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Assist in preparing and/or reviewing contract documents for purchase and delivery of equipment, materials, and 
supplies and services for the purpose of coordinating requisition of required materials and services for facilities 
maintenance. E 

 
Provide training for the purpose of delivering instruction and communicating goals, expectations, and procedures, 
e.g. maintenance, equipment, and safety. E 

 
Evaluate assigned classified personnel on performance and other attributes. E 

 
Utilize standard office equipment, computer software programs and work order management system for the purpose 
of preparing, maintaining, and conveying information. E 

 
Respond to emergency situations for the purpose of resolving immediate safety, operations, and logistical concerns. 
E 

 
Prepare written material  for the purpose of maintaining records and conveying information, e.g., correspondence, 
reports, estimates, schedules, spreadsheets, requisitions, and electronic mail. E 

 
Provide leadership in the support of District policies, procedures, goals, directives, priorities, and decisions for the 
purpose of complying with District requirements and providing a positive and harmonious work environment. E 

 
May work an alternative work schedule which may include nights and weekends on a temporary basis. E 

 
Supervise and manage the use of materials, supplies, and equipment used in assigned area of the Facilities 
Maintenance Department. E 

 
Advise assigned supervisor in matters relating to facility and operations activities; provide information to civic and 
public groups and individuals as needed. E 

 
Assist in analyzing annual operating costs and makes recommendations for assigned department budget.  E 

 
Participate in short and long-term planning of capital improvement projects.  E 

 
Guide, supervise, and motivate employees; organize and supervise the activities of various crews and subcontractors 
performing construction and maintenance work.  E 

 
Communicate effectively, verbally and in writing; ability to establish and maintain effective working relationships 
with employees, other departments, administration, and the public.  E 

 
Continue education and training on related regulations and products of assigned areas of responsibility.  E 

 
Provide a positive climate of interaction and communication between school staffs, families, and the community 
within Facilities Maintenance.  E 
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TRAINING, EDUCATION, AND EXPERIENCE: 
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 Utilize equipment under a variety of conditions for multiple purposes. 
 Problem solve and analyze data based on organizational objectives; problem solve with equipment is significant. 
 Read a variety of manuals, write documents following prescribed formats, and/or present information to others; 

and solve practical problems. 
 Read, understand, and work from blueprints, sketches, shop drawings, and diagrams.  
 Read, interpret, apply, and explain rules, policies, and procedures. 
 Communicate effectively and maintain cooperative relationships.  
 Lift and carry heavy objects according to safety regulations. 
 


