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ALLEN COUNTY COMMUNITY COLLEGE

BOARD OF TRUSTEES

POLICIES AND PROCEDURES

POSITION DESCRIPTION:  DIRECTOR OF PHYSICAL PLANT OPERATIONS

1.00
GENERAL STATEMENT

1.01
Position Scope

a. The Director of Physical Plant Operations is responsible for the efficient, effective and safe operation of college buildings, grounds, facilities, and college vehicles in support of college activities and programs on both the Iola and Burlingame Campuses.

b. The Director of Physical Plant Operations participates in the formation of general college policies as a member of Standing Institutional Committees and through appointment to a task force or consultant group by the president.

2.00
SPECIFIC STATEMENTS

2.01
Position Function and Category

a. Reporting Relationship:  President
b. Function/Category of Position:  Institutional Support/Management and 

     Supervision

c. Terms of Employment:  12 months - annual.

d. Education:  Degree in related field preferred.
e. Experience:  Experience in construction, electrical, maintenance or facilities                 management.                    
f. Salary Category: V

2.02
Supervision

a. Supervision Received:


-The Director of Physical Plant Operations reports directly to the President
b. Supervision Exercised:


-The Director of Physical Plant Operations supervises the custodial staff, 
maintenance staff, and student assistants. 
2.03
Key Areas of Responsibility

a. Analysis of facility operations and needs to determine feasibility and fiscal aspects of renovation, expansion, and repair projects.

b. Preparation and management of annual budget for operation and maintenance of the physical plant, equipment and grounds.
c. Assist in hiring maintenance and custodial staff and student assistants.
d. Train, supervise, and evaluate maintenance and custodial personnel and student assistants.
e. Assign and schedule department personnel to ensure coverage of needed services and timely completion of work orders.

f. Schedule and supervise daily cleaning of all facilities and maintenance of grounds.

g. Supervise repair and maintenance work on college facilities and equipment.

h. Provide liaison with construction project managers and architects on major capital construction and renovation projects.

i. Select and work with vendors for maintenance and/or repair of equipment.

j. Make arrangements for and direct removal of snow and ice for all college roads, parking lots and sidewalks.

k. Cooperate with campus departments and staff to prepare facilities for college events.

l. Develop and manage necessary preventative maintenance programs with emphasis on early detection and correction.

m. Identify, budget, order repair parts, maintenance and custodial supplies, as 
needed, and maintain an appropriate inventory of parts and supplies.

n. Coordinate with the President for purchase of institutionally-owned or leased vehicles.  Oversee maintenance and cleaning of fleet.
o. Assure safe operation of vehicles, equipment and power tools.

p. Coordinate directly with Director of Food Service for maintenance, safety and cleaning of kitchen and cafeteria space and equipment.
q. Coordinate directly with Director of Student Life/Housing for college housing safety, maintenance and cleaning. 

r. Prepare specifications, as required, for construction, major equipment 

  purchases or service contracts for work to be performed by independent contractors.

s. Establish departmental office procedures and recordkeeping systems to include:  safety checks and regulations, control and distribution of keys, facility and departmental inventory control and energy conservation checks and procedures.

t. Respond to on-call and emergency situations and supervise on-call system for maintenance and custodial staff.


 
      . 


 
u. Maintain current knowledge of ADA standards, OSHA, EPA regulations, boiler, life safety, building codes, fire codes and regulatory procedures associated with institutional compliance.

v. Must be able to respond to emergency facility needs within 20 minutes.

w. Establish and manage annual assessment data, as required by regulatory and accrediting agencies.
x. Assistance and coordination of special projects and other duties as assigned by the President.
2.04    Physical Demands and Work Environment

a. Must be able to lift and stack objects up to 100 pounds occasionally and frequently exert 40 to 60 pounds of force to lift, carry, push and pull or otherwise move objects.

b. While performing the duties of the job, the Director is frequently required to stand, walk, reach with arms and hands, climb or balance, stoop, kneel, crouch or crawl, walk and hear.  The Director is occasional required to sit.

c. Specific vision abilities required by this job include close vision, distant vision, color vision and depth perception due to the work environment and tools utilized.

d. While performing the essential functions of this job the employee is occasionally exposed to moving mechanical parts, wet or humid conditions, high precarious places, external heat or cold and other weather conditions. 

e. The noise level in the work environment is usually moderate and occasionally loud.

f. Must possess the physical capability to operate light, moderate and heavy equipment including power tools, lawn mowers, ATV’s, vehicles, tractors, etc.
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Allen Community College is committed to a policy of nondiscrimination on the basis of race, sex, color, national origin, religion, age, and disability in admissions, educational programs or activities, and employment; all as required by applicable laws and regulations under the Title VI Civil Rights Act of 1964, the Title IX Regulations of 1972, Section 504 of the Social Rehabilitation Act of 1973, and the Americans with Disability Act of 1990. Responsibility for coordination of compliance and receipt of inquiries has been delegated to the Vice President for Student Affairs, Allen Community College, 1801 North Cottonwood Street, Iola, Kansas 66749, 620-365-5116, vpsa@allencc.edu.

