
SCHOOL DISTRICT OF NEWBERRY COUNTYPRIVATE 

JOB DESCRIPTION
TITLE:
Director of Buildings and Grounds







FLSA:   Exempt

GENERAL SUMMARY
Under limited supervision, directs the Buildings and Grounds programs for the District.  Assists the Superintendent of Operations in administering an effective program of facilities maintenance.  Plans, organizes, directs and controls the District's facilities management functions, loss prevention functions, and plant engineering.  Oversees the School District's environmental services.  Reports to the Assistant Superintendent of Operations.

ESSENTIAL FUNCTIONS
Examines school buildings on a regular basis for needed repairs and maintenance. Establishes and recommends priorities on repair projects, implementing an efficient system for resolving emergency repair issues.  Estimates the cost of repair projects in terms of labor, materials, and overhead as needed.

Assigns and supervises crews of craftspeople for maintenance work such as the repair of fencing, asphalt, concrete, ceilings, and the like; assigns schedules and inspects work requested through work orders as received from principals and building supervisors.  

Assists in recruiting, screening, recommending for hire, and training all craftspeople employed in the maintenance program; makes recommendations on the hiring of contractors to perform certain maintenance or repair services; establishes personnel schedules and maintains such personnel records as needed.  

Plans for and oversees major repairs, renovations, and new construction. Effectively serves as liaison between the school’s administration and contractor during the construction cycle.  Supervises and inspects the improvement and renovation work performed by outside contractors, and verifies that the terms of all such contracts have been fulfilled before authorizing final payment. 

Demonstrates the ability to develop a budget for the department and allocates funds within budget limits to accomplish objectives.  

Demonstrates the ability to order, receive, store and issue all maintenance materials, supplies, and equipment and maintains accurate, current inventories. Requests materials as needed, and makes recommendations for the purchase of maintenance equipment.

Organizes and implements a program of preventive maintenance; evaluates the maintenance of all buildings and grounds to ensure cleanliness and safety. Provides inspection of buildings and grounds to ensure conformance with established building standards and regulations.

Makes recommendations for the determination of rent-or-buy decisions and the optimum timing of replacements for vehicles and equipment assigned to the maintenance department.

Plans, administers and supervises the maintenance required to keep all air conditioning, refrigeration, heating, lighting, and electrically operated equipment and machines operating with the highest level of efficiency. Develops, implements, and supervises a program to monitor the acquisition and consumption of energy in the District.  

Receives, assigns and monitors the progress of work orders from principals, building supervisors and department heads relating to air conditioning, refrigeration, heating, lighting and electrically operated equipment and machines in the District.  

Supervises and maintains an effective maintenance recordkeeping system.

Performs other related duties as assigned or requested.  

JOB SPECIFICATIONS
Education and Experience:
Bachelor’s degree with a minimum of one year of experience in planning, operating, and maintaining physical facilities.  Minimum of three years experience in the operation of physical plant equipment; or any equivalent combination of education and experience that provides the required knowledge, skills, and abilities.  Knowledge of all regulations regarding maintenance required.  Must possess a South Carolina driver's license.

Knowledge:
Knowledge of the policies, practices, activities, methods and procedures of the District as they pertain to facilities maintenance and energy management. Knowledge of the required records, diagrams, specifications, charts, documents, and related information which must be prepared and maintained as a requirement of the job.  Knowledge of the methods and procedures used in the administrative and operational duties of managing services. Knowledgeable of technical disciplines necessary to make necessary assessments and recommendations.  Knowledge in the principles of management, supervision and staff development. Strong knowledge of word processing, e-mail, spreadsheets, electronic file management, the internet, and reporting and presentation software.

Skills/Effort:

Ability to provide technical and managerial expertise to improve programs of facilities maintenance and energy management.  Ability to develop and maintain effective working relationships with District staff.  Ability to instruct others through explanation, demonstration and supervised practice, and/or make recommendations on the basis of technical disciplines.  Ability to create electronic reports and presentations, use the internet efficiently, communicate electronically via e-mail, and manage electronic data and files in an organized manner.  Ability to complete, process, and maintain all required records, reports, and related information.   Ability to operate general office equipment and field equipment/tools as needed.

Working Conditions:
Office and outdoors environment with exposure to environmental/weather conditions. Working environment includes exposure to hazards from electrical, mechanical, power equipment, or potential exposure to toxic chemicals. Duties may require work in precarious locations including ladders, scaffolding, etc.  Physical demands consist of prolonged, extensive, or considerable standing, walking, reaching, stooping, bending, kneeling and crouching. Physical demands may require the movement or lifting of items weighing up to one-hundred pounds.  Routine local travel required; occasional overnight travel required.  Requires ability to work under a degree of stress related to duties that require considerable attention and meeting deadlines.  

Responsibility:
Responsible for the designated budget.

Supervises designated staff.

DISCLAIMER STATEMENT
This job description is not intended as a complete listing of job duties.  The incumbent is responsible for the performance of other related duties as assigned/required.
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