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SAN BERNARDINO COMMUNITY COLLEGE DISTRICT

EXECUTIVE DIRECTOR OF FACILITIES, PLANNING AND ADMINISTRATIVE SERVICES

DEFINITION:  

Under the direction of the Chancellor, manages all functions associated with facility planning, construction, capital outlay and deferred maintenance projects, and hazardous and environmental matters of the District.  Develops strategies for funding and requests funding as appropriate.  Responsibility includes formulating and administering District policy concerning the aforementioned functions and providing contract administration to Collegis.  Activities include, but are not limited to, planning, organizing, staffing, directing, and controlling personnel and resources.

EXAMPLES OF DUTIES:

1. Formulates and administers policies and procedures related to planning and facilities.

2. Directs and manages the research, development, and implementation of annual goals and objectives in support of the District’s objectives and strategic planning priorities for future facilities development.

3. Works with administration and appropriate committees to identify needs facilities construction projects, and prepares and keeps current Five-Year Construction Plans and other documents required by the Chancellor’s Office.

4. Develops and implements strategies for acquiring State funding regarding capital outlay and campus development projects. Writes grant proposals related to the development and expansion of facilities.

5. Works with architects to develop specific building projects and submits the Capital Outlay Budget Change Proposals each year and works with facilities specialists in the Chancellor’s office of monitor the progress of proposals.

6. Prepares the space inventory lists for the campuses and complies with the State Chancellor’s Office required reports.

7. Manages design, bid, and construction phases for approved projects, including coordination of projects with and between contractors, architects, engineers, equipment vendors and facilities staff.  Maintains blue prints, as built plans, and other construction records

8. Manages the State Scheduled Maintenance Program, from application through implementation.

9. Manages other facility related projects such as the hazardous materials removal, local redevelopment and Department of Energy conservation projects, including project identification, grant proposal development, development of specifications, bidding, contract management and submission of reimbursement claims to the state.

10. Serves as liaison with the State Chancellor’s Office and other governmental agencies, architects, engineers, etc., regarding planning, construction, and facilities.

11. Responsible for District compliance with Federal, State and local governmental requirements regarding facilities and environment, ensuring compliance with federal and state building and fire codes and health and safety regulations pertaining to the maintenance of college facilities. Prepares and maintains records, reports and applications as required by governmental agencies, and the State Chancellor’s Office.

12. Develops and maintains an energy conservation program and serves as the District’s energy conservation coordinator.

13. Responsible for District mail and courier services between the colleges, the district office, County Superintendent of Schools and members of the Board of Trustees.

14. Manages the maintenance and operations for the District Office facilities. Develops and administers departmental budget.

15. Manages district-wide computing services functions, consultants and vendors.

16. Participates in the selection process of personnel in the Facilities and Planning Department; supervises and evaluates assigned personnel.

17. Assumes additional managerial duties as appropriate to the position.

18. Performs other duties as assigned.

MINIMUM QUALIFICATIONS:  

Education and Experience

Master’s Degree in Engineering, Business, Construction, or a related technical field and five years successful experience in supervision of a broad program of planning and facilities.

Knowledge 

Knowledge of materials, tools, and procedures used in facilities planning; building design and construction standards; District policies and procedures; construction project management; regulations and laws related to Federal, State, and local security issues, health and fire codes; hazardous materials handling rules and regulations; generally accepted accounting principles and procedures; budgets and revenue control; and principles of training, administration, and supervision.

Ability

Ability to interpret building specifications and blueprints; use various building materials, equipment, and supplies; plan, organize, and coordinate a comprehensive facilities program; provide technical direction; inspect facilities for needs and hazards; develop specifications for bids; plan, organize, and schedule work, maintain records and prepare reports; analyze situations accurately and adopt an effective course of action; communicate effectively both orally and in writing; and establish and maintain cooperative professional working relationships with all contacted in the course of work. 
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