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Job Purpose

Under the direction of the Associate Vice President, Facilities Management, provide supervision, direction and prioritization of tasks to, Facilities Coordinator (Durham) (1), Facility Maintenance Coordinator (Peterborough) (1) General Maintenance Workers (6), Grounds Coordinator (1) Landscape Technicians (3), Locksmith (1), Assistant Locksmith (1), Students (18). Identify and assign skilled labour resources for projects, maintenance and special events. Co-ordinate contractors on projects and facility improvements at both Symons and Durham campuses. Oversee snow removal to ensure safe conditions for Staff, Faculty, Students and the general public. Responsible for hiring, discipline and dismissal of employees and students.
Key Activities

1. Direct supervision and training of Facilities Coordinator (Durham), Facility Maintenance Coordinator, Grounds Coordinator, Locksmith, casual employees, and student labourers. 
2. Supervise, plan and co-ordinate staff by scheduling, assigning and prioritizing work to facilitate flow and completion of work in a timely, safe and fiscally-responsible manner.
3. Schedules work, ensures quality and timely completion of work, reports and manages attendance and ensures all work is carried out safely and in accordance with all University policies.
4. Verifies Trent’s workmanship standards are met when casual employees/contractors are hired to assist with new construction or other access control projects. Informs the Parking and Access Control Supervisor (PACS) of any health and safety or quality assurance issues.
5. Monitor records such as time sheets, vacation schedules, attendance records, work orders by tabulation of invoices, payment authorization and labour charges, supervision of call-in’s. To provide budget control and tracking of work order costs.
6. Interaction between students, staff, faculty about work to be done. This is necessary for cohesive work flow and is carried out by consultation with each group as required.
7. Enforces safety practices at job sites.
Project Management;

1. Consults, as required, with Associate Vice President and/or other Facilities Management Managers regarding repair of building and or facility deficiencies. 

2. Prepare estimates for a wide variety of jobs across campus. Determine materials, supplies, contractor quotes, labour estimates to achieve proper pricing for budget preparation.

3. Responsible for the preparation of projects or maintenance with relation to labour and material and responsible for purchasing proper material and quantities.

4. Ensures that the work place is in safe and clean working condition including project sites.

5. Must have clear understanding of blue prints, building and safety codes to construct from below grade to finished product.

6. Ensures that all equipment and power tools are in safe working conditions.

7. Discusses projects with Architects, Engineers, Code Regulators, Sub-trades and end users as required.

8. Choose and supervise outside contractors for project work by having on site meetings, obtaining quotes, scheduling and checking work to ensure completion in a timely, safe and fiscal manner.
Grounds Maintenance
1. Oversee the coordination of seasonal snow removal with Trent staff (Security, Parking and Grounds Staff) as well as the external snow removal contractor.  
2. Ensure adequate winter maintenance supplies are kept (rock salt, sand and ice melt)

3. Ensure all grounds maintenance related machinery is properly maintained at the beginning and end of each season.

4. Work in collaboration with The Nature Areas Committee and the Director, Campus Planning and Development to ensure all work and grounds maintenance is completed within the parameters of each agreement.
5.  Oversees the coordination of the seasonal spring, summer and fall maintenance of the campus hardscape and softscape (cutting grass, maintain gardens, leaf collection and removal)

6.  Responsible for ensuring proper documents are filed with respect to tree removal

7. Responsible for hiring seasonal summer students to assist with the respective seasonal maintenance

8. Work in conjunction with Grounds Coordinator, to plan, organize and implement softscape and hardscape projects on campus
Locksmith;
1. Develop standards for the provision of locking hardware and master keying systems by outside contractors by coordinating user requirements, liaising with Facilities Management Project Managers during the design phase and instructing contractors on the access control systems and master keying systems already in place at Trent.

2. Responsible to ensure that the integrity of Trent University keying system, including the KeyWizard database is maintained by ensuring database is accurately updated each time a new pinning combination is used. 

3. Ensure that technical guidance and support is provided to to major capital projects to determine the appropriate level of access control and building security required in accordance with the Trent University Access Control Policy and Locksmithing best practices by consulting with end users, hardware providers, architects, engineers, Campus Security and the project manager.

4. Reviews blueprints, hardware schedules and keying schedules to assist in the development of detailed hardware lists and specifications for projects. 
Education Required

Three (3) years Post-Secondary Education in a related field.  General Carpenter Certification or recognized Facility Management Professional designation (CFM, FMP, SFP) preferred.
Experience Required

1. Minimum 10 years of Management Experience, preferably in a unionized environment.  

2. Relevant materials and equipment handling/training experience; proven ability to lead and train staff, including training on the use of power tools, and.

3.  Sound knowledge of all relevant building/construction regulations, including Ontario Building Code, Occupational Health & Safety Act.
4. Strong organizational, interpersonal and communication (written and verbal) skills.

5. Demonstrated skills in, and commitment to, customer service and continuous improvement.

6. Intermediate level of computer skills in Microsoft Word and Excel.

7. Ability to work under pressure with frequent interruptions; ability to handle constant change and disruptions.

8. Must hold a valid Ontario Driver’s Licence – Class ‘G’ minimum; as a condition of employment, verification of competency is required by producing an original Province of Ontario driver’s abstract, current to within 30 days of the date of the conditional job offer. 

9. Criminal Record Check (dated within the last 6 months) will be a required condition of employment.
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