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�x Perform regular safety checks of facilities to assure compliance with established laws, codes and 
regulations; identify and resolve safety hazards; respond to and resolve emergency situations as 
required 

 
�x Prepare, review and interpret plans, diagrams, blue prints, sketches and specifications; monitor 

payments and expenditures for projects 
 

�x Attend and conduct a variety of meetings as assigned; serve as a liaison to the Community Oversight 
Committee for the Facilities, Maintenance and Operations department budget; prepare and present 
reports and plans for projects to be completed annually  

 
�x Estimate labor, materials and equipment needed for grounds, maintenance and repair activities; 

compile and prepare cost estimates; monitor and assure adequate levels of equipment and supplies; 
research and coordinate the purchase of equipment and supplies as appropriate 

 
�x Communicate with personnel and various outside agencies to exchange information, coordinate 

activities and resolve issues or concerns 
 

�x Prepare and maintain various records and reports related to projects, personnel, work orders and 
assigned activities 

 
OTHER DUTIES: 
Perform related duties as assigned 
 
KNOWLEDGE AND ABILITIES: 
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