ANTELOPE VALLEY UNION HIGH SCHOOL DISTRICT

POSITION:  FACILITIES AND OPERATIONS TECHNICIAN

CLASS DEFINITION:

Under the direction of the District’s Maintenance and Operations Director, assist with coordinating activities within the District’s Maintenance & Operations Department in planning, coordinating, and carrying out school maintenance projects including special construction projects and renovation of existing buildings.  Will maintain the Office of Maintenance and Operations Department and shall perform such clerical duties as required to ensure an efficient, organized and responsive operation in accordance with the projects and priorities undertaken on behalf of the Antelope Valley Union High School District; do other work as required.

DUTIES AND RESPONSIBILITIES:

· Prepare reports regarding the status of school district building projects and matters related to same, including project completion timelines.

· Perform duties related to record keeping and information storage retrieval.

· Work with Business Services Office staff to maintain and report appropriate accounting and cost records on all projects undertaken.

· Maintain in a concise and accurate manner, maps and files of all blueprints and specifications concerning the various construction projects of the District.

· Establish and maintain the District’s fixed asset inventory regarding facilities enhancement, modernization, refurbishment, or expansion.

· Assist the Maintenance and Operations Director in preparing materials that are responsive to inquiries made by members of the construction community.

· Assist in the coordination of projects with other District Office departments such as Purchasing, Educational Services, as well as professionals with whom the District contracts including architects, general contractors, vendors, and general administrative personnel.

· Assist in gathering information necessary to create appropriate bid specifications and other related information for anticipated projects of the District.

· Attend meetings as liaison between the District and governmental agencies regarding school construction/growth related matters when called upon to do so.

· Perform general clerical duties as required to maintain the overall service and effectiveness of the Maintenance and Operations Department.

DESIRED SKILLS:

· Ability to input into computer database for District use, including the creation of appropriate spreadsheets and cost analysis documents.

· Ability to keep accurate records related to school facilities projects and school construction projects.

· Ability to plan and organize daily activities of the Maintenance and Operations Department to ensure timely task completion on all projects.

QUALIFICATIONS:
Any combination of education, training and experience which demonstrates the ability to perform the duties as described above.  Experience in school facilities planning or related general construction office activity preferred.  Must possess strong organizational skills, effective interpersonal skills, and the ability to prioritize tasks that are set before them.  Ability to operate computer using PC platform including word processing and Excel program.  Work independently without direct supervision; and to interface with the public and/or the construction community that may assist the District.  

PHYSICAL ABILITIES:
Visual ability to read handwritten or typed documents, and the display screen of various office equipment and machines.  Able to conduct verbal conversation.  Able to hear normal range verbal conversation (approximately 60 decibels).  Able to sit, stand, stoop, kneel, bend and walk.  Able to sit for sustained periods of time.  Able to climb slopes, stairs, steps, ramps, and ladders.  Able to lift up to 20 pounds.  Able to carry up to 20 pounds.  Able to exhibit full range of motion for shoulder external rotation and internal rotation.  Able to exhibit full range of motion for shoulder abduction and adduction.  Able to exhibit full range of motion for elbow flexion and extension. Able to exhibit full range of motion for shoulder extension and flexion.  Able to exhibit full range of motion for back lateral flexion.  Able to exhibit full range of motion for hip flexion and extension.  Able to exhibit full range of motion for knee flexion.  Able to operate office machines and equipment in a safe and effective manner.  Able to demonstrate manual dexterity necessary to operate calculator, typewriter, and/or computer keyboard at the required speed and accuracy.

REQUIREMENTS:

Hold and maintain a valid California Drivers License and possess a satisfactory driving record as defined by the District’s insurance company.  Must pass the District’s required physical examination and drug test.  Submit to fingerprint testing through the DOJ and/or FBI.

SUPERVISION OVER:
None

SUPERVISION FROM:
Administrative Supervisor

SALARY:


Range 43, Step 1 ($2,783.00)

HOURS:


8 hours per day/12 months per year
The Antelope Valley Union High School District is committed to offering an employment and educational environment free from discrimination with respect to sex, race, color, religion, national origin, ethnic group, age, marital status, physical or mental disability or any other unlawful consideration.

EQUAL OPPORTUNITY EMPLOYER David Vierra, Assistant Superintendent, Personnel Services
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