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• Responsible for maintaining and updating as needed a comprehensive safety plan, a process for 
facilities opening and lock-down, and an emergency notification procedure; 

• Verifies department employee timesheets for accuracy and compliance with college policies and 
procedures; 

• Responsible for maintenance and operational concerns for campus parking areas; 
• Maintains confidentiality of information exposed to in the course of business regarding students, 

supervisors or other employees;   
• Contributes to a safe educational and working environment by participating in all drills and 

training and being prepared to take action should a health or safety emergency occur; 
• Requires the kind of teamwork, supervision, and personal interaction, that cannot be had in a 

home office situation; therefore, regular and predictable on-site attendance is a job 
requirement;   

• Other duties as assigned.  
 
 

Minimum Education, Skills and Abilities 

• A Bachelor’s degree in engineering, construction management, or related field; five years of 
related experience including two years of supervisory experience, or an equivalent combination 
of education and experience; 

• Knowledge of all phases of physical plant operation, maintenance and repair, planning, 
scheduling, management and administration of the plant; federal, state, and local regulation safety 
practices; record keeping and report writing experience; 

• Technical knowledge and skills in working with air-conditioning and heating systems; 
• Knowledge and experience with state and local safety, fire, construction, and public access 

regulations experience; an understanding of blueprints and building codes; experience 
developing cost estimates and budgets;
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