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POLICIES AND PROCEDURES


POSITION DESCRIPTION:  MAINTENANCE TECHNICIAN II
1.00
GENERAL STATEMENTS
1.01 
POSITION SCOPE
a. The Maintenance Technician II is responsible for repairs and preventative maintenance of buildings and physical plant equipment, security of buildings, maintenance of emergency systems, Key Master, and other maintenance duties, as needed. 
b. The Maintenance Technician II participates in the formulation of general college policies by referring items to a member of a Standing Institutional Committee or through appointment to a task force or consulting group as requested by the President.
2.00 
SPECIFIC STATEMENTS
2.01 
Position Function and Category
a. Reporting Relationship: 

Director of Physical Plant Operations

b. Function/Category of Position: 
Institutional Support/Support

c. Terms of Employment: 

Hourly Position

2.02    Supervision
a. Supervision Received:  The Maintenance Technician II reports directly to the Director or Assistant Director of Physical Plant Operations.

b. Supervision Exercised:  The Maintenance Technician II occasionally supervises student assistants.
2.03 
Key Areas of Responsibility
a. Perform maintenance work as prescribed by the Director of Physical Plant Operations through Allen maintenance request platforms. 
b. Lock, unlock, and secure the buildings at times and in a manner specified by the 
Director of Physical Plant Operations, including door checks after all personnel have left the campus and observing the campus throughout your shift for potential security problems.  Report any unauthorized occupants to the Director of Physical Plant Operations and turn off lights.
c. Perform preventative maintenance and servicing of physical plant equipment.
d. Assist with setup of facilities for meetings, classrooms, conferences, events, etc.
e. Use and maintain assigned power equipment, hand tools, vehicles, and all other college equipment in a safe manner.  Notify the Maintenance and Automotive Technician of any problems.
f. Follow instructions regarding the use of chemicals and supplies and use as directed.
g. Move furniture, equipment, supplies, and tools on an incidental basis.
h. Respond to emergency maintenance requests.
i. Attend safety or other related meetings. 

j. Contribute to a positive, professional, and effective work environment.
k. Assist in the instruction and supervision of student help.
l. Assist with inventory control and security.  Perform warehouse duties in connection     with shipping, receiving, storage and distribution of materials.  Check materials and goods received against purchase orders and packings slips to ensure correctness and condition of merchandise.
m. This position oversees and logs the monthly checks and testing on emergency equipment, operation of exterior doors, emergency lighting, fire extinguishers and exit lights.
n. Act as Key Master, constructing core combinations, cutting keys, maintaining key database, repairing locks and hardware used to secure buildings and equipment.
o. Perform repairs, preventative maintenance and installation of HVAC, electrical, plumbing equipment and devices, including cleaning and maintaining boilers and chillers, including monthly air filter changes.
p. Assist the maintenance and Automotive Technician with the operation and maintenance of the college fleet.











q. Perform Welding and metal fabrication as needed and specified by the Director of Physical Plant Operations.
r. Respond to work orders from students, faculty, and staff as needed.
s. Operate a computer which controls and monitors mechanical equipment and utility systems, and utilize maintenance software for record keeping. 
t. Must have the ability to work a flexible schedule, which may include off-shift hours and weekend assignments.. 
u. Employees in this position, after adequate training, will be required to stand “on-call”          in rotation with other personnel in this department. 

v. Support and enforce all college policies and procedures, and governmental policies such as One Call and OSHA. Enforce and support policies as established by the Vice 
      President for Finance and Operations.
w. This position requires essential physical and mental capabilities such as interpersonal skills, memory, attention to details, following directions, comprehension, calculation, reading, writing, speaking, evaluating, mathematics, and organizational and innovation skills.
x. Employees are expected to look presentable, neat, and dress appropriately for work.  Any questions regarding appropriate attire should be addressed by the supervisor. 

y. Assume other responsibilities as assigned by the Director of Physical Plant Operations or the Assistant Director of Physical Plant Operations.
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.
a. While performing the duties of the job, the employee is frequently required to stand, walk, reach with arms and hands, climb or balance, stoop, kneel, crouch or crawl, walk, and hear.  The employee is occasionally required to sit.
b. 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.

c. While performing the essential functions of this job the employee is occasionally exposed to moving mechanical parts, wet or humid conditions, highly precarious places, external heat or cold, and other weather conditions.
d. The noise level in the work environment is usually moderate and occasionally loud.
e. Must possess the physical capability to operate light, moderate, and heavy equipment including power tools, lawn mowers, ATVs, vehicles, tractors, etc.
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