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SAN BERNARDINO COMMUNITY COLLEGE DISTRICT


TOOL ROOM SUPERVISOR
DEFINITION
Under general supervision, coordinates the overall tool room operation which supports vocational/technical programs; supervises classified and student employees; performs related duties as required.

EXAMPLES OF DUTIES

Duties may include, but are not limited to, the following:

1. Selects, trains, and supervises classified and student workers; prepares   work schedules.

2. Prepares annual budget request for tool room supplies and equipment; prepares requisition within appropriation constraints; organizes and coordinates inventory of equipment and material.

3. Devises record-keeping systems; prepares reports as required.
4. Checks tools, materials, and equipment in and out to students enrolled in such shop classes as aeronautics, automotive, electronics, tool and die, or welding.

5. Maintains record-keeping system of tools and equipment in use; maintains other records as necessary such as supply inventory.

6. Maintains the tool room in a clean, safe and orderly manner.

7. May maintain shop equipment and make necessary repairs.

8. Provides temporary and vacation relief in similar occupational fields as necessary.

9. Maintains shop equipment and makes repairs with guidance from the faculty chairs.

10. Monitor the hazardous materials/waste program.

11. Setup and monitor the preventative maintenance program in conjunction with the faculty chairs.
MINIMUM QUALIFICATIONS
Education and/or Experience

Two (2) years of experience which required familiarity with tools used in vocational instruction including one (1) year of supervisory experience.

Knowledge
Working knowledge of work scheduling and supervision principles; budgeting and estimating stock requirements; effective and efficient record-keeping methods.

Considerable knowledge of the types, uses, and maintenance of a variety of hand-tools and equipment used in the vocational education classes; the tool room function and operations.

Abilities
Ability to issue and make minor repairs to tools and equipment; maintain record-keeping systems; establish and maintain cooperative working relationships; understand and follow written and oral instructions.

WORKING CONDITIONS

Incumbents must be able to perform light manual work.  Must be able to stand and maneuver for long periods, walk, reach, bend at waist and knees; stoop, crouch, climb ladders, work with or around hazardous materials.  Required to lift, push, and/or pull objects up to 50 lbs.  Must be able to see to inspect and identify tools and parts, speak clearly and hear to communicate in person and over the phone.
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