CITY OF NORWICH
CIVIL SERVICE COMMISSION
Regular Meeting Minutes

September 24, 2024
11:00 a.m.
City Hall

Present: Commissioner Zieno, Commissioner Sastri, Civil Service Secretary Murray

The regular meeting was called to order by Commissioner Zieno at 11:00 am.

@

The minutes of the April 30, 2024, meeting were reviewed and approved
unanimously by motion of Commissioner Zieno, seconded by Commissioner
Sastri as presented. Approved ayes all,

The Commission reviewed personnel transactions, as presented. The transactions
were approved unanimously by motion of Commissioner Zieno, seconded by
Commissioner Sastri. Approved ayes all.

Eligible lists were reviewed and adopted for the following recently administered
civil service examination: Senior Account Clerk exam #85950 (held February 10,
2024). Accounts Payable Specialist exam #85167 (held February 10, 2024),
Treatment Plant Operator Trainee exam #24001 (held March 2, 2024), Pool &
Ground Technician exam #66396 (held March 2, 2024), Physical Therapist exam
#24PT01 (held as a continuous recruitment exam), Human Resources Associate
exam #88016 (held April 13, 2024), Assistant Police Chief exam #72929 (held
March 23, 2024), Senior Custodian exam #60964 (held March 23, 2024), Fire
Captain exam #74047 (held June 15, 2024), Police Sergeant exam #72977 (held
June 1, 2024).

Secretary Murray reported the following items of correspondence had been
received since the last meeting:

o  PAR 06-24 — Changes to scoring — Police Exams Above the Entry-Level

Secretary Murray reviewed the status of all current exams ordered, scheduled, and
pending: Police Officer 9/28/2024.

Under new business, the following items were discussed:

o Norwich City School provided a NPDS for a new position, the NPDS was
not filled out correctly. They asked that Secretary Murray send back the
information and have them correct the form once that is completed, they
will review the form and decide on classification.



o Stephen Cady presented a letter to the commission asking for an
explanation as to why he was not canvassed or interviewed for the civil
service exam of Fire Capiain exam #74047 that was held on June 15,2024

Under old business

Commissioner 7ieno moved to adjourn the meeting at 11:28 am. Seconded by
Commissioner Sastri approved ayes all.

Next meeting is scheduled for October 29,2024, at 11:00 am.



$T0T/0€/8 | WY 00°91% D ATRIqi] NI0]D) ATeIqI] BABIA “UBIISSOY]
$Z0T/87/8 dv 00'91% 0 Areiqry o[ Areiqry UBSIO “SPIBUINY
$T07/ST/8 v LTYTS ®) AUD 1014BYa1L] oL “USSIO
vTOT/HT/8 | ST | 00°001SES D ATRIQIT] 3pry AIRIqry [[E31qY “A[SUU0)
YTOT/ET/S | SHY 99°07$ ON ST 1 OFN uopuelg pied)
yT0T/0T/8 | SHY 00°S1$ 1 J00Ydg TG A\ @01AIDS POO,] LIRS “YOIOUY
+$70T/61/8 | DHA YO LIS ON [ooyog IPIY JOYOERT, IS SSIY
u@%ﬁﬂ
¥Z0T/L1/8 v 00°5Z% ON [00g Sngy [00YS AIMBSANG PO UIgIoD
¥20T/91/8 | ST $L 0TS ON [ooyas FOALI(] sng TO0YdS QY UIgI0D
Auoyny JUBISISSY
YT0T/S1/8 | ST $6'CTS 9] Sursnoy SANBISUIWIPY LIy “[[ouueI))
BIoBYDIA
vTOT/LIS Sad 00751 ON Tooydg JOO7} Youn'] [00yog ‘STURTTI M
PTOT/OTL | INTHL 6781 ON AT 1 04N uosef ‘ssaLmg
¥Z0T/08/9 | 19¥ 17°6ES 0) A1) ureyde)) ain] A10B015) uIpuBLy]
Mda
torexedey Joopuauiradng
pear] Wolj POLISJSUeL | $TOT/0E/9 | dL ETTPS 9 A JUeISISS Y no9g “syjo,]
IONIO AN QOUBUDIUIRIA]
$20T/6T/9 A4 00°0TS ON 10078 aiusgng STUUR(T ‘SoudLH
$207/87/9 | ST 00°0T$ S [00Y0g UBIPOISN)) I0HIDG BIPUBS TRW[[US
Y20T/8T/9 | 1M 05°81% ON [00Y0S IONIOM), SOUBUSIUIRJY | SIUUS(Y “SSTIARY]
v207/97/9 | SHY 00°61% T [ooydg apry sng [0012] BIpUBY “2[Uy
OHFH WoJJ poLIoysueLy, P20T/TT/S | ML €L79T$ ON ISt} URTISI0 ] SUDHO A gdasof ‘orerowe
‘ BEVEINI
FT0T/8r | SHY 00918 ON [ooudg Jouny [ooyog BoSuy ‘[oyuny
PpTY
YZ0T/0T/€ | ST 00°S1$ DN [o0Yyag Ioyora ] AImnsqng QUNSLIYY “O[TE))
VIOZ/ST/E | ST | 81919 T JGISHALS Iued]) fdaso] “weyun(g
SO1O0N I pg  uonoy a1ey ssB[D Aouasy oMY BN

SOBURY)) [SUUO0SIO] JO ATRWIUMS AT{IICTA] 291A10§ JALY) [RAIOUNIA] YOTMION




"Papuadsng (1S (PeseR0a(] (D)H(T (PIIBUINIIS, (AN | ‘PoLIJsueL ],
DAL pRiotme( A (PRIEISUIY Y TPRINSY (LT (PIUSISSY [SHN ([BACSY AY ‘uonisod Iamo] 0} duing (NG JoART 107 eoussqy
JO 2RI 1Y (T AR ATRUTIA IV SSBURYS ATR[RS TTVS SS[ILL Ul 98uBy) 11D TUONEOYISS'ID) W aFury)) 10D UOHOWOLY INONd
‘pautoddy Leuonrqold (GO po109ld 10T 1T (Ajruoisiaolg patmoddy (v (Auerodure ], pajutoddy @ 1y fApuouruiing pautoddy 1y
SUOTIOY [SUUOSIZJ 0] A9

I2JSuel [elale’] YCOT/EC/6 v 19°0€S 2 A0 A2 2910 g TUBLL) S[aSSIm
JIUBON
OUBUUIRTA]
veOT/ET/6 4V 05°CCS 3 o028 gurpping peoy [9BYSTA “Ao[eym
ve0Z/01/6 av 00918 D ATRIqQIT FI[D) ArIqLy uouueys Jpueig
¥TOT/LI6 aVv ST918 J [0OU25 UBIpOISNT) IOIUa§ UBLIg] 19180,
¥TOT/S/6 SHd 16°LTS J A1) FOIHQ) I01[0d TOJAB T, “DITe A
‘uoneqoxd syaam
76-8 ym Apuaueuiod BIDOSSY
pajutodde wexa ) passed YTOZ//6 k% 00Z°15% S jooyog $32N0SYY BN}y UaINE | ‘SI00¢] UB A
BUIUEWES
YTOT/E/6 k4 00°S1$ 1 {00425 °ply sng “TOSUDYIIA
FCOT/E/6 dv 00918 S [0012S JUBISISSY ATeIqi'] AS[USY UWIATBJN]
4434 URLIBUO[
yCOT/t/6 2L 00°S1g IN [00Y25 A9toBa ], 1msqng ‘DYSmoduEf
veoT/ele | dv 000°6S$ 8 100408 Isideiayy [eoIsAyg | UAIRY EpMOQ
°pry
PTOT/E/6 SHY 00°SIS IN 100425 19083 |, aImnsqng UnsSTy ‘HRUouag
YC0T/E/6 dv 00'91% o 100455 JUBISISSY ATRIGI] UHH SUil[o)
PV
¥C0T/T/6 AL 00°¢1S ON 100708 I9HEa | a1nsqny UBABUO(] “SUI[[OIN
9PV
vZ0T/T/6 dL 00°SIS ON [OOTOS Ioyoea | apmisqny BLAY] L0
YCOU/1E/8 | Ldd 69919 J 100U0} 11 412321098 BIBQIRE “UIOGITH]
JUBISISSY
PCOT/1E/8 1 00°LTS 3 100403 wsidersy ] eo1sfyg BIDUES ‘S2A010)
yeOC/1E/8 | SHY LO81S J 100428 IOALI(] STY [00U0] Auue(y ‘Aoma(]




POIJISSBIOU[ (DN(] J0qeT ] WXy (X 2Annedwo)-tuoN DN eannsdwo) i3
SaSSB[)) [RUCHOIPSLI| 0] A2y




58 58 ST8ET AN YIIMION {eng B3 [4

G8 g8 STSET AN YJIMION ‘uehAjaiueq i T
INIWINIQddY 40 SSYANVD 3¥0D2$  Sid JW0ODS
JUNLIYN 8 S3LVa SNOILYDIA1LY3D 40170834 TYNI4 SLIA - NXE SSIHQAY JINYN DINTY
Aeiinpy uuA] Ag paledaid 05558 "ON WvX3 PZ0Z/01/2 uonewiuexy jo 31eg
8707/8// :21eQ uoiesdx] 1daq 2oueUl) — M3[D WNOo3Y Jo1uss 1151 31919173 40 I1UL

¥Z0T/8/L *PRYSIqRIST 18I @18Q HOIMEON 40 ALID 05658 "ON 3511



08 038 STBET AN UYdIMION Asunym elny 1

INFAIINIOAdY 40 SSYANYD 3J¥03S  "Sid 34008
FUNLYN B SV SNOILVDHEIIYID 10 171s3d TYNI4 S13A AVXT $S3Yaav JNVN DINVY

Aedinjp uuA :Aq pasedald 05658 'ON WVYX3 #20T/0T/7 ‘uoiewuexd jo aleq

8T0Z/8/L ®1eQ UohRIIdXT Aseiqry - ¥Ia[3 UNOY JOIUAS 1S 37919113 40 I1LIL

¥20T/8/L poYsiqelsy Isl7 31eq STOOHDS ALID HDIAMYON 05658 TON 3811



56 S6 STEET AN UoImioN Jauwijed ewisiA z

00T 00T STRET AN Y3IMION Asied uuessil| I
LNIWINIOddY 40 SSYANYD 3J¥00S  'Sld IHODS
JUNLYN BSILvA  SNOILYDIAILYID 40 11NS3Y  I¥NI4 S1IA  WYX3 $534QQY FNYN INTY
Aeaanin uuAT tAg paJedaud L9188 "ON VX3 #20Z/0T/7 ‘uoi3EWiUEXy JO 31eQ

1sijetdads ajgeAed syunody (151137419173 40 FJLIL

820Z/8/L :31eq uoneldx3y
£L9TS8 TON 1511

7T0Z/8/L -paysiGeisd 3st] 21ed STO00HOS ALID HOIAMHON



08 08 608ET AN uoldn 1Al ajAoq enysoy I
INININIOddY 40 SSYANVYD 3d0ODS  "Sid 3HODS
TUNLYN B SILVG  SNOILVIIHILYID 40 11NS3Y  T¥NI4 SLIA  AWE $534Cav JINYN INYY

Aediny uuA Ag pasedald
870T/¥/E 21eQ Uokeldx]
¥Z0T/v/€ ‘paysi|qeisy 1517 aeQ

TO0FPZ "ON VX3

HOIMYON 30 ALD

¥207/70/£0 uonewiuexy 10 aleq
@auled ] fio1elad( Jued 1uawiesdf 1S 193 40 J1LL

TOOFT "ON 381



58 S8 £E/ET AN 98puiquied oasiuedd diiyd 1

ININLNIOddY 40 SSYANVD FHODS  'Skd  IWODS
IYNLYN R S3LVA SNOILYDIHLEID 0110538 YN S13A W3 _ $53¥aay INYN SINVY

Aeaaniy uuAT :Aq patedaid 96£99 "ON WvX3 ¥Z0Z/¥0/€0 ‘uoiiewiuexy Jo aeq

8707/91/8 :2leq uonendxy UBIDIUYI3] PUNoID g |00d 151 31919113 40 3Ll

520Z/9T/8 1poUsliqes3 1s! a1eq HOIMYON 40 ALD 9699 'ON 151



08 08 STRET AN Y2IMION |lEpMOQ UA|31e) 1

INFNINIOddY 20 SSYANVD JW03S  'Sid  FHGOS
JHNLYN B 53LVE SNOILVYSIFILHID 404NS3Y YN SLIA INVX3 5536AaY JANYN INYY
ARLINgA UUAT tAg pasedaly TO-1d-¥Z80 "ON INVX3 IUBLIINIISY SNONUIIUCT UOIIBLLILEXT 1O 91B(
§707/9¢/8 :@1BQ UCKELNXT 1sidesay ] 1ea1sAYd 1SI1T3181DM3 0 FTLIL

v202/97/80 "P3USIGEIST 111 d1e] STOOHDIS ALD HOIMWMEON T0-1d-#780 1ON 1511



08 08 09FET AN dUSnOaYS | sieaguepusiney |

LINIFALNIOddY 40 SSYANYD 3J400S  'Sld  3H0ODS

JUNIVN 8 SILYA  SNOLLYDILY3AD 4017NS38 N4 SLIA  INVXE ssaYaay JIAVN MNYY
Aessniy uuAy :Aq paledaig 91088 "ON NVX3 720T/ET/v ‘udnEWIueXT JO 31e(
9707/€/6 91eQ uoneldx3 2IRIDOSSY $SIINOSBY UBINK 1817 318iD113 40 T1LiL

7207/€/6 -pausigeIs] Is 812Q SIOOHDS ALID HOIMYUON 97088 "ON IS!1



0L 0L AN Y2IMION 5142Q0Y MaYNEIN i

INIFNLNIOddY 40 SSYANYD 3Jd0IS  'Sld  JHODS

FUNLYN R SILVA SNOLLYDIAIi¥aD 40 11NS3¥ YN SLIA - WvX3 $53¥Aavy JNYN JINVY
Aelinjy UUA] :Aq padedald 6767/ "ON INVX3 ¥Z0T/ET/€ ucnewuexd jo aleq
8707Z/T1/6 2180 uonei|dxy 914D 921|104 1ueIsISSY (1151731819173 40 31LL

¥Z0T/TT/6 :PaYs!|qeIsT 1st] 31eQ HIIAMYON 40 ALD 6T6CL TON 18I



0L 0L GOBET AN UOIIN LAl | J9jByIUSpUIT RAUOS £

Sz 54 STBET AN YIIMION J9den siuua(g £
08 58 T0O8ET AN ysnouogon 11§ sulniA Auueq [4
58 g8 STELT AN Y2IMION piod |9BY2IIN T
INIWINIOdY 40 SSVYANYD 3H03S 'Sile 34035
JHNLYN 78 S3Lvd SNOLLYDIHILHED 40 190534 TVNId SL3A INVXE SS34adyv FNVYN ANVY
Aeuunipp UUAT tAQ pauedald 79609 "ON INVX3 Z0T/ET/E "uoneWwIURK] JO 312
8207/11/6 :21eQ uonendx3 uepoising Joluss 1S 37819113 40 4111

7Z0Z/TT/6 paysi|ge1ss isi] 21eq STO0HDS ALID HOIAAHON 79609 ON 151



pR3onisay 0£ 0L DE8ET AN PIOXO JOSUIM UouBY S

44 44 DERET AN PIOJXQ Alsed axe(g ¥
A 7L STBET AN YDIMION Latmsoag Apod €
44 44 STSET AN Y2IMION BjLI3Y [BIUEQ Z
18 I8 GTIZET AN Y2IMION Ape3 usydsls T
INFALLNIOAAY 40 SSYANVYD JHODS  'Skd  3WODS
IYNLYN P SILVA  SNOILYDIZIIYID 40 1INS3Y  TYNIE S1IA WvX3 $s3Yvaav JNYN INYY
Aeainiy UUAT :Ag paledald L¥0O¥L "ON VX3 #20T/ST/9 ‘uonewiUex] Jo 31eQ
870T/1T/6 @1eQ uoneadxy uredes a4 1S5 31919013 40 3141L

770T/T1/6 “PaYSIqeIS3 1517 918 HOIAAEON 40 ALD LiObL 7ON 3517



0L 0L EVBET AN Ulj42d MaN HINOS uozles [enwes 9

0L 0L 608ET AN uo1dn 1A Jawitayxaq J9(AL v
5/ 4 GECET AN UOIsSaWp3 133U A240D) £
Gt 4 STSET AN Y2IMION utjysnen 11008 [4
g8 g8 €E/ET AN o8pliquieg 18ing Aauo) T
INFINLNIOddY 40 SSYANVD JYODS  'Sld 3IHODS
JUNLYN B SILVA  SNOILYDIHILYID 10 1INSZY T¥NI4 SEIA NVXE $S3IUAAY JAYN INYY
Aesiniy UUAT tAg paiedald L1167/ "ON Wv¥X3 $20Z/T/9 uollBwluexy jO 33e(
870Z/vt/6 @3eQ uoneldx3 Wea83s 221|104 1151737919113 40 F1LIL

¥Z202/b2/6 :paysliqeIs] 1si sleq HOMYON 40 ALD LL6TL TON ST



NEyO¥ORK' Departm@m Qf KATHY HOCHUL

STATE i i Governor
freorrnm ) Civil Service

TIMOTHY R, HOGUES
Commissioner

PAR-06-24

POLICY ADVISORY REPORT
TO: All Municipal Civil Service Agencies
FROM: Municipal Services Division

SUBJECT: Changes to Scoring — Police Exams Above the Entry-Level
DATE: May 10, 2024

The purpose of this Policy Advisory Report is to notify local civil service agencies of changes to
the way the Department of Civil Service will score examinations for positions in police
departments and agencies above the eniry-level. Band Scoring for all police exams will begin
on March 23, 2024, with Police Chief examinations. Previously all upper-level examinations for
police positions were point-scored.

Band scoring has been used by the Department of Civil Service for all examinations for
pasitions in local government except for upper-level police and fire examinations since
September 13, 1997,

The change to band-scoring methodology for police examinations above the entry-level will aid
your appointing authorities by providing them with a greater number of candidates immediately
available for appointment.

in this example, only

T Point Scored Example - Police Band Scored Example - Police Sergeant Exam
three individuals were SR
immediate!y Exam |Seniority |Final Raw {Seniority Apply
reachable for Police Name Score |Credits  |Scor Name Score |Credits RS+SC |Band
Sergeant with scores Carlidate 1 91 s Candidate 1 75 LY IO e

: Candidate 2 26 4l so candidate 2 76 ol oo
of 93’ 90 E.:\nd 88 _Wlth Candidate 3 &7 1| 88| Irandidste3 71 1) 7| oss|
point scoring. With Candidate 4 6 il w7 Candidate 4 70 1 71| - as|
band scoring, six Candidate 5 84 3| 87  icandidates 68 A T es
individuals were Candidate a4 2| 8| {Candidates 68 | I U~
. . Candidate 7 83 il 84 Candidate 7 67 1 63| 80
immediatel

Y Candidate § 81 2 83 Candidaie 8 65 2 68 an
reachable for Candidate 3 82 i| g3 Candidate 9 68 1 67| 50
appointment with two Candidate 16 | &2 NEE Candidate 10 65 1 66| 80|

90's and four 85's.

No action is needed at this time. Should you have any questions or concerns, please email
them to assistance.request@cs.ny.gov.

Frapire State Plaza, Agency Building 1, Albany, NY 12239 i WWAWWLCS. Y. OV



For More Information:

The Department of Civil Service
does not directly administer civil
service for local governments. To
find out more, contact your local
civil service agency at:
wiwwy.cs.ny.govfiobseeker/local/

Samgle of titles to whom this
change may apply:

e Police Sergeant

o Police Lieutenant

e Police Captain

¢ Police Chief

e Assistant Police Chief

¢ Deputy Sheriff Sergeant
= Detective

May 2024

Scoring Revised for Police

Promotion Examinations

To increase the number of candidates immediately available for
promotion in law enforcement agencies, the New York State
Department of Civil Service has changed how it scores
examinaticns used to filt promotional vacancies in police
departments. Starting with examinations held on March 23, 2024,
the New York State Department of Civil Service, will be band
scoring police promotion examinations. Band scoring has been
used for other local civil service examinations since 1997.

The change to band scoring for police promotion examinations
will help local government employers choose from a greater
number of candidates. In the example below, three people could
be hired for Police Sergeant (old method), with scores of 93, go
and 88. With the new method, band scoring {(new method), six
people are immediately eligible in two bands.

Sample Eligible List - Police Sergeant

Name Old Method New Method
(Point-Scoring) (Band Scoring)

Candidate 1 93 S 90
Candidate 2 90 o 90
Candidate 3 88 85 |
Candidate 4 87 sy
Candidate 5 87 ' ) 8
Candidate 6 86 8y
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Civil Service Law: Section 22: Certification for new positions. Before any
new posiions in the service of a civil division shall be created, the
proposal therefor, including a statement of the duties of the positions, shall
be referred to the municipat commission having jurisdiction and such
commission shall furnish a certificate stating the appropriate civil service
title for the proposed positions. Any steh new position shali be created
oniy with the title approved and certified by the commission.

Effective April 1, 1959

CITY OF NORWICH CIVIL SERVICE COMMISSION
NORWICH, NEW YORK
NEW POSITION DUTIES STATEMENT

Department head or other attharity requesting the creation of a new
posiiion, prepare a separate description for each new position to be
created except that one description may cover two or more identical
positions in the same organizational unit.
Forward two typed copies to this Cormmission.

1. DEPARTMENT BUREAU, DIVISION, UNIT OR SECTION LOCATION OF POSITION

Operations & Maintenance

Norwich City School District

5 "DESCRIPTION OF DUTIES: Describe the work in sufficient detail to give a clear word picture of the job. Use a
separate paragraph for each kind of work and describe the more important or time-
PERCENT OF consuming duties first. In the left column, estimate how the total working time is

| WORK TIME divided,

“Please see attachiment

{attach additional sheets if more space is needed)




o T

3. Names and titles of persons suparvising this position (General, Direct, Administrative, ale.);

NAME TITLE TYPE OF SUPERVISION !
James Mucha Supenvisor of Faciiities and Grounds Direct
Joe Alger Diractor of Schoo! Operaiic_ns and Athletics Indiract

4. Names and tities of persons supervised by employee in this position:

NAME TITLE TYPE OF SUPERVISION
Groundskeeper/Cleaner Direct
Maintenance Worker Direct
Senior Custodian/Head Building Maintenance Mechanic indirect

5. Mames and titles of persons doing substantially the same kind and level of work as will be done py the incumbent of
this new position.

NAME T7LE LOCATION OF POSITION
David Savles - Head Bullding Maintenance Mechanic Norwich City Scheol District
James Muchs Supervisor of Facilities and Grounds : Norwich City School District

8. What minimum gqualifications do you think shouid be required for this position?

Education: High Schoal _ 4 years s
College years, with specialization in .
5 Ciher years, with specialization in
i
| Exparience: (ist amount and type)

Five years of progressively responsibla expsarience in building systems and maintenance, buitding maintenance mechanics or related
field; at least two years of which shall include large scale building maintenance work involving standard building trades, and at least
one of which shall include supervisory experience. Prefared: Supervisory experience.

Essential knowledge's, skills and abilitiss: :
Thorough knowledge of modern jarge-scale building and grounds mainienance praciices: tharough knowledge of the praclices and techniques of one :
or mare of the standard frades; working knowledge of business arithraetic and English; abiity to wark from plans and specifications; apility to maintain =~ |
records and prepare reports; ability to plan, lay out and supervise the work of others; ability o follow camplex oral and written instructions; Inftiative:
good judgment; dependability; physical condition commensurate with the demands of the job.

Type of license or certificate required:

Possassion of a COL-B license issuzd Dy New York Stale Department of Molar Vehizles at tima of anpointmenst

7. The above statements are accurate and complete.

PN
Date: 06/17/2024 Title: Director of Human Resources Signature:{ [{}T@T@é\(}_ ENtiTUN

-

CERTIFICATE OF CIVIL SERVICE CONIMISSION
8. In accordance with the provisions of Givil Service Law, Section 22, the

Civil Service Commission certifies that the appropriate civil service title

for the position described is

Date: Signature;

ACTION BY LEGISLATIVE BODY OR OTHER APPROVING AUTHORITY
9. Creation of described position

Approved

Disapproved

Date: Signature:




Description of Duties:

Percentage of Work Time:

@

Supervises and relates assignments to
Maintenance Workers

Assists in performing work in a new or
complete technical nature as needed
Inspects building(s) regularly and
makes recommendations for
improvement or new equipment
Supervises and participates in the care
and servicing of specialized equipment
such as air conditioning systems,
heating systems, plumbing systems,
and related operationat systems within
the building

Handles emergency maintenance
requests personally or by assignment
of crew

Recommends purchase of
rmaintenance supplies

May prepare opetating budget
estimates for maintenance activities
Reviews professional contractor’s work
and delivers reports to Director of
facilities and Operations

Keeps various records and makes
reports of activities

Confers with superior on operational
maintenance guestions

60%

Responds, prioritizes, and schedules
routine {0 urgent grounds maintenance
service as reguested

Provides training to staff by
demonstrating proper use of
equipment and materials and the
performance of specific tasks to meet
guality standards

Periadically spot checlks work 1o make
sure instructions are followed, work is
progressing according to schedule, and
materials and equipment are being
used properly

Reports orally or in writing to higher
level staff on the progress of projects
Plans or assists in the planning of
landscaping and other grounds
projects by preparing rough sketches,
schedules, and estimates of the staff,

40%




@

@

@

materials and equipment nesdad to
accomplish the project

Prepares purchase orders and
justification for grounds materials,
aquipment, and supplies

Prepares a portion of or the entire
annual budget for equipment, supplies,
and personnal and provides
iustification for grounds department
operational costs

Reviews job orders, blueprints, and
specifications and, as required, visits
the project site to determine
dimansions, materials, and labor
required to complete the project.
Assigns staff to the project and
provides oral instructions and
biueprints, specifications and plans
Gbserves and inspects worikk while in
progress and when completed to make
sure that specific codes are followed,
materials and equipment are used
properly, schedules are met, and work
is performed according to pian
Prepares, implernents and enforces a
preventative maintenance program
Assigns stait to the project, providing
oral and written instructions including
such documents as technical manuals,
blueprints, specifications, and plans
Assists staff by providing instructions
and assistance in resclving worlk
related problems and in the
performance of specific tasks
implements and enforces safety
procedures and standards for all
facility maintenance operations




