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SAN BERNARDINO COMMUNITY COLLEGE DISTRICT

MAINTENANCE AND OPERATIONS COORDINATOR

DEFINITION:  

Under the general direction of the Vice President, Administrative Services, plans, organizes, and oversee the maintenance, alteration, construction, installation, and repair of college buildings, facilities, grounds, custodial, systems and equipment; trains, supervises, and evaluates the performance of assigned personnel; and performs related work as assigned.

EXAMPLES OF DUTIES:

1. Plans, organizes, and oversees the maintenance, alteration, construction, installation and repair of college buildings, facilities, grounds, custodial, systems and equipment.

2. Prioritizes and schedules work; prepares work orders and assigns work to appropriate personnel as necessary.

3. Develops and recommends policy and procedures for maintenance and operations; plans systematic programs for preventative maintenance.

4. Assists with budget preparation and coordinates the grounds, custodial, and building/equipment budgets.

5. Inspects buildings, facilities, and equipment for needed repairs and maintenance.

6. Trains, supervises, and evaluates the performance of assigned staff; interviews and selects employees, and recommends necessary personnel actions.

7. Maintains records and prepares reports, job estimates, and maintenance budget.

8. Orders materials and assures availability of supplies and equipment.

9. Assists with the District’s Hazmat program and assures compliance with established guidelines and procedures related to the handling and disposal of hazardous materials; oversees the asbestos abatement contract to assure compliance with regulations; and maintains an energy conservation program.

10. Develops plans, sketches, and layouts; provides information to architects, engineers, and contractors.

11. Adheres to safe working practices and enforces all relevant legal requirements relating to health and safety. 

12. Performs other duties as assigned.

MINIMUM QUALIFICATIONS:  

Education and Experience

Equivalent to completion of high school and five years of experience in a journey-level trade including at least one year at a supervisory level.  Experience in an educational institution setting and college course work in a maintenance and operations field is desirable.

Knowledge 

Knowledge of methods, practices, tools, equipment, and supplies used in building repair, maintenance work, building service systems, groundskeeping, and custodial work; laws affecting the construction and repair of school buildings and service systems; applicable state and local building, safety, and health codes; principles of supervision and training; and record-keeping techniques.

Ability

Ability to plan and organize the work involved in maintaining school buildings, equipment, and grounds; prepare and interpret plans and specifications; estimate costs of construction, repair, maintenance, and custodial work; supervise and direct the work of others effectively; carry out college and District policies; prepare verbal and written reports; inspect facilities for maintenance and repair needs, fire, safety, and health hazards; work from blueprints, shop drawings, and sketches; analyze situations accurately and adopt an effective course of action; communicate effectively both orally and in writing; establish and maintain cooperative and effective working relationships and meet the public with courtesy and tact.

SPECIAL QUALIFICATIONS

A valid California driver’s license.

Physical dexterity to allow walking and standing for extended periods of time, for working at heights, and for bending, reaching overhead, lifting, carrying, pushing, or pulling heavy objects weighting up to 100 pounds.

WORKING CONDITIONS

Exposure to adverse weather conditions and moving equipment, electricity, and other hazardous materials and work situations.
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