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ALLEN COUNTY COMMUNITY COLLEGE
BOARD OF TRUSTEES
POLICIES AND PROCEDURES
POSITION DESCRIPTION: MAINTENANCE & AUTOMOTIVE TECHNICIAN 
1.01 GENERAL STATEMENTS
1.02 POSITION SCOPE
a. The Maintenance & Automotive Technician is responsible for repairs and preventative maintenance of buildings, security of buildings, maintenance of emergency systems, and other maintenance duties, as needed.  This position is responsible for routine and preventative maintenance of all college vehicles and equipment, as well as maintaining records for each piece of equipment or vehicle.  Assistance will be required as a groundskeeper, as directed by the 
     Director of Physical Plant Operations.
b. The Maintenance & Automotive Technician participates in the formation of       general college policies by referring items to a member of a Standing 
     Institutional Committee or through appointment to a task force or consultant 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
d. Salary Category: II

2.02
Supervision
a. Supervision Received: 
-The Maintenance & Automotive Technician reports directly to the Director of Physical Plant Operations. In the director’s absence, report to the Assistant Director of Physical Plant Operations. 
b. 
Supervision Exercised: 
-The Maintenance & Automotive Technician supervises student assistants, as requested by the Director of Physical Plant Operations or the President.


2.03
Key Areas of Responsibility/Job Requirements
a. Perform building maintenance work as prescribed by the Director of Physical Plant Operations through Allen maintenance request platforms.
b. Perform maintenance and service work of college fleet, and equipment, and keep maintenance records, as prescribed by the Director of Physical Plant Operations.
c. Lock, unlock, and secure the buildings at times and in a manner specified by the Director of Physical Plant Operations.
d. Use and maintain assigned power equipment, hand tools, vehicles, and all other college equipment in a safe manner.

e. Follow instructions regarding the use of chemicals and supplies and use as directed.

f. Assist with preparing facilities for special events, meetings, or conferences held on the campus.
g. Assist with inventory control and security, shipping, receiving, storage, and distribution of materials.
h. Assist with repairs, maintenance, preventative maintenance, and installations of 
HVAC, electrical, plumbing, and carpentry work.
i. Assist with the care of the grounds, especially during times of snow removal and heavy grass.
j. Contribute to a positive, professional, and effective work environment.
k. Attend safety or other related meetings. 
l. Perform welding and metal fabrication as needed and specified by the Director of Physical Plant Operations.
m. Help operate a computer that controls and monitors mechanical equipment and utility systems.
n. Must have the ability to work a flexible schedule, which may include off-shift hours and weekend assignments.

o. Employees in this position, after adequate training, will be required to stand “on-call” in rotation with other personnel in this department. 
p. 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.

q. This position requires essential physical and mental capabilities such as interpersonal skills, memory, attention to detail, following directions, comprehension, calculation, reading, writing, speaking, evaluating, mathematics, and organizational and innovative skills.

r. Assume other responsibilities and duties as assigned by the Director or 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.
b. 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.
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, ATVs, 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.
