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Job Vacancy Announcement
Diné College-Department of Human Resources

PO Box 98

Tsaile, AZ 86556

928-724-6952/6603
Position Title:


MAINTENANCE FOREMAN

Vacancy Number:

059.SR11.CL
Location:


Operation and Maintenance Department, Shiprock, NM
Salary Classification:

Grade 09-$12.90-$16.13
Internal:
Open:

August 25, 2011


Closing:

Open Until Filled
External:
Open:

August 25, 2011


Closing: 
Open Until Filled 
Brief Summary of Job:

Under the supervision of the facility manager or Superintendent of Operations. Oversees the performance of a wide range of facilities maintenance services for Dine College, Performs comprehensive mid‑level technical maintenance, troubleshooting, and repair of assigned facilities and equipment’s. Organizes and provides supervision and oversight for daily maintenance operation and activities which includes staff housing, campus grounds, and buildings at assigned college campus and centers. Monitors and evaluates the work of maintenance technicians and groundskeepers and other non‑license facilities staff. May be placed on call to work extended hours, as required by management or facility need.

Major Duties and Responsibilities:

· Oversees the completion and documentation of maintenance work orders by staff; guides and assists as necessary with semi complex to difficult tasks and performs quality inspections of work as appropriate.

· Supervises personnel, which typically includes recommendations for hiring, firing performance evaluations, training, work allocation and problem resolution.

· Determines workloads and schedules, develops, interprets and implements polices and procedures; evaluates staff and makes hiring and termination recommendations; and ensures that staff are trained in complex maintenance activities and are following standard operation procedure.

· Monitors and coordinates maintenance and repair of all building electrical facilities and systems. Heating, ventilation, and cooling systems, boilers, and plumbing systems; performs mid‑level technical maintenance and repair tasks appropriate. 

· Investigates and troubleshoots problems with facilities systems across the campus, and coordinates problem resolution as appropriate.

· Troubleshoots, resolves and oversees resolution of routine maintenance problems, such as structural problems, equipment failure and basic mechanical malfunctions.

· Oversees and coordinates routine seasonal facilities maintenance activates for the campus, including snow removal; may perform routine maintenance tasks as required. 

· Monitors, operates and troubleshoots all HVAC control system for the campus; participates in the development and operation of a computerized maintenance management system.

· Interacts professionally with the public at large including contractors, vendors and College faculty, staff and students; maintains effective working relationships and works in cooperation with facility management team to effectively meet departmental objectives. 

· Ensures that safety training is provided to staff and that proper safety practices are followed and responds to emergencies as requested.

Minimum Qualifications:

Education:

· Must be a high school graduate or GED.
Experience:

· At least 3 years of experience that is directly related to the duties and responsibilities specified.

Specific Experience & Training: 

· Must have minimal supervisory experience in facilities or related field.

Knowledge, Skills and abilities Required:
· Knowledge of supplies, equipment, and/ or services ordering and inventory control.
· Ability to foster a cooperative work environment.
· Ability to supervise and train employees, to include organizing, prioritizing and scheduling work assignments.
· Ability to read, understands, follow and follow safety procedures.

· Employee development and performance management skills.

· Strong working knowledge and understanding of building electrical systems, HVAC systems, low pressure boilers, plumbing and water distribution systems.
· Skill in organizing resources and establishing priorities.
· Skill in organizing resources and establishing priorities.
· Basic carpentry, sheet‑rocking, painting, cabinetry, and door/hardware installation knowledge.
· Knowledge of digital HVAC control systems and computerized management systems.
· Ability to provide operational guidance and leadership to staff in technical specialties.
· Record keeping skills.
· Ability to read and interpret technical manuals and engineering specifications
· Ability to use hand power tools applicable to trade.

Operation of Equipment and/or Machinery:

· Backhoe, tractors, front‑end loader, Bobcat, 2 and 4 wheel Vehicles. Welding equipment, mig and tig welders, snow removal equipment, and keying duplicating equipment, tandem and goose‑neck trailers.

Language:

· Must be able to demonstrate a high degree of fluency in the speaking and writing of the English language. Oral fluency in Navajo is highly desirable but not mandatory. 

Conditions:
Pre‑employment policies as indicated in the Diné College Personnel Policies and Procedures Manual 300.01. Section F, for background verification, and 400.04, Section H.1., for substance abuse prevention.  400.02, Section A.1., sixty (60) workdays probationary period for nonsupervisory employees, and 400.02, Section A.2., probationary period 120 workdays for supervisors.

How to apply:
Please find all the information / documents needed to apply are on the website:  dhr@dinecollege.edu ~or~ http://www.dinecollege.edu
We do not accept FAX copies & incomplete packets.

Diné College gives preference to eligible and qualified applicants in accordance with the Navajo Preference in Employment Act (NPEA) and the Veterans' Preference.
