Facilities 	

Job Description:

Summary: 

Responsible for coordinating and directing activities related to the maintenance, operations, facilities, and custodial services for all campus buildings.  Oversees the performance of all mechanical systems, cleaning functions, general maintenance and repairs on campus buildings.  Oversees construction and renovation projects.  Uses effective communications with staff for the efficient use of equipment and supplies to maintain appropriate appearances and condition of campus buildings. Schedules, assigns and checks work of staff, analyzes staffing requirements, and makes recommendations to hire and fire, and trains new employees.  Uses technical, problem-solving, and budgetary skills.

Job Responsibilities: 
1. Responsible for organizing, coordinating, and directing activities related to the maintenance, operations, facilities, grounds, and housekeeping services to assure efficient and cost-effective departmental operations 
2. Analyzes, oversees, evaluates, and make recommendations concerning current and potential construction      
  projects.  Serves as project director, assuring federal and state contract compliance, timely completion of 
  tasks, and  satisfactory sub-contractor performance of any construction or remodeling projects.
3. Manages the Environmental Management System (EMS); works with State and Federal offices/personnel to ensure tracking, controlling, and compliance of recyclables, universal, and hazardous wastes  
4. Keeps accurate and current Material Date Safety Sheets; ensures campus and employee s safety
5. Maintains the Indiana Department of Environmental Management Air Permit; ensures compliance
6. Acts as liaison with city, county and state, as it relates to the campus compliance of local and federal building codes, elevator codes, OSHA, ADA and other governmental regulations; maintains accurate records
7. Supervises and evaluates the performance of maintenance, housekeeping, student, and grounds personnel.
8. Schedules and prioritizes maintenance, grounds and housekeeping work requests, on the Help Desk system 
9. Oversees building key tracking, responsible for the issuing and turn-in of all keys   
10. Establishes and carries out a preventative maintenance program for the physical plant, tools and equipment  
11. Analyzes energy consumption patterns and practices to identify potential cost saving projects and procedures.
12. Ensures that security, fire alarm, and other safety systems are kept in good working order.
13.  Develops and recommends capital improvement budget requests regarding buildings and grounds; evaluates      
  related capital improvement requests made by others
14. Briefs facility department  issues as needed  
15.  Develops and implements policies and procedures pertaining to the facility operation.
16. Performs other duties as assigned and assist staff as needed.

Minimum Qualifications & Experience:
· College degree, Master’s Degree preferred
· Six or more years supervisory experience and facilities service
· Must be able to exercise initiative, tact, and independent judgment to ensure a safe, clean, and well maintained environment.
· Must be able to demonstrate reliable work habits
· Ability to organize work and assign to others
· Ability to lift 50 pounds
· Must have working knowledge of equipment and procedures used in all custodial and maintenance related areas

Working Conditions
· Must be responsive to unusual working hours as well as a normal work day
· Walking, bending and standing for long periods of time
· Required to assist in moving furniture
· Occasional climbing on ladder
· Some use of industrial cleaners

Job Classification: 	Level	      5		Exempt 	    X		Non Exempt 	       		
		  				
                       	 	Full Time	      X		Part Time	      	 	Temporary				

	12 Months	     X		9 Months			Other				


To apply, send cover letter, resume including three professional references to: Human Resources, Saint Mary-of-the-Woods College; 1 St Mary of Woods Coll., Saint Mary-of-the-Woods, IN 47876, or e-mail to humanresources@smwc.edu.  Review of applications will begin in immediately and will continue until the position is filled.  AA/EOE           
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