HIDALGO COUNTY
SHERIFF’S OFFICE
Job Title:  Director of Maintenance

FLSA Status:
   
Non-Exempt

Department:   280-002


Civil Service Status:          
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SUMMARY: 

The Hidalgo County Sheriff’s Maintenance Director will direct activities of workers engaged in operating and maintaining and repairing physical structures and equipment in all Sheriff’s Office buildings; and for the implementation of an operations and maintenance program in the Adult Detention Center and all Sheriff’s Office structures.
ESSENTIAL DUTIES AND RESPONSIBILITIES
· Oversees the operation and maintenance of building, grounds, and related support services;
· Implements preventative maintenance, equipment replacement and energy conservation programs;

· Inspects facilities and equipment to determine need and extent of services, equipments required, and type and number of operation and maintenance personnel needed;

· Assigns workers to duties such as maintenance, repair, or renovation and obtains bids for additional work from outside contractors and inspects completed work for conformance to blueprints, specifications and standards;

· Directs contracted projects to verify adherence to specifications;

· Oversee purchases of building and maintenance supplies, machinery, equipment and furniture;
· Plans and administers building department budget;

· Compiles records of labor and material costs for operating budget, and studies production schedules and estimates worker hour requirements for completion of job assignments, and may obtain advice from engineering consultants;

· Conducts quarterly maintenance inspections of each county-owned facility.  Provides a summary of maintenance recommendations to the Sheriff’s Office;

· Evaluates long term needs in relation of major projects and property improvements and develops a five-year plan outline same in cooperation with consultants;

· Provides staff training in a variety of safety and maintenance topics;

· Conducts safety inspections and related training;

· Selects, trains, evaluates and supervises assigned staff;

· Performs other duties as assigned;

QUALIFICATION REQUIREMENT:
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed are representative of the knowledge, skill and/or ability required.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential duties and responsibilities;
1. Broad background and knowledge in building maintenance and repair, building codes and regulation and project oversight.

2. Ability to manage multiple projects in an environment of rapid growth and change.

3. Good communication and interpersonal skills.

EDUCATION and/or EXPERIENCE

· Minimum of High School Diploma or G.E.D. Prefer Associates Degree in a Building Trades field such as Electrician, Plumber, A/C Technician, Commercial Construction, or related field.
· Five (5) years of experience in a Building Trade as identified above with at least two years of supervisory experience.

· Minimum of a journeyman’s License/ Certificate in one of the following related Building Trades: Electrician, Plumber, A/C Technician, Commercial Construction, or related field.

CERTIFICATES, LICENSES, REGISTRATIONS
· Applicant must have a current valid Texas Motor Vehicle Operator’s License;
· Must be able to be insured by the County’s insurance carrier
OTHER SKILLS AND ABILITIES
· Employee may be assigned other duties in addition to those listed; duties may change according to the changing needs of the County;
PHYSICAL DEMANDS
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  

While performing the duties of this job, the employee is required to stand, walk, talk and hear.  The employee is required to sit; use hands to finger, handle or feel objects, tools or controls; reach with hands and arms; stoop, kneel, couch or crawl.
The employee must occasionally lift and/or move over fifty (50) pounds.  Specific vision abilities required by this job include close vision, depth perception, and the ability to adjust focus;  
WORK ENVIRONMENT
The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job.  
The noise level in the work environment is usually moderate;
SAFETY REQUIREMENTS

Maintain physical conditions appropriate to the performance of assigned duties and responsibilities which may include the following:

· Sitting for extended periods of time
· Operating assigned equipment
Maintain mental capacity which permits:

· Making sound decisions and using good judgment
· Handling financial affairs effectively and honestly
· Maintaining confidentiality
· Demonstrating intellectual capabilities
Effectively handle a work environment and conditions which involve:

· Working closely with others
· Working in a multi-task environment
Maintain effective audio-visual discrimination and perception needed for:

· Making observations
· Reading and writing
· Operating assigned equipment
· Communicating with others
ACCIDENT PREVENTION PROGRAM
Require to follow all department safety regulations.
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