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Building Trades Shop Foreman

Updated: 5/20/2014
FLSA:  Exempt




Dept or Office: Facilities Management-Building and Equipment Maintenance 

Summary Description

Coordinates and supervises the operations of the building trades shops for the repair, maintenance and  

renovation of campus building’s interior and exterior as well as general campus improvements.
Responsibilities & Duties

· Coordinates the work and assigned duties of building trades employees.

· Responsible for roof inspection and general maintenance to insure proper drainage, as well as report and maintain records of roof history conditions in need of repair and future recommendations.

· Supervises and coordinates all carpentry, concrete, masonry, glazing, locksmith, carpet, tile, paint and wall repair tasks required for the maintenance and renovation of the buildings and campus improvements.

· Interprets working details of work orders, blueprints, technical orders, and other

· Instructs employees in maintenance procedures.

· Maintains accurate records on major maintenance, repairs and replacement of equipment and other records as required.

· Procures materials for repair, maintenance and renovation projects in an appropriate manner.

· Coordinates and supervises the timely completion of repair, maintenance and renovation projects in a cost effective manner.

· Responds to emergencies and after hour’s maintenance as conditions dictate. 

· Regular schedule M-F 7am – 3:30pm plus additional management time as dictated by routine workload. 
· Assists in the documentation of current and future repair, maintenance and general improvements to the physical facilities.

· Provides construction cost estimates for renovation and maintenance projects.

· Enforces approved policies, procedures and codes.

· Maintains a safe working environment and enforces safe working practices. OSHA 10- hour general industry card required within one year of employment.

· Maintains inventory of assigned tools and supplies. Annual Procurement audit performed for tagged items.
· Communicates with faculty, staff, employees, students, salesmen and contractors in an effective manner. Includes regular face to face communication as well electronic communication.
· Evaluates employee’s performance and is responsible for the hiring, promotion, disciplinary action or dismissal (with HR approval) of employees being supervised.

· Provides assistance to other maintenance and operation disciplines when necessary.

· Responsible for maintaining accurate P-card purchase records for monthly reconciliation and knowledge and regular usage of AiM (CMMS).

· Will supervise up to 10 hourly FTE’s. May on occasion have student workers to supervise.

· Performs other duties as assigned.

Requirements – Education and experience
· 2 years of supervisory/management experience of trades workers/shops
· High school diploma/GED Equivalent or completion of a vocational program
· Physical requirements include being able to access and work in all work areas including, but not limited to, roofs, crawl spaces, mechanical rooms, on scaffolding, on lift units, etc. Work can be inside or outside in all environments. 


Preferred- Experience and Skills 

· 3-5 years of supervisory/management experience of trades workers/shops.
· Prior hands on experience with some or all trades in this shop.   

Note:  The statements herein are intended to describe the general nature and level of work being performed by employees, and are not to be construed as an exhaustive list of responsibilities, duties, and skills required of personnel so classified.  Furthermore, they do not establish a contract for employment and are subject to change at the discretion of the employer.
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