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Environmental Shop Foreman
Updated:  12/06/1991
FLSA:  Exempt



Dept or Office: Physical Plant/Building & Equipment Maintenance
Summary Description

Coordinates and supervises the operation of the environmental systems shop for the repair, maintenance, and renovation of the building environmental systems.
Responsibilities & Duties

· Coordinates and supervises the work and assigned duties of the environmental shop employees.

· Responsible for periodic checks on environmental conditions of the building. 

· Supervises the maintenance, repair, and replacement of environmental systems components and controls for heating and cooling systems.

· Supervises the maintenance, repair, and replacement of refrigeration equipment, including freezers, coolers, refrigerators, and ice machines.

· Supervises the maintenance, repair, and replacement of all types of air conditioning systems, hot water machines, boilers, and related equipment.

· Maintains accurate records on major maintenance, repairs, and replacement of equipment and other records as required.

· Interprets details of work orders, blueprints, technical orders, and other specifications.

· Instructs employees in maintenance procedures. 

· Procure materials for repair, maintenance, and renovation projects in an appropriate manner.

· Coordinates and supervises the timely completion of repair, maintenance, and renovation projects in a cost efficient manner.

· Responds to emergencies and after hours maintenance as conditions dictate.

· Assists in the documentation of current and future repair, maintenance, and improvements to the physical facilities.

· Provides construction cost estimates for renovation and maintenance projects. 

· Enforces approved policies, procedures and codes.

· Maintains a safe working environment and enforces safe working practices.

· Maintains inventory of assigned tools and supplies.

· Communicates with faculty, staff, employees, students, salesmen, and contractors in an effective manner.

· Evaluates employee’s performance and is responsible for the hiring, promotion, disciplinary action or dismissal or employees being supervised. 

· Provides assistance to other maintenance and operation disciplines when necessary.

· Perform other duties as assigned. 

Requirements – Education and experience
Note:  The statements herein are intended to describe the general nature and level of work being performed by employees, and are not to be construed as an exhaustive list of responsibilities, duties, and skills required of personnel so classified.  Furthermore, they do not establish a contract for employment and are subject to change at the discretion of the employer.
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