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Job Purpose

To provide a safe, pleasant and clean environment for all staff, students, faculty and visitors through the supervision and prioritization of tasks for all Facility Maintenance, Postal Services, Caretaking, Grounds and waste management staff at the University, including the hiring, disciplining and dismissal.
Key Activities

1. Supervises and directs the activities of all Facility Maintenance staff. This includes maintenance assistants (5) Maintenance Leadhand (1) Mailroom (2) Porters (4) Caretaking Coordinators (2) Caretakers (50+) Groundskeeper Leadhand (1) Groundskeepers (3) Students (20) and Contractors.

2. Establishes and maintains a comprehensive set of performance and building standards. Directs and gives advice on how staff can achieve these standards through meetings, in services, training and one on one situations. 
3. Work closely with the Human Resources and Union Representatives to resolve issues, strengthen relations and ensure staffing needs are met. 
4. Responsible for the financial management of the Facility Services function including the annual budget, requests for proposals, human resources and Contracting out of some services.
5. Working cooperatively and in partnership with our RM Department to ensure a safe environment is established for the University Community, and to manage liability for the organization.
6. Develops and implements Policies and Procedures ensuring attendance objectives are met, Legislative Codes and Standards are followed, Labour standards are adhered to, and all work is carried out in a safe manner.
Analytical Reasoning
Decisions are made regularly that involve a great deal of complexity. Responses to staffing requests, ‘fixit’ work order requests, complaints etc. must be well thought out as they could have a huge impact on the organization i.e.: staff morale, public relations and grievances. 

Examples could be prioritization of tasks, frequency of cleaning due to absenteeism, with less staff over the past few years……what do we not do, or at least as often, as compared to what we used to do etc.

Decision Making

Decisions are very diverse and complex.

Responsible for all planning of work, formulation of work plans and strategies.

Decisions to bring another department (within FM) to assist in the completion of a large task i.e.: Grounds assisting maintenance, maintenance assisting Caretaking. Prioritizing tasks daily and makes decision on any and all overtime.

Impact

Public Relations aspect is paramount (broken, dirty, unsafe, not open, no mail etc.)

Always the potential for lawsuits against the University (icy sidewalks, slippery stairs, chair breaks when sat on, trip on torn carpet, mould on ceiling etc.).

Education Required

College Diploma (3 year) in Tech. Program construction related and 5 years of direct related experience (CET or equivalent in Construction or Architectural Technology).

Extensive knowledge of Custodial Standards, training programs, processes, frequencies of cleaning, along with cleaning materials, supplies, clean green programs and WHMIS.

Experience Required

1. Minimum of 10 years of Management experience and a demonstrated ability to supervise a large contingent of unionized hourly paid trades and janitorial staff.

2. Ability to read and interpret construction drawings.

3. Demonstrated ability to work independently but within a service delivery team of building operations personnel (M&E).

4. Computer skills – word processing; spread sheeting as minimum standards.

Responsibility for the Work of Others

Direct Responsibility for the Work of Others: 

· Maintenance staff, Porters, Mailroom, Caretakers, Maintenance Leadhand, Grounds Leadhand (all unionized positions).

· Caretaking Coordinators (non-union).

· All outside Contractors, including but not limited to Pest Control, snow removal, windows, mats, and minor construction.
Communication

Internal:
· All staff, University Officials, Special Interest Groups, student groups and Associations - for purposes of requests, moving, repairs, complaints, thank you’s, cleaning, Health and Safety, events etc. 

External:

· Contractors, outside organizations, City, County, visitors, guests, suppliers, media.
Motor/ Sensory Skills

· Mobility - walking and driving. 

· Use and demonstration of equipment and products.

· Using of keyboard and written communication.

· Sight, touch, smell and hearing.
Effort

Mental:
· Listening and assessing staff concerns and questions

· Developing and implementing Policy and Procedures

· Frequent disruptions during the working day as issues arise on a hourly basis across all areas of the campus that require direction of staff to ever changing priorities.

Physical:
· MBWA. “Manage By Walking Around”, spending a lot of time on your feet assessing work areas and monitoring staff efficiency and output.
Working Conditions
Physical:
· Very cold and very hot outdoor situations (-30 to +35)

· Assessing mould issues, asbestos situations, and chemicals regularly.

Psychological:
· Very stressful. Dealing with complaints (angry and frustrated folks) and deadlines all the time.
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