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ASSISTANT SUPERINTENDENT OF BUILDINGS AND GROUNDS

DISTINGUISHING FEATURES OF THE CLASS: 

This management position involves responsibility for supervising and participating in the operation of the Buildings and Grounds Department.  The incumbent plans, directs and participates in buildings and grounds operation, cleaning and maintenance activities.  The work is performed under supervision of the Superintendent of Buildings and Grounds with wide leeway for independent judgment.  Supervision is exercised over the work of the Building and Grounds staff.  Does related work as required.

TYPICAL WORK ACTIVITIES: (Illustrative only)

Assists the Superintendent of Buildings and Grounds in the assigning of employees to various cleaning and maintenance tasks and sets up schedules of work;

Supervises the construction, maintenance, repair, and remodeling of designated buildings and properties;

Assists and develops departmental policies;

Develops, schedules and manages a preventive maintenance program designed to retain building, facilities and equipment in safe operating condition;

Helps prepare tentative budget estimates for custodial and maintenance activities;

Inspects and performs the more difficult maintenance and repair work for machinery, equipment and buildings;

Instructs subordinates in the various technical phases of building maintenance, repair and remodeling techniques;

Purchases parts and supplies for the Building & Grounds department;

Leads and participates in renovating and building projects, including painting, carpentry and repair of walls and ceilings;

Directs and participates in the installation and repair of electrical and plumbing fixtures;

Leads and participates in general grounds maintenance activities, including snow removal;

Makes inspections of properties to ascertain repair needs and develops cost estimates of said repairs;

Creates and administers work schedules to ensure the timely completion of tasks;

Schedules various maintenance, repair, remodeling, planting and grounds objects;

Participates with other management personnel in the planning of new construction and major repair work;

Maintains inventory of supplies and tools necessary to complete all aspects of building maintenance;

Ensures that proper, efficient and safe methods of performing repairs and renovations are being adhered to;

Acts on behalf of the Superintendent of Buildings and Grounds in his/her absence.

FULL PERFORMANCE KNOWLEDGES, SKILLS, ABILITIES AND PERSONAL CHARACTERISTICS:

Thorough knowledge of standard building maintenance and repair practices;

Good knowledge of the methods, materials, tools and safety procedures used in the maintenance and repair and cleaning of buildings and grounds;

Ability to supervise work of others engaged in building and grounds maintenance and custodial activities;

Ability to understand and follow oral and written directions;

Dependability;

Physical condition commensurate with the demands of the position.

MINIMUM QUALIFICATIONS: 

Graduation from high school or possession of a general equivalency diploma AND three (3) years of experience in general construction, at least one year of which shall have been in a supervisory capacity.

NOTE:  Possession of a valid NYS Driver’s License is required. 

