City of Shakopee
POSITION DESCRIPTION

TITLE: Building Maintenance Manager
DEPARTMENT: Administration
CLASSIFICATION:

REPORTS TO: Assistant City Administrator
STATUS: Full-Time, Non-Exempt

PAY GRADE: 170

LAT UPDATED: 9.23.22

SUMMARY

Responsible for the effective and efficient operation and maintenance of recreation facilities and certain
government buildings. Leads and manages the Recreation Facilities Maintenance Division through the
supervision of employees, preparation of budget requests and coordination with other City departments.

ESSENTIAL DUTIES AND RESPONSIBILITIES

Coordinates building operations, maintenance, and cleaning activities for the City’'s Community Center, Ice
Arena, SandVenture, Log Cabin, and other city facilities. Areas of responsibility include, but are not limited
to:

o Heating, Ventilation, Air Conditioning (HVAC) and other mechanical systems;

Plumbing and Electrical Systems, including indoor and outdoor lighting;

Building envelope components including roofs, windows, doors and foundations;

Interior components including walls, ceilings, flooring, signage and restrooms;

Safety and security systems including door locks, fire alarms and fire suppression systems, and
elevator operation and safety.

o Entrances and walk-ways, including snow and ice removal.

Oversees with daily custodial work, including the supervision of assigned City employees and management
of contractual cleaning services. Schedules, directs and assist with the performance of detailed cleaning
tasks such as floor polishing and waxing, carpet cleaning, restroom cleaning, etc.

Oversees and assists with seasonal boiler/building checks and snow removal duties.

Receives, investigates and responds to reports of building maintenance needs. Communicates project
timelines and anticipated impacts to building occupants in a timely and professional manner.
Coordinates and supervises a wide range of facility maintenance and improvement projects.
Determines the need for, then selects, schedules and oversees the work of outside contractors.
Manages contracts and resulting warranties and ensures compliance with City purchasing policies and
procedures.

Develops and implements preventative maintenance schedules, policies, and procedures for City facilities.
Oversees the moving and assembly of office furniture, as well as the set-up and take down of various
meeting room configurations for regularly-scheduled and special events.

Selects, orders and stocks all necessary building maintenance supplies and equipment.

Operates tools and equipment and participates in performing work assigned when that participation
contributes effectively to the overall achievement of the division goals, schedules, and programs.
Ensures division compliance with local, state and federal regulations, including but not limited to OSHA
regulations for workplace safety.

Develops and recommends annual division budget to supervisor; administers adopted budget
consistent with City policies and procedures.

Serves as direct supervisor for Facilities Maintenance Workers and Custodians. Assigns work; provides
day-to-day direction, guidance, and correction; monitors attendance and responds to time off requests,
ensures appropriate training and professional development, and conducts annual performance reviews.
Enforces adopted personnel policies and other HR directives as they relate to division staff.
Participates in recruitment and hiring processes and resolves personnel issues and concerns in
consultation with supervisor and human resources staff.
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KNOWLEDGE, SKILLS AND ABILITIES REQUIRED

Ability to communicate ideas and explanations clearly in English, both orally and in writing.
Ability to read and interpret documents such as safety rules, operating and maintenance instructions,
and procedure manuals.
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e Ability to utilize common office equipment and machines including computer, printer, copier and fax
machine.

o Ability to utilize common Microsoft Office programs; plus web-based email and timesheet programs.
Ability to learn and utilize building maintenance and HVAC control software.
Ability to write reports and business correspondence using proper spelling, grammar and punctuation.
Ability to develop and maintain positive, professional working relationships with co-workers,
subordinates and supervisors.

e Ability to interact with the public in a friendly, tactful manner.

¢ Ability to interpret a variety of instructions furnished in written, oral, diagram or schedule form.

e Ability to define problems, collect data, establish facts, draw valid conclusions and make decisions
within area of responsibility.

e Ability to assign, instruct, evaluate and prioritize the work of subordinates within the overall framework
of division goals and objectives.

¢ Knowledge of the materials, methods, techniques, tools and equipment used in operating, maintaining,
and repairing buildings.

¢ Knowledge of HVAC, plumbing, electrical, and other mechanical systems.

¢ Ability to maintain records and prepare reports pertaining to the area of responsibility and in accordance
with federal and state laws and city policies.

e Ability to add, subtract, multiply and divide using units of American money and measurement. Ability
to calculate figures and amounts with a calculator such as proportions, percentages, area,
circumference, and volume.

SUPERVISION
e Supervises the Custodian and Facilities Maintenance Worker positions.

INTERNAL/EXTERNAL CONTACTS

o Daily contact with Administrative Department and other departmental staff.

e Daily contact with the public.

e Some interaction with Department Heads to provide support and assistance.

QUALIFICATIONS
Minimum Qualifications
High school diploma or equivalent plus 5 years of work experience in the maintenance and operation
of public or commercial buildings. Valid driver’s license. Must possess Minnesota Second Class “C”
Boiler’s license.

Desirable Qualifications
Supervisory experience. Post-secondary training or education in a related field. Certified Pool
Operator License.

WORKING CONDITIONS

While performing the duties of this job, the employee works indoors and outdoors. The employee is
occasionally exposed to fumes or airborne particles, toxic or caustic chemicals, and risk of electrical shock.
The noise level in the work environment is usually moderate.

PHYSICAL DEMANDS

While performing the duties of this job, the employee is regularly required to stand; walk; sit; use hands to
finger, handle, or feel objects, tools or controls; reach with hands and arms, and talk or hear. The employee
is occasionally required to climb or balance; stoop, kneel, crouch, or crawl; and smell. The employee must
occasionally lift and/or move up to 100 pounds. Specific vision abilities required by this job include close
vision, distance vision, color vision, peripheral vision, depth perception, and the ability to adjust focus.

EQUIPMENT REQUIRED TO PERFORM JOB
e Desktop Computer

o Desktop Phone

e Copy/Scanner/Fax Machine

The City of Shakopee is an Equal Opportunity Employer.
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