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Job Summary
Under the supervision of the Executive Director, the Operations Director is responsible for the management and operations of the Facilities Department including supervising staff members.  This position is responsible for planning, directing and controlling maintenance, repair, housekeeping, grounds keeping, meeting room set- up, logistics and security functions of the library facilities.  The Operations Director assists in the overall planning, design, development and implementation of facilities renovations and projects.  This position also chairs the libraries’ Safety Committee and follows through on appropriate recommendations.
Duties and Responsibilities
· Oversees Facilities Department office operations; establishes and monitors routine office procedures.

· Coordinates the delivery and logistics to all facilities.

· Assists in the overall planning, design, development, management and administration of Library facilities (buildings, grounds and workspaces).

· Prepares annual department budget request to include justification of building expenditures, repairs and replacements; analyzes operation expenses and conducts cost/benefit analyses. 

· Engages in review, negotiation and administration of contracts with vendors for building repair, maintenance, replacement services, cleaning services, grounds keeping services, materials, supplies, equipment, and other for the purchase of items and services for Library facilities.

· Manages Facilities projects; coordinates other special projects as assigned.

· Performs library-wide administrative duties; participates in management team meetings; works with other department heads and staff on library-wide matters; represent Library in external organization and activities; serves as administrator on call.

· Supervises employees assigned to the Facilities department.  Engages in selecting, scheduling, delegating, training and coaching; evaluates staff and works to motivate and enhance staff work performance.
· Assures that supervised employees operate within the policies and procedures of the Library and applicable federal, state and local laws.

· Inspects building and equipment for upkeep, repair, preventative maintenance or replacement; establishes and maintains appropriate records; identifies long-range facility maintenance needs.

· Oversees the operation of all building equipment; boilers, air conditioners, security system, fire alarms, DDC control systems; manages for acceptable conditions and energy cost control, works to minimize equipment life cost.

· Coordinates Library facility projects with building inspectors and vendors and monitors compliance with plan codes and regulations.

· Ensures that facilities meet government regulations and environmental, health and security standards.  

· Monitors and inspects buildings and premises for fire, security and safety issues, and ensures compliance with OSHA, ADA and local building codes and other applicable regulations in all facilities.

· Responsible for maintaining and updating CADL Disaster Plan.  

· Initiates reasonable security measures for the protection of library property and equipment as well as the safety of the public while on library property.

· Demonstrates strong public service orientation.  Represents the library professionally when dealing with staff, managers, vendors, colleagues and members of the public.  Anticipates and meets the needs of both internal and external customers.

· Chairs the Safety Committee and follows through on appropriate recommendations.  

· Other duties as assigned.

The above statements are intended to describe the general nature and level of work being performed by people assigned to this classification. They are not to be construed as an exhaustive list of all job duties performed by personnel so classified.

Job Requirements
· Bachelor’s degree in a related field; 3 - 5 years relative experience; or combination of education and experience.

· Experience in facilities maintenance and repair.

· Ability to manage multiple projects to achieve maximum efficiency under extreme deadline pressure.
· Ability to organize work and set priorities.

· Ability to work successfully with staff, contractors and vendors.

· Ability to read and interpret blueprints.

· Ability to plan, organize and supervise the work of others.

· Ability to plan, organize and implement an efficient maintenance program.

· Knowledge and practice with first aid.
· Thorough understanding of security and safety principles.

· Possess ability to follow through on ideas.

· Ability to work effectively with diverse groups including the general public and a diverse community of users.

· Excellent word processing, spreadsheet, presentation and relational database skills.

· Working knowledge of city building and fire codes/restrictions.

