University of Maine
Job Description

TITLE:  Assistant Director of General Services
DEPARTMENT: Facilities Management
DATE:  02/05/2020
REPORTS TO:  
Associate Executive Director of Facilities Management
Purpose: This position will oversee all management aspects of the Orono Campus' four general services shops (Grounds, Resource Recovery, Garage and Motorpool).  
Essential Duties & Responsibilities: This position will also be a resource and advocate for this group and will be responsible for scheduling and allocation of resources; coordination with contractors, other shops and customers; and will represent the group in all regards.  

· Organizes, manages, oversees and directs the four general services shops.  These are staffed with approximately 24 FTEs plus students and temporary employees who perform all aspects of their respective trades on campus.

· Formulates and coordinates projects, repairs and small Capital Construction Project work including codes, logistics, methods, designs, etc.

· Establishes and executes plans for the shop staff and Facilities Management as a whole.

· Seeks solutions to issues in and related to the shops being overseen.  Is a technical resource in the areas of expertise for others.

· Administers management of the four shops including staff hiring, Human Resource issues, etc.

· Ensures shop staff are in compliance with life safety, DOT and UMS codes and regulations.

· Collaborates with and participates on related campus committees as needed representing Facilities Management accordingly.

· Administers the departmental vehicle replacement and heavy equipment replacement programs.

· Manages contractors and/or oversees contracted services related to the areas of responibility.

· Other duties of a similar nature.
· Develops and maintains professional relationships that reflect courtesy, civility, and mutual respect.

· Utilizes coaching and mentoring methods which provide an environment that is anticipatory, supportive, and encourages constructive feedback on performance.
· Commits to organizational improvement by identifying opportunities to improve, and recommending possible alternatives for a situation.                                                                                                                                                                                                        
Knowledge & Skill Qualifications: 
Required: 

· Typically has the education associated with a Bachelor’s degree..
· At least five years relevant professional experience. 
· Ability to travel requiring a valid driver’s license. 
· Computer skills including Microsoft Office, Word, Adobe, Gmail applications, etc. 
Preferred: 

· Experience in an institutional setting.
· Experience in a facilities management related role.

· Experience with heavy equipment maintenance and operation as well as large area maintenance and construction.
Supervisory Responsibility: Oversees approximately 24 full time employees including one UMPSA employee, four hourly non-represented supervisors, full time service and maintenance employees, temporary employees and students. Will be responsible for hiring, performance management, assignment and scheduling of work, overall management of four shops and its staff. 
Work Environment: Work environment may include detailed visual work, mechanical or electrical hazards, ice, dirt/dust, fumes/odors, keyboarding, poor lighting, variety of terrain and heights, and loud noises. Employee may be expected to respond to call backs. Requires significant decision making responsibility and a high degree of initiative in a complex and often changing environment. Requires a high degree of professionalism in communication and behavior immersed in a diverse and varied setting.
Work Year: Full time
Work Schedule: Normal University of Maine business hours are Monday through Friday 8:00 a.m. to 4:30 p.m.  Due to the nature of the position, work beyond regular hours (to include evenings and weekends) will be necessary to meet the requirements of the position.  The employee shall establish regular office hours and in consultation with the supervisor, adjust the work schedule as appropriate.

Position Type: (E&G funded) On-going
Schedule for Evaluation: In accordance with guidelines established in The Handbook for Non-Represented Faculty, Professional and Administrative Staff. 
Job Family/Salary Grade: Job Family 10; Salary Band 5 
Appropriate background checks are required.

All UMS employees are required to comply with applicable policies and procedures, as well as to complete applicable workplace related screenings, and required employee trainings, such as Information Security, Safety Training, Workplace Violence, and Sexual Harassment.

