City of Chattanooga, TN

Classification Title:  Civic Facilities Operations Supervisor


	Department: 
	General Services
	Pay Grade:
	18

	Supervision Received From:
	
Director, Civic Facilities
	FLSA Status:
	Exempt

	Supervisory Responsibility For:
	
Technical and custodial staff
	Established:

Revised:
	06/29/07

07/01/13


CLASSIFICATION SUMMARY:

Incumbents in this classification are responsible for overseeing cultural facility technical operations by supervising technical and custodial staff to ensure facility operations and maintenance are in order. Duties include overseeing building renovation projects and processing payment of bills. Work requires limited supervision and the use of independent judgment and discretion.
SERIES LEVEL:

The Civic Facilities Operations Supervisor is the second level of a three level civic facilities operations series.
ESSENTIAL FUNCTIONS:

(The following duties ARE NOT intended to serve as a comprehensive list of all duties performed by all employees in this classification, only a representative summary of the primary duties and responsibilities. Incumbent(s) may not be required to perform all duties listed and may be required to perform additional, position-specific duties.)

· Supervises technical and custodial staff to include: prioritizing and assigning work; conducting performance evaluations; ensuring staff is trained; ensuring that employees follow policies and procedures; maintaining a healthy and safe working environment; and, making hiring, termination, and disciplinary recommendations.

· Supervises cultural facility technical operations, which includes: planning, coordinating, administering, and evaluating programs, projects, processes, procedures, systems, standards, and/or service offerings; ensuring compliance with Federal, State, and Local laws, regulations, codes, and/or standards; coordinating activities between multiple service areas; and, working to integrate and coordinate service areas.

· Supervises civic facility general operations, which includes: reviewing and approving box office reports, purchase vouchers, payments, warrant vouchers, credit card purchases, and related items; authorizing bank deposits; overseeing event settlement activities, including reviewing contracts, insurance, and other item; scheduling building maintenance and cleaning activities; and, performing other related activities.

· Managing capital funds for projects, which includes: working closely with contracted agencies and organizations; setting up projects; scheduling work dates; reviewing specifications and drawings; processing the payment of work invoices; writing specifications and participation in the approval of project bid openings; reviewing job reports; monitoring project expenditures; approving job estimates, quotes, bids, and final payments for completed jobs; monitoring project progress to ensure adherence to specified timelines; and, performing related activities.

· Participates in preparing and administering facilities budget, including capital project budgets; preparing cost estimates for budget recommendations; submitting justifications for budget items; monitoring and controlling expenditures; and, managing financial operations.

· Participates in developing and implementing the five-year capital project master plan.

· Participates in/on a variety of meetings, committees, and/or other related groups in order to receive and convey information.

· Reviews, approves, and processes invoices for payment.

· Reviews inventory reports and approves order supply lists; approves related payments.

· Reviews monthly appropriation and budget reports for account balances and invoicing purposes.

· Manages contracts, specifications, and equipment, which includes: writing and/or coordinating the development of specifications; controlling HVAC systems for facilities via automated computer system; attending pre-bid meetings or information gathering meetings; processing contract updates; reviewing architectural drawings; and, performing other related activities.

· Interacts with and advances stage set-ups and requirements for events at applicable facilities, which includes: working with stage managers and tour managers; reviewing production diagrams and coordinating stage assembly work; scheduling required stage hands; and, performing other related activities.

· Monitors and inspects facilities and systems to ensure proper working order and condition; maintains contracts related to operating systems, including HVAC, electrical, alarm systems, and related items.

· Assists in managing the operations of concessions which includes stocking and staffing the stand and product selection.

· Maintains databases of crew lists, cast and crew support, location scouts, casting directors, entertainment agencies for actors and extras, production companies, catering, and related items.

· Creates and maintains relationships with media, chambers of commerce, convention centers, and/or other applicable groups to facilitate positive public relations.

· Performs other duties as assigned.
MINIMUM QUALIFICATIONS:

Associate's degree with course work emphasis in business administration, facilities management or related field supplemented by four years experience in facilities management.
LICENSING AND CERTIFICATIONS:

None.

KNOWLEDGE AND SKILLS:

Knowledge of supervisory principles; contract management principles; budgeting principles; event marketing and promotion principles and practices; public relations principles; mathematical principles; basic accounting principles; database management principles; and, facilities management experience.

Skill in monitoring and evaluating the work of subordinate staff; prioritizing and assigning work; developing and administering budgets; managing contracts; implementing public relations programs; supervising and participating in facilities maintenance activities; performing mathematical calculations; managing databases; handling multiple tasks simultaneously; and, communication and interpersonal skills as applied to interaction with coworkers, supervisor, the general public, etc. sufficient to exchange or convey information and to receive work direction.

PHYSICAL DEMANDS

Positions in this class typically require: reaching, standing, walking, fingering, grasping, talking, hearing, seeing and repetitive motions.

WORK ENVIRONMENT:

Heavy Work: Exerting up to 100 pounds of force occasionally, and/or up to 50 pounds of force frequently, and/or up to 20 pounds of forces constantly to move objects.

Incumbents may be subjected to moving mechanical parts, electrical currents, and vibrations.

SPECIAL REQUIREMENTS:

Safety Sensitive:  N  

Department of Transportation - CDL: N

Child Sensitive: N

The City of Chattanooga, Tennessee is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, the City will provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective and current employees to discuss potential accommodations with the employer.
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