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Foothill-De Anza Community College District

Office of Human Resources and Equal Opportunity

Classification Services

Approved Position Description

For

Campus Maintenance Coordinator

DEFINITION:  

Under general direction of the Director of Operations and/or the Associate Director of Plant Services, coordinates and supervises campus level maintenance activities.

JOB CHARACTERISTICS:

Incumbents are assigned to supervise and coordinate activities of Campus Facilities Maintenance Teams.  In addition, they are required to work in the trade area in which they have major skills as needed.  The incumbents are required to work closely with the College's Facilities Liaison as well as appropriate District Central Plant Services personnel. 

EXAMPLE OF DUTIES AND RESPONSIBILITIES:

Depending upon assignment, duties may include, but are not limited to, the following:

1.
Coordinates and supervises the activities of skill trade persons at the campus level; conducts training; participates in the evaluation process.

2.
Identifies complex problems and recommends solutions at the campus level.

3.
Works closely with the Campus Facilities Liaison in establishing work priorities on assigned campus.

4.
Assigns approved work orders to appropriate craft work units such as plumbing, heating, ventilating, electrical, air conditioning; inspects completed work.

5.
Coordinates the exchange of campus based and district central based personnel, equipment and materials on an as needed basis.

6.
Provides in-put and feedback to maintenance personnel regarding methods and procedures of work, supplies, and equipment requirements.

7.
Provides in-put and feedback for continual improvement of a computerized Facilities Information System.

8.
Assists in overall planning and decision-making for maintaining the safety, utility, and appearance of campus buildings and grounds.

9.
Assists in preparing annual Major Maintenance, Deferred Maintenance, and District General Maintenance plans.

10.
Provides in-put and feedback for continual improvement of the Energy Conservation program; monitors program data and provides periodic reports to campus and District Plant Services.

11.
Performs ongoing facilities audits on campus buildings and utilities with emphasis placed on review of the physical condition roofs, exteriors and interiors, the operational condition of HVAC, plumbing, electrical and other related infrastructure systems.

12.
Prepares routine maintenance schedules for campus buildings and utilities, and other related infrastructure systems; inspects all routine maintenance work.

13.
Performs skilled journey person level work on an as needed basis in a specific trade.

14.
Performs other related duties as assigned.

EMPLOYMENT STANDARDS:

Knowledge of: 
1.
General accepted construction principles and practices as related to public works and schools.


2.
Methods, practices, equipment, and supplies used in building maintenance and construction.


3.
Building and safety regulations.

Ability to:


1. Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.

2. Participate in appropriate training in hazardous materials handling, storage, and disposal; follow designated policy and procedures for Haz-mat identification, storage and disposal; maintain standards related to environmental compliance and personal health and safety as required.

3. Use a computer for entry and retrieval of information for work assignments.

4. Determine the need for maintenance and repairs and to plan and schedule such work.

5. Develop, interpret and work from plans and specifications.

6. Estimate costs of maintenance and construction work.

7. Supervise, assist, and inspect the work of skilled maintenance personnel.

8. Establish and maintain cooperative relationships with those contacted in the work.

9. Plan, organize and schedule numerous maintenance projects.

10. Use computer system and interpret computer-generated information.

Experience:
1.
Four years of experience in a specific trade at the journeyman level.


2.
Two years in a Lead or Head trade person capacity.


3.
Successful completion of a course in supervision or management from an accredited institution within the last three years; or complete such course work within one year of assuming the position.

Education:
1.
Equivalent to completion of the twelfth grade.

Special Requirements:  Possesses an appropriate California operator's license issued by the State Department of Motor Vehicles.

Date Approved:   March 1993

Range:  L-62

EEO-Category:  H60

Foothill-De Anza Community College District

Office of Human Resources and Equal Opportunity

Classification Services

Approved Position Description

For

Carpenter, Apprentice

DEFINITION:  

Under supervision, serve as a helper or assistant in the Carpentry trade, and perform related work as required.

JOB CHARACTERISTICS:
Incumbents are assigned to work under the skilled craftsperson in the Carpentry trade; however, they may be required to help with other work as needed.  Although some training and experience is expected, full journeyman proficiency is not required.  Incumbents in this class may advance to a journeyman class only after promotional qualification requirements have been fulfilled.  Assignment for Apprentice III must include at leas 75% of time as journeyman in the Carpentry trade.

EXAMPLE OF DUTIES AND RESPONSIBILITIES:

Depending upon assignment, duties may include, but are not limited to, the following:

1.
Performs a variety of repair and maintenance duties in the Carpentry trade.

2.
Uses the tools of the trade skillfully.

3.
Works either from oral or written instructions, drawings, or specifications.

4.
Observes proper safety precautions.

5.
Keeps tools and equipment in good condition.

6.
Performs other related duties as assigned.

EMPLOYMENT STANDARDS:

Knowledge of: 
1.
Standard methods, materials, and equipment used in one of the maintenance trades.

Ability to:
1.
Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.

2. Participate in appropriate training in hazardous materials handling, storage, and disposal; follow designated policy and procedures for Haz-mat identification, storage and disposal; maintain standards related to environmental compliance and personal health and safety as required.

3. Use a computer for entry and retrieval of information for work assignments.

4. Use the required tools and equipment skillfully and safely.

5. Work from sketches and blueprints.

6. Keep work records.

7. Follow oral and written directions.

Certification:
1.
Possession of an appropriate California Operator's license issued by the State Department of Motor Vehicles.

PROMOTIONAL QUALIFICATIONS:

Apprentice I - Entry Level Position, Range 44
Experience:
1.
Basic knowledge of hand tools.


2.
Demonstrated interest in position that requires mechanical aptitude highly desirable.


3.
Knowledge of wood working tools helpful, but not required.

Education:
1.
Completion of twelfth grade or equivalent.


2.
Trade school courses desirable.

UPON EVALUATION AN RECOMMENDATION BY THE SUPERVISOR AND THE APPRENTICESHIP COMMITTEE AND FINAL APPROVAL BY THE DIRECTOR OF OPERATIONS AND/OR ASSOCIATE DIRECTOR OF PLANT SERVICES, THE EMPLOYEE MAY MOVE TO LEVEL II AFTER COMPLETING 18 MONTHS (OR EQUIVALENT OF SERVICE AS APPRENTICE I - CARPENTER WITH DEMONSTRATED PROFICIENCY AND 150 HOURS OR EQUIVALENT OF APPROVED VOCATIONAL INSTRUCTION.

Apprentice/Helper II - Semi-Skilled, Range 46
Experience:
1.
Two years of experience in a comparable position with another employer or successful completion of the Apprentice I requirements in the Carpentry trade.

Education:
1.
Completion of twelfth grade or equivalent.

UPON EVALUATION AND RECOMMENDATION BY THE SUPERVISOR AND THE APPRENTICESHIP COMMITTEE AND FINAL APPROVAL BY THE DIRECTOR OF OPERATIONS AND/OR ASSOCIATE DIRECTOR OF PLANT SERVICES, THE EMPLOYEE MAY MOVE TO LEVEL III AFTER COMPLETING 18 MONTHS (OR EQUIVALENT) OF SERVICE AS APPRENTICE/HELPER II - CARPENTER WITH DEMONSTRATED PROFICIENCY AND 150 HRS OR EQUIVALENT OF APPROVED VOCATIONAL INSTRUCTION.

Apprentice III - Skilled, Range 50
Experience:
1.
Four years of experience in a comparable position with another employer or successful completion of the apprentice III requirements in the Carpentry trade.

Education:
1.
Completion of twelfth grade or equivalent.

APPRENTICE III EMPLOYEES THAT MEET THE JOURNEYMAN CARPENTER QUALIFICATIONS MAY BE CONSIDERED FOR PROMOTION TO JOURNEYMAN WHEN A POSITION BECOMES AVAILABLE, OR AT THE DISCRETION OF THE DIRECTOR OF OPERATIONS AND/OR ASSOCIATE DIRECTOR OF PLANT SERVICES.

Date Approved:   March 1993

Range:  
Level I: L-44


Level II: L-46


Level III: L-50

EEO-Category:  H-60

Foothill-De Anza Community College District

Office of Human Resources and Equal Opportunity

Classification Services

Approved Position Description

For

Carpenter, Journey

DEFINITION:  

Under general direction, perform skilled journey level work in the carpentry trade, and related work as required.

JOB CHARACTERISTICS
Incumbents are assigned to work primarily in the trade in which they have major skills; however, they may be required to help with other work as needed.  They are expected to train and supervise apprentices as assigned.

EXAMPLE OF DUTIES AND RESPONSIBILITIES:

Depending upon assignment, duties may include, but are not limited to, the following:

1.
Alters, repairs, or constructs articles and structures of wood, such as room additions, partitions, counters, doors, window frames, sheds, scaffolds, forms and fences.

2.
Makes and repairs school and office furniture and wooden fixtures, performing mill and cabinetwork necessary.

3.
Maintains and repairs woodwork of buildings; fits doors, windows, and sashes.

4.
Operates wood working tools.

5.
Performs other related duties as assigned.

EMPLOYMENT STANDARDS:

Knowledge of: 
1.
Tools, materials, methods, terminology of the trade to which assigned.

Ability to:
1.
Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.

2. Participate in appropriate training in hazardous materials handling, storage, and disposal; follow designated policy and procedures for Haz-mat identification, storage and disposal; maintain standards related to environmental compliance and personal health and safety as required.

3. Use a computer for entry and retrieval of information for work assignments.

4. Estimate the scope and cost of each work assignment and of the necessary tools and materials to complete the assignment.

5. Work from sketches, drawings, and blueprints.

6. Understand and carry out written and oral instructions.

7. Maintain cooperative relationships with those contacted in the work.

8. Assign and supervise the work of Apprentices.

Experience:
1.
Five years of experience in a comparable position with another employer or successful completion of the Apprentice III requirements in the Carpentry trade.

Education:
1.
Completion of twelfth grade or equivalent.

Certifications:
1.
Possession of an appropriate California Operator's license issued by the State Department of Motor Vehicles.

Date Approved:   March 1993

Range:  L-52

EEO-Category:  H-60

Foothill-De Anza Community College District

Office of Human Resources and Equal Opportunity

Classification Services

Approved Position Description

For

Carpenter, Lead  

DEFINITION:  

Supervise and do skilled journeyman-level work in the carpentry trade; to assist in the functional supervision of the maintenance, remodeling, and repair of buildings; and to do other work as required.

JOB CHARACTERISTICS

Incumbents are assigned to supervise work primarily in the trade in which they have major skills; however, they may be required to help with other work as needed.  They are expected to train and supervise apprentices as assigned.

EXAMPLE OF DUTIES AND RESPONSIBILITIES:

Depending upon assignment, duties may include, but are not limited to, the following:

1.
Supervises workers on field projects in the carpentry field.

2.
Performs skilled journeyman-level work in the carpentry trades.

3.
Assists in estimating costs of repair projects in terms of labor and material needed.

4.
Assigns carpenters and helpers to maintenance work and may lay out and inspect their work.

5.
May report on preventive maintenance needed.

6.
Prepares related documentation and reviews time sheets.

7.
Performs other related duties as assigned.

EMPLOYMENT STANDARDS:

Knowledge of: 
1.
Standard methods, materials, and equipment used in the carpentry trade.

Ability to:
1. 
Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.

2. Participate in appropriate training in hazardous materials handling, storage, and disposal; follow designated policy and procedures for Haz-mat identification, storage and disposal; maintain standards related to environmental compliance and personal health and safety as required.

3. Use a computer for entry and retrieval of information for work assignments.

4. Demonstrate journeyman-level skill in the carpentry trade.

5. Interpret and work from plans and specifications.

6. Assist, supervise, and inspect the work of skilled maintenance personnel.

Experience:
1.
Four years of experience as a journeyman in carpentry trade.  The incumbent must have successfully completed a course in supervision or management in an acceptable institution within the last three years or will complete such a course within one year after assuming the position.

Education:
1.
Equivalent to completion of the eighth grade.

Certification:
1.
Possession of an appropriate California operator's license issued by the State Department of Motor Vehicles.

Date Approved:   March 1993

Range:  L-56

EEO-Category:  H-60

FOOTHILL – DE ANZA COMMUNITY COLLEGE DISTRICT

OFFICE OF HUMAN RESOURCES AND EQUAL OPPORTUNITY

Construction Inspector

BASIC FUNCTION:
Under 
the direction of an assigned supervisor, oversee, certify, and document all phases of construction-in an effort to ensure safety of life, property, and protection of the investment of the District. The Inspector will also interpret specifications of contracts, be knowledgeable in and interpret state and local mandated building codes and regulations. Oversee and manage contractors and sub-contractors. Depend on certification level, projects may include but are not limited to new construction, additions, alterations, modernization and reconstruction of existing buildings. 

DISTINGUISHING CHARACTERISTIC:

Senior Inspector will be licensed and approved to inspect all types of construction.  Inspector II will be licensed and approved to inspect construction projects of moderate complexity including wood frame building (even if they include some masonry and/ or structure steelwork). Inspector II will not be approved for complex steel, concrete or masonry structures. Inspectors I will be licensed and approved for alterations, modernization and simple additions to existing buildings not exceeding 2000 square feet in floor area, the installation of relocatable buildings and other minor projects.

DUTIES AND RESPONSIBILITIES: 

1. Inspects and oversees District construction projects and materials necessary for completion of a construction project.  Projects will vary in level of complexity. 

2. Ensures all phases of construction are according to contract specifications and federal, state, and local mandated building codes and regulations. 

3. Coordinates and act as liaison between the District, contractors and state agencies to ensure compliance of projects from inception to completion. 

4. Maintains detailed and appropriate documentation as required by federal, state, and local regulations of all assigned projects. 

5. Reviews and interprets incoming federal, state, and local regulations and directives as they apply to construction projects within the District. 

6. Notifies appropriate management as to any irregularities in building construction. 

7. Performs other related duties as assigned.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

1. Extensive knowledge of concepts, materials and terminology related to building construction in the specific area of expertise.

2. Principles, practices and applicable codes and regulations relating to building inspection.

3. Procedures for documenting inspections.

4. Principles of project planning, supervision, and management. 

5. Generally accepted construction principles and practices as related to public works and schools in the state of California. 

6. Knowledge of state and local regulations. 

7. Computer applications related to the work.

8. Business and engineering mathematics.

9. Record keeping principles and practices.

ABILITY TO:

1. Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.

2. Participate in appropriate training in hazardous materials handling, storage, and disposal; follow designated policy and procedures for Haz-mat identification, storage and disposal; maintain standards related to environmental compliance and personal health and safety as required. Provide a strong leadership role while maintaining cooperative working relationships with managers, faculty, and staff, outside contractors, and state and local agencies.

3. Use a computer for entry and retrieval of information for work assignments.

4. Interpret and apply state, local and District regulations and policies. 

5. Analyze complex situations independently and accurately adopt an effective course of action. 

6. Perform basic commercial inspections in the construction area of expertise.

7. Document inspections and follow through in code violations.

8. Read and interpret plans and specifications.

9. Organize, prioritize work and meet critical deadlines.

EDUCATION AND EXPERIENCE:
Knowledge of varying types of skills used in construction projects (i.e. plumbing, building, mechanical, electrical, fire & life safety, concrete, steel, heavy construction).

CONSTRUCTION INSPECTOR I
Any combination equivalent to: Twelfth grade supplemented by college course work in construction inspection or technology, pre-engineering or related field and three years experience similar to that of building inspection as mandated by the State Department of Architects. Class 3 DSA Certification required.

CONSTRUCTION INSPECTOR II
Any combination equivalent to: AA degree with major course work in construction inspection or technology, engineering, architecture or a related field and three years experience similar to that of building inspection as mandated by the State Department of Architects.  Class 2 DSA Certification required.

CONSTRUCTION INSPECTOR SENIOR
Any combination equivalent to: AA degree with major course work in construction inspection or technology, engineering, architecture or a related field and five years experience similar to that of building inspection as mandated by the State Department of Architects. Class 1 DSA Certification required.

LICENSES AND CERTIFICATION:

School Construction Certification - (DSA required)       

Current California State Operators License.

WORKING CONDITIONS:
Environment:

1. Office and construction inspection site environment.

2. Exposure to dust and noise.

Physical Abilities:

1. Hearing and speaking to exchange information.

2. Dexterity of hands and fingers to conduct inspections.

3. Seeing to read various materials.

4. Climbing, bending at the waist, kneeling or crouching.

5. Light lifting and inspection in confined areas.

DATE APPROVED: 

RANGE:
LEVEL I, L-60

RANGE:
LEVEL II, L-64

RANGE:
SENIOR, L-68

EEO-CATEGORY: H-60

Foothill-De Anza Community College District

Office of Human Resources and Equal Opportunity

Classification Services

Approved Position Description

For

Construction Laborer I-District

DEFINITION:  

Under general supervision, to perform work with particular emphasis on grounds construction and heavy labor assignments and do related work as required.

JOB CHARACTERISTICS:
This is the experienced working level grounds maintenance class.  Positions in this class may be distinguished from the next lower class by the assignment of work duties in relation to construction as well as skilled gardening duties such as pruning, cultivating, fertilizing, and maintaining landscaped areas.  These duties require the exercise of initiative and independent judgment.  An employee would normally be promoted to the Central Services Construction Laborer I class on recommendation of the supervisor when the scope of his assigned duties and responsibilities and the latitude for independent judgment is broadened as described herein the Central Services Construction Laborer I class.  

EXAMPLE OF DUTIES AND RESPONSIBILITIES:

Depending upon assignment, duties may include, but are not limited to, the following:

1.
Do maintenance and repair work such as Black topping roads and paths, laying concrete slabs, laying bricks, installing street-signs, installing and building fences.

2.
Operates 2 1/2-ton stake truck, relief driver refuse truck, dump truck.

3.
May operate jackhammer.

4.
Cleans roadways as required.

5.
Moves heavy equipment and furniture.

6.
Sprays shrubs, trees, and lawns to control pests.

7.
Perform varied duties in the planting, transplanting, fertilizing, and propagation of ornamental plants.

8.
Use hand tools to work soil and to remove weeds, undergrowth, and debris from school grounds and landscaped areas.

9.
Sweep walks and driveways and pick up paper and rubbish using sweeper and blower.

10.
Perform general custodial duties either seasonally for special activities or incidental to grounds-keeping activities.

11.
Clean drainage areas.

12.
Dig postholes and trenches, using backhoe and large auger.

13.
Trim, prune, shape, brace, top, and remove trees.

14.
Performs other related duties as assigned.

EMPLOYMENT STANDARDS:

Knowledge of: 
1.
Tools, materials, equipment, and standard practices of routine grounds keeping and gardening work.

Ability to:
1.
Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.

2. Participate in appropriate training in hazardous materials handling, storage, and disposal; follow designated policy and procedures for Haz-mat identification, storage and disposal; maintain standards related to environmental compliance and personal health and safety as required.

3. Use a computer for entry and retrieval of information for work assignments.

4. Safely use the hand and power tools of gardening and grounds-keeping work.

5. Perform heavy physical labor.

6. Follow verbal and written directions.

Experience:
1.
One or more years of related work experience.

Education:
1.
Equivalent to completion of eighth grade.

Additional Requirements:



1.   Possession of an appropriate California operator's license issued by the State Department of Motor Vehicles.

Date Approved:   March 1993

Range:  L-44

EEO-Category:  H-70

 Foothill-De Anza Community College District

Office of Human Resources and Equal Opportunity

Classification Services

Approved Position Description

For

Construction Laborer II-District

(Refuse Truck Driver)

(Heavy Equipment Operator)

DEFINITION:
Under general supervision, drive and operate a refuse truck in the collection, trucking, and disposal of refuse and trash; and perform related work as required.  

EXAMPLE OF DUTIES AND RESPONSIBILITIES:

Depending upon assignment, duties may include, but are not limited to, the following:

1.
Drives and operates a refuse truck on an assigned route and other heavy equipment including dump truck, backhoe and track driven tractor.

2.
Collects and empties trash and other waste material into truck.

3.
Follows established safety regulations and policies.

4.
Responsible for the proper operation of assigned vehicle and reports needed mechanical repair or maintenance.

5.
Operates assigned vehicle in a safe and responsible manner in collecting refuse and trash from assigned area within the district.

6.
Performs other related duties as assigned.

EMPLOYMENT STANDARDS:

Knowledge of: 
1.
Proper work methods involved in refuse collection and disposal.


2.
Safe work practices.

Ability to:
1.
Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.

2. Participate in appropriate training in hazardous materials handling, storage, and disposal; follow designated policy and procedures for Haz-mat identification, storage and disposal; maintain standards related to environmental compliance and personal health and safety as required.

3. Use a computer for entry and retrieval of information for work assignments.

4. Drive and operate refuse trucks and related equipment and 

5. Follow verbal and written instructions, and carry out assignments.

6. Establish and maintain friendly and cooperative working relationships with those contacted in the work.

Experience:
1.
Three years of experience operating heavy equipment, which must include one year in refuse collection or truck driving.

Education:
1.
Completion of twelfth grade; or equivalent.

Additional Requirements:
1.    Possession of an appropriate California operator's license issued by the  
       State department of Motor Vehicles.

Date Approved:   March 1993

Range:  L-46

EEO-Category: H-70

Foothill-De Anza Community College District

Office of Human Resources and Equal Opportunity

Classification Services

Approved Position Description

For

Construction Laborer, Lead-District

DEFINITION:  

Under direction, to plan, supervise, and assist in providing construction labor and in the gardening and grounds keeping work of a campus or Central Services; and to do other work as required.

JOB CHARACTERISTICS:
This position operates a wide range of mobile power equipment.  This class is distinguished from the Head Grounds Gardener in that the employee must be proficient in the operation of a variety of large trucks and power equipment.

EXAMPLE OF DUTIES AND RESPONSIBILITIES:

Depending upon assignment, duties may include, but are not limited to, the following:

1.
Assigns duties to construction laborers and grounds gardeners, and inspects completed work.

2.
Plans schedules for new planting, and routine grounds care and watering.

3.
Supervises, assists, and trains Ground-Gardeners in the planting, cultivating, propagating, transplanting, and care of trees, shrubs, hedges, flowers, lawns, and various ground covers or other assigned work.

4.
Supervises, assists, and trains construction laborers in planning, organizing and accomplishing construction projects and heavy equipment operations.

5.
May design and lay out minor landscape work.

6.
Assists in assigning in pest and weed control work within campus responsibility.

7.
Supervises and assists with minor repairs to gardening equipment.

8.
Supervises and assists laying out baseball and football fields in putting up goal posts, and in lining track and football fields.

9.
Maintains records and requisition supplies.

10.
Assigns duties to refuse truck driver, sprayer, tree surgeon, and heavy equipment operators, and inspect completed work.

11.
Plans routine schedules for pick-up and delivery schedule.

12.
Plans routine schedules of sprayer for weed control such as pre-emerged, contact weed killer, spray for insects and use of insecticide, fungicide as related to trees and lawns, etc.

13.
Inspects proper operation of refuse truck in the collection, trucking, disposal of refuse, and trash and reports needed mechanical repair.

14.
Supervises the proper disposal of all classified materials on both campuses.

15.
Supervises or assists the proper methods of trenching technique, laying bricks, concrete finishing, installing signs and fences.

16.
Estimates labor and materials to assigned projects.

17.
Assigns part-time labor for special projects as required.

18.
Performs other related duties as assigned.

EMPLOYMENT STANDARDS:

Knowledge of: 
1.
Safety procedures necessary for safe operation of heavy equipment.


2.
Principles of supervision.


3.
Methods and materials used in landscaping, fence, construction, and paving.


4.
Common tree, ornamental shrub and lawn pests and diseases and the methods of control and eradication.

Ability to:
1.
Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.

2. Participate in appropriate training in hazardous materials handling, storage, and disposal; follow designated policy and procedures for Haz-mat identification, storage and disposal; maintain standards related to environmental compliance and personal health and safety as required.

3. Use a computer for entry and retrieval of information for work assignments.

4. Recommend and carry out a centralized program of grounds maintenance.

5. Schedule, coordinate, assign, and supervise the work of groundskeepers and laborers.

6. Keep records of supplies and equipment.

7. Perform skilled gardening and grounds keeping work.

8. Interpret landscaping plans and sketches.

9. Follow verbal and written instructions, and carry out assignments.

10. Establish and maintain cooperative relationships with those contacted in the work.

11. Operate equipment safely in all types of outside weather conditions.

12. Work in an environment where there is a high exposure to dust, pollens, and other allergens.

Experience:
1.
Four years of experience in construction and grounds keeping work, including at least one year in heavy equipment operation.  The incumbent must have successfully completed a course in supervision or management in an acceptable institution within the last year or will complete such a course within one year after assuming the position.

Education:
1.
Completion of twelfth grade or equivalent.

Additional Requirements:
1.    Possession of an appropriate California operator's license issued by the    
       State Department of Motor Vehicles.

Date Approved:   March 1993

Range:  L-50

EEO-Category: H-70

Foothill-De Anza Community College District

Office of Human Resources and Equal Opportunity

Classification Services

Approved Position Description

For

Custodian I

DEFINITION:  

Under direct supervision, to keep assigned rooms, buildings, or office space clean and orderly; and to do related work as required.

EXAMPLE OF DUTIES AND RESPONSIBILITIES:

Depending upon assignment, duties may include, but are not limited to, the following:

1.
Sweeps, scrubs, mops, waxes, oils, and buffs floors.

2.
Vacuums rugs and carpets.

3.
Refills paper and other sanitary holders.

4.
Cleans and polishes chrome in showers.

5.
Dusts, washes, waxes, and polishes furniture and woodwork.

6.
Cleans and disinfects lavatories, drinking fountains, and waste containers.

7.
Replaces light bulbs and fluorescent tubes.

8.
Turns out lights and locks doors.

9.
Empties waste baskets and collects recyclable materials.

10.
Moves and rearranges chairs, tables, desks, and other furniture and equipment.

11.
Cleans blackboards.

12.
Washes windows.

13.
Assists in preparing for special events.

14.
Reports sanitary and safety hazards and the need for repairs to proper authorities.

15.
Directs visitors and safeguards district property.

16.
Trains and supervises student helpers.

17.
May assign lockers, and issue locks and towels.

18.
Performs other related duties as assigned.

EMPLOYMENT STANDARDS:

Knowledge of: 
1.
Methods of cleaning and preserving floors, walls, and fixtures.


2.
Cleaning materials, disinfectants, and equipment used in custodial work.

Ability to:
1.
Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.

2. Participate in appropriate training in hazardous materials handling, storage, and disposal; follow designated policy and procedures for Haz-mat identification, storage and disposal; maintain standards related to environmental compliance and personal health and safety as required.

3. Use a computer for entry and retrieval of information for work assignments.

4. Use cleaning materials and equipment with skill and efficiency.

5. Perform heavy physical labor.

6. Understand and carry out oral and written directions.

7. Maintain cooperative relationships with those contacted in the work.

Experience:
1.
One year of experience in custodial or janitorial work.

Education:
1.
Equivalent to competition of the eighth grade.

Upon evaluation and recommendation by the supervisor and final approval by the Supervising Manager, the employee may move to Custodian II after completing 2 years of service as Custodian I. 

Date Approved: March 1993

Range:  L-35

EEO-Category:  H-70
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Approved Position Description

For

Custodian II

DEFINITION:  

Under general supervision, to keep assigned rooms, buildings, or office space clean and orderly; performs specialized tasks requiring special skills; and to do related work as required.

EXAMPLE OF DUTIES AND RESPONSIBILITIES:

Depending upon assignment, duties may include, but are not limited to, the following:

1.
Sweeps, scrubs, mops, waxes, oils, and buffs floors.

2.
Vacuums rugs and carpets.

3.
Refills paper and other sanitary holders.

4.
Cleans and polishes chrome in showers.

5.
Dusts, washes, waxes, and polishes furniture and woodwork.

6.
Cleans and disinfects lavatories, drinking fountains, and waste containers.

7.
Replace light bulbs and fluorescent tubes.

8.
Turns our lights and locks doors.

9.
Picks up paper and other refuse from grounds.

10.
Empties waste baskets.

11.
Moves and rearranges chairs, tables, desks, and other furniture and equipment.

12.
Cleans blackboards.

13.
Washes windows.

14.
Assists in preparing for special events.

15.
Reports sanitary and safety hazards and the need for repairs to proper authorities.

16.
Directs visitors and safeguards district property.

17.
Performs tasks requiring specialized skills and use of more caustic or single purpose materials.

18.
Trains and supervises student helpers.

19.
May carry portable radio and be on call for general custodial duties anywhere on campus.

20.
Performs other related duties as assigned.

EMPLOYMENT STANDARDS:

Knowledge of: 
1.
Methods of cleaning and preserving floors, walls, and fixtures.


2.
Cleaning materials, disinfectants, and equipment used in custodial work.

Ability to:
1.
Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.

2. Participate in appropriate training in hazardous materials handling, storage, and disposal; follow designated policy and procedures for Haz-mat identification, storage and disposal; maintain standards related to environmental compliance and personal health and safety as required.

3. Use a computer for entry and retrieval of information for work assignments.

4. Use cleaning materials and equipment with skill and efficiency.

5. Understand and carry out oral and written directions.

6. Maintain cooperative relationships with those contracted in the work.

Experience:
1.
Three years of specialized experience in the District's methods of performing custodial and/or janitorial work, specialized requirements, and a familiarity with campus-wide facilities.

Education:
1.
Equivalent to completion of the eighth grade.

Date Approved: March 1993

Range:  L-37
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For

Custodian III

DEFINITION:  

Under general supervision, oversees and personally assists an assigned group of custodians in performing routine and specialized cleaning tasks within pre-assigned areas; or on the day or swing shift, to perform special and emergency custodial assignments as needed in addition to regular custodial work; or works independently.  Custodian III graveyard shift positions will be required to rotate into other cleaning areas of Lead responsibility.

JOB CHARACTERISTICS:
Employees in this classification are identified as 'working lead' and are responsible to assist (as assigned) the Head Custodian in overseeing the work requirements of a group of custodians, and to clean assigned areas.  "Leads" receive direction from the Head Custodian and assist in developing daily work schedules, training custodians, providing needed supplies, solving unusual or difficult problems, and cleaning assigned areas.  Employees in this classification may be assigned to act as Head Custodian in his/her absence, or assigned to work independently on specific assignments.

EXAMPLE OF DUTIES AND RESPONSIBILITIES:

Depending upon assignment, duties may include, but are not limited to, the following:

1.
Coordinates the work of a group of custodians on the graveyard shift as required; insures that work is completed in a timely manner and in accordance with instructions that have been received from the Head Custodian; or works independently.

2.
Assists in training custodians under his/her supervision in proper cleaning methods and procedures.

3.
Responsible to see that all major cleaning and daily detailed cleaning is completed on schedule in area of responsibility.

4.
Assures that custodians under his/her supervision start the work day with supplies, equipment, and tools necessary to accomplish job tasks.

5.
Assures that all cleaning areas are covered and cleaned when scheduled and unscheduled staff shortages occur.

6.
Cleans a variety of floors and floor coverings using cleaners, waxes, buffers, strippers, etc.

7.
Spot cleans, shampoos, waxes, dusts, and oils furniture.

8.
Assures that custodial closets and janitor carts under the supervisor are kept neat, clean and well stocked.

9.
Washes walls and woodwork by hand and-or using cleaning equipment.

10.
Assures special cleaning projects assigned are performed and completed on schedule.

11.
Cleans a wide variety of building furnishings such as lamps, mirrors, door and window glass and fixtures, etc.

12.
Assists Head Custodian in performing cleaning inspections in their assigned areas.

13.
Polishes brass and chrome fixtures.

14.
Assures safety standards are always followed.

15.
Cleans and disinfects restrooms; refills paper and other sanitary holders.

16.
Keeps Head Custodian informed of specific problems and concerns affecting area of responsibility.

17.
Empties waste basket containers; picks up papers and other refuse from grounds.

18.
Moves and rearranges chairs, tables, desks and other furniture and equipment.

19.
Cleans blackboards and chalk trays.

20.
Assists in preparing for special events.

21.
Reports sanitary and safety hazards and the need for building and equipment repairs to supervisors.

22.
Directs visitors and safeguards District property.

23.
Turns out lights and locks doors.

24.
Replaces lamps in light fixtures and cleans diffusers as required.

25.
Performs other related duties as assigned.

26.
Performs other related duties as assigned.

EMPLOYMENT STANDARDS:

Knowledge of: 
1.
Methods of cleaning and preserving floors, walls, and fixtures, cleaning materials, disinfectants, and equipment used in custodial work.


2.
Related safety procedures.

Ability to:
1.
Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.


2.
Participate in appropriate training in hazardous materials handling, storage, and disposal; follow designated policy and procedures for Haz-mat identification, storage and disposal; maintain standards related to environmental compliance and personal health and safety as required.


3.
Maintain good working relationships and exercise initiative and good judgment in organizing and solving routine problems.


4.
Lead a group of custodians in cleaning activities.


5.
Use cleaning materials and equipment with skill and efficiently.


6.
Perform heavy physical labor.


7.
Understand and carry out oral and written directions.


8.
Maintain cooperative relationships with those contracted in the work.


9.
Withstand extensive walking, pushing, stooping and squatting.


10.
Work independently with limited supervision.


11.
Train a small group of custodians the appropriate techniques to effectively clean assigned areas.

Experience:
1.
Five years of experience in custodial or janitorial work.

Education:
1.
Equivalent to completion of the eighth grade.

Date Approved:   March 1993

Range:  L-39
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Electrician, Apprentice

DEFINITION:  

Under supervision, to serve as a helper or assistant in the Electrical trade; and to do related work as required.

JOB CHARACTERISTICS:
Incumbents are assigned to work under the skilled craftsperson in the Electrical trade; however, they may be required to help with other work as needed.  Although some training and experience is expected, full journeyman proficiency is not required.  Incumbents in this class may advance to a journeyman class only after promotional qualification requirements have been fulfilled.  Assignment for Apprentice III must at least 75% of time as journeyman in the Electrical trade.
EXAMPLE OF DUTIES AND RESPONSIBILITIES:

Depending upon assignment, duties may include, but are not limited to, the following:

1.
Performs a variety of repair and maintenance duties in the Electrical trade.

2.
Uses the tools of the trade skillfully.

3.
Works either from oral or written instructions, drawings, or specifications.

4.
Observes proper safety precautions.

5.
Keeps tools and equipment in good condition.

6.
Performs other related duties as assigned.

EMPLOYMENT STANDARDS:

Knowledge of: 
1.
Standard methods, materials, and equipment used in one of the maintenance trades.

Ability to:
1.
Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.  

2. Participate in appropriate training in hazardous materials handling, storage, and disposal; follow designated policy and procedures for Haz-mat identification, storage and disposal; maintain standards related to environmental compliance and personal health and safety as required.

3. Use a computer for entry and retrieval of information for work assignments.

4. Use the required tools and equipment skillfully and safely.

5. Work from sketches.

6. Keep work records.

7. Follow oral and written directions.

Certification:
1.
Possession of an appropriate California Operator's license issued by the State Department of Motor Vehicles.

PROMOTIONAL QUALIFICATIONS:

Apprentice I - Entry Level Position, Range 46
Experience:
1.
Basic knowledge of hand tools.


2.
Demonstrated interest in position that requires mechanical aptitude highly desirable.


3.
Knowledge of Electrical tools helpful, but not required.

Education:
1.
Completion of twelfth grade or equivalent.


2.
Trade school courses desirable.

UPON EVALUATION AND RECOMMENDATION BY THE SUPERVISOR AN THE APPRENTICESHIP COMMITTEE AND FINAL APPROVAL BY THE DIRECTOR OF OPERATIONS AND/OR ASSOCIATE DIRECTOR OF PLANT SERVICES, THE EMPLOYEE MAY MOVE TO LEVEL II AFTER COMPLETING 18 MONTHS (OR EQUIVALENT) OF SERVICE AS APPRENTICE I - ELECTRICIAN WITH DEMONSTRATED PROFICIENCY AND 150 HOURS OR EQUIVALENT OF APPROVED VOCATIONAL INSTRUCTION.

Apprentice II - Semi-Skilled, Range 48
Experience:
1.
Two years of experience in a comparable position with another employer or successful completion of the Apprentice I requirements in the Electrical trade.

Education:
1.
Completion of twelfth grade or equivalent.

UPON EVALUATION AND RECOMMENDATION BY THE SUPERVISOR AND THE APPRENTICESHIP COMMITTEE AND FINAL APPROVAL BY THE DIRECTOR OF OPERATIONS AND/OR ASSOCIATE DIRECTOR OF PLANT SERVICES, THE EMPLOYEE MAY MOVE TO LEVEL III AFTER COMPLETING 18 MONTHS (OR EQUIVALENT) OF SERVICE AS APPRENTICE II - ELECTRICIAN WITH DEMONSTRATED PROFICIENCY AND 150 HRS OR EQUIVALENT OF APPROVED VOCATIONAL INSTRUCTION.

Apprentice III - Skilled, Range 52
Experience:
1.
Four years of experience in a comparable position with another employer or successful completion of the Apprentice II requirements in the Electrical trade.

Education:
1.
Completion of twelfth grade or equivalent.

APPRENTICE III EMPLOYEES THAT MEET THE JOURNEYMAN ELECTRICIAN QUALIFICATIONS MAY BE CONSIDERED FOR PROMOTION TO JOURNEYMAN WHEN A POSITION BECOMES AVAILABLE; OR AT THE DISCRETION OF THE DIRECTOR OF OPERATIONS AND/OR ASSOCIATE DIRECTOR OF PLANT SERVICES.

Date Approved:   March 1993
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Electrician, Journey

DEFINITION:  

Under general direction, to do skilled journey level work in the electrician trade; and to do related work as required.

JOB CHARACTERISTICS:
Incumbents are assigned to work primarily in the trade in which they have major skills; however, they may be required to help with other work as needed.  They are expected to train and supervise apprentices as assigned.

EXAMPLE OF DUTIES AND RESPONSIBILITIES:

Depending upon assignment, duties may include, but are not limited to, the following:

1.
Maintains and repairs electrical wiring, fixtures, and equipment.

2.
Installs electrical control and distribution apparatus such as switches, relays, and circuit breaker panels.

3.
Test continuity of circuit to insure electrical compatibility and safety of all components.

4.
Performs other related duties as assigned.

EMPLOYMENT STANDARDS:

Knowledge of: 
1.
Tools, materials, methods, terminology of the trade to which assigned.

Ability to:
1.
Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.  

2. Participate in appropriate training in hazardous materials handling, storage, and disposal; follow designated policy and procedures for Haz-mat identification, storage and disposal; maintain standards related to environmental compliance and personal health and safety as required.

3. Use a computer for entry and retrieval of information for work assignments.

4. Estimate the scope and cost of each work assignment and of the necessary tools and materials to complete the assignments.

5. Work form sketches, drawings, and blueprints.

6. Understand and carry out written and oral instructions.

7. Maintain cooperative relationships with those contacted in the work.

8. Assign and supervise the work of Apprentices.

Experience:
1.
Five years of experience in a comparable position with another employer or successful completion of the Apprentice III requirements in the Electrical trade.

Education:
1.
Completion of twelfth grade or equivalent.

Certification:
1.
Possession of an appropriate California Operator's license issued by the State Department of Motor Vehicles.

Date Approved:   March 1993

Range:  L-54
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Electrician, Lead

DEFINITION:  

Supervise and do skilled journeyman-level work in the electrical trade; to assist in the functional supervision of the maintenance, remodeling, and repair of buildings; and to do other work as required.

JOB CHARACTERISTICS:
Incumbents are assigned to supervise work primarily in the trade in which they have major skills;  however, they may be required to help with other work as needed.  They are expected to train and supervise apprentices as assigned.

EXAMPLE OF DUTIES AND RESPONSIBILITIES:

Depending upon assignment, duties may include, but are not limited to, the following:

1.
Supervises workers on field projects in the electrical field.

2.
Performs skilled journeyman-level work in the electrical trade.

3.
Assists in estimating costs of repair projects in terms of labor and material needed.

4.
Assigns tradesmen and helpers to maintenance work.

5.
May lay out and inspect the work of maintenance men.

6.
May report on preventive maintenance needed.

7.
Maintains and reviews time sheets and prepares related documentation.

8.
Performs other related duties as assigned.

EMPLOYMENT STANDARDS:

Knowledge of: 
1.
Standard methods, materials, and equipment used in the electrical trade.

Ability to:
1.
Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.  

2. Participate in appropriate training in hazardous materials handling, storage, and disposal; follow designated policy and procedures for Haz-mat identification, storage and disposal; maintain standards related to environmental compliance and personal health and safety as required.

3. Use a computer for entry and retrieval of information for work assignments.

4. Demonstrate journeyman-level skill in the electrical trade.

5. Interpret and work from plans and specifications.

6. Assist, supervise, and inspect the work of journeyman.

Experience:
1.
Four years of experience as a journeyman in electrical trades.  The incumbent must have successfully completed a course in supervision or management in an acceptable institution within the last three years or will complete such course within one year after assuming the position.

Education:
1.
Equivalent to completion of the eighth grade.

Certification:
1.
Possession of an appropriate California operator's license issued by the State Department of Motor Vehicles.

Date Approved:   March 1993

Range:  L-58

EEO-Category:  H-60

FOOTHILL ANZA COMMUNITY COLLEGE DISTRICT

OFFICE OF HUMAN RESOURCES AND EQUAL OPPORTUNITY

Energy Management Systems (EMS) Technician

BASIC FUNCTION:
Under the direction of an assigned supervisor, perform skilled journey level work in support of various utilities computer-based systems and related equipment including administration, operation, and maintenance of data-acquisition systems, computer systems and data communication systems.

DISTINGUISHING CHARACTERISTICS:

EMS technicians are assigned to work primarily in HVAC and EMS trade in which they are expected to have major skills; however, they may be required to help with other work as needed. The technician is expected to train and supervise apprentices as assigned. 

REPRESENTATIVE DUTIES:
Depending upon assignment, duties may include, but are not limited to the following: 

3. Maintains, troubleshoot, and repair EMS wiring, processors, modules, and related equipment. 

4. Electronically monitor, via computer software, the operation of the District's EMS. The ability to program and edit the EMS is required. 

5. Provides troubleshooting of EMS and HVAC equipment and makes the appropriate software and hardware repairs. Some electronic related skills and a basic knowledge of electrical theory will be necessary in order to repair the computer and associated electronic components. 

6. Programs the EMS to accommodate normal and custom schedules as required by facility usage. 

7. Commissions software points on the EMS on a point-by-point basis to ensure proper operation. 

8. Programs the EMS to operate the HVAC system in the most energy efficient manner.

9. Installs and commission hardware points on the EMS on a point-by-point basis to ensure proper operation. Provide testing and calibration of EMS controls. Provide preventative maintenance for all EMS hardware. 

10. Monitors the effectiveness of each energy conservation measure installed by the District and make appropriate recommendations for improving. If the actual operation falls short of expectations and the projected energy savings are at risk, this individual is responsible for troubleshooting and correcting the problem. 

11. Preview and assess the District's lighting systems to ensure energy efficiency objectives are met. 

12. Continually investigate and make recommendations for implementing new energy conservation measures. 

13. Operate computer and software programs such as word processing, database, and spreadsheets in order to perform daily off ice duties. 

14. Preview, analyze, and prepare reports on the District's utility bills as directed. 

15. Generate reports as requested of items that affect energy usage including schedule changes, temperature trend logs, and equipment trend logs. 

16. Serve as the District's representative and provide oversight of contractors working on EMS and HVAC projects and provide services including the preparation of bid documents, soliciting bids, monitoring contractors, inspection of work, and other related activities. 

17. Perform other related duties as assigned. 

KNOWLEDGE AND ABILITIES:
KNOWLEDGE OF:

1. Knowledge of PC computer operating systems, EMS software basics.

2. Good communications modes or methods to support system end-users.

3. State of the art interactive and real-time utility information and data acquisition systems.

4. Remote data-acquisition and metering equipment.

ABILITY TO:

1. Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.  

2. Participate in appropriate training in hazardous materials handling, storage, and disposal; follow designated policy and procedures for Haz-mat identification, storage and disposal; maintain standards related to environmental compliance and personal health and safety as required.

3. Use a computer for entry and retrieval of information for work assignments.

4. Operate assigned equipment.

5. To perform system hardware and software updates/upgrades.

6. Estimate the scope and cost for each work assignment and of the necessary tools and materials to complete the assignments. 

7. Work from sketches, drawings, and blueprints. 

8. Understand and carry out written and oral instructions. 

9. Maintain cooperative relationships with those contacted in the work. 

10. Assign and supervise the work of apprentices. 

EDUCATION AND EXPERIENCE:

Sufficient education, training and/or work experience to demonstrate possession of the following knowledge, skills, and abilities, which would typically be acquired through:

Any combination equivalent to: Twelfth grade supplemented by two years of related college course work in HVAC or related field and four years experience with automated EMS and HVAC systems, pneumatic control systems lighting systems and energy conservation.  An Associate’s Degree in computer Science or Information Systems or a related field preferred.  

LICENSES:

Possession of an appropriate California Operator's license issued by the State Department of Motor Vehicles.

WORKING CONDITIONS:

ENVIRONMENT:

Work in a computer environment.

PHYSICAL ABILITIES:

1. Hearing and speaking to exchange information.

2. Dexterity of hands and fingers to operate assigned equipment.

3. Seeing to read various materials.

4. Bending at the waist, kneeling or crouching.

5. May perform moderate lifting.

6. Sitting for extended periods of time. 

7.  Accessing HVAC equipment on roofs, in attics, and various mechanical rooms.

DATE APPROVED: March 2000
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Environmental Specialist

BASIC FUNCTION:

Under the direction of the Director of Environmental Health & Safety, perform a variety of technical and physical duties in support of a comprehensive compliance program on multiple campuses for the management of hazardous materials and waste and to maintain air and water quality standards.

REPRESENTATIVE DUTIES:

1. Routinely inspect areas on the campuses that store hazardous materials and waste, advise how the areas should be maintained and recommend area of improvements.

2. Provide guidance for the segregation and the maintenance of chemicals within secondary containment.

3. Perform waste determinations for activities done on campus.

4. Write permits and technical document (Closure Plans, Hazardous Material Business Plans, departmental waste programs, etc.) with clarity, precision and effectiveness, including technical terms, correct English usage, and professional vocabulary.  

5. Train essential environmental programs by formal instruction and by hands-on demonstration. Answer technical questions; tutor staff and demonstrate the application of environmental rules.

6. Maintain detailed records on training, manifests, universal waste management, and other programs with the highest level of record-keeping accuracy.

7. Effectively communicate to the campus staff in a manner to enhance environmental compliance.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

1. Familiar with Federal, State and local rules and regulations pertaining to hazardous materials and waste labeling, storage, handling, packaging, manifesting, labeling, transportation and disposal. Knowledgeable on regulations related to air and water quality.

2. Knowledge of chemistry and the principles of segregation, compatibility, reaction potential, storage requirements and secondary containment.

3. Knowledge of waste characteristics and waste determinations.

4. Technical knowledge tempered with the ability to explain each compliance aspect.

ABILITY TO:

1. Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.

2. Ability to interpret, apply and explain rules, regulations, policies and procedures (such as the HAZCOM Standards, Fire Codes, Permitting Requirements, Spill Control Measures, Protective Clothing and Equipment Utilization) and other detailed programs tailored to the level of each department on campus.

3. Ability to provide coordination or response to chemical spills and leaks with either the campus staff or with an environmental contractor, including the completion of all notifications.

4. Ability to support the Contingency Plan for each campus or building occupied by the Colleges.

5. Ability to exhibit very strong interpersonal skills with the ability to use tact, patience, and courtesy in developing effective working relationships with others.

6. Ability to perform administrative duties as assigned; monitor assigned budget expenditures.

7. Ability to effectively manage time and meet schedules for high volume productivity.  

EDUCATION AND EXPERIENCE:

1. Any combination equivalent to: BA/BS degree in a science field.

2. Two years work experience in the environmental field.  

3. Course work in chemistry, environmental studies or related disciplines.

WORKING CONDITIONS:

ENVIRONMENT:

1. All areas of the De Anza, Foothill and Middlefield campuses, including academic, administrative and plant service operations. 

PHYSICAL ABILITIES:
1. Hearing and speaking to exchange information.

2. Dexterity of hands and fingers to operate computer, label containers, inspect equipment and perform tasks.

3.  Seeing for extended visual computer tasks of detailed spreadsheets and regulatory documents.

4. Sitting or standing for extended periods of time during inspection and waste collection.

5. Capable of lifting up to 50 pounds to assist in the collection of waste containers about campus.

DATE APPROVED:  October 3, 2006

RANGE:  L-61
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Facilities Drafting Technician

DEFINITION:  

Under general direction, performs a variety of difficult and responsible drafting duties in connection with the preparation of preliminary and final working designs and drawings and the preparation of related specifications for a variety of building construction maintenance and conversion projects; maintains all blueprint specifications and related construction documents for District property; performs related duties as assigned.

EXAMPLE OF DUTIES AND RESPONSIBILITIES:

Depending upon assignment, duties may include, but are not limited to, the following:

1.
Updates and maintain plans and drawings of District maintained buildings and facilities.

2.
Prepares working drawings, maps, charts, facility alteration schematics, and schematics.

3.
Provides detailed drawings and assists in preparing cost and time estimates for maintenance and remodeling projects.

4.
Confers with Districts maintenance staff, college, clients, architects, engineers and contractors regarding construction problems, work schedules and deviations from specifications.

5.
Makes annual updates of master utility and building plans; reviews changes in plans and specifications with District maintenance staff.

6.
Inspects campus buildings and grounds to verify the location and identification of electrical, water, gas, voice/data, irrigation, and fire protection systems and components.

7.
Maintains facility blueprint files for completeness and updates as-built files once project has been completed.

8.
Performs related duties as assigned.

EMPLOYMENT STANDARDS:

Knowledge of: 
1.
State and Federal building codes; Title 24, OSA Regulations and Handicap Accessibility requirements, UBC.


2.
General draft methods, tools and symbols used in architectural, civil, mechanical, and electrical drawings.


3.
Building materials, particularly as applied to school construction.


4.
Basic principles of construction cost estimating.


5.
Elementary principles of civil, structural and mechanical engineering.


6.
Computer literacy.

Ability to:
1.
Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.  

2. Participate in appropriate training in hazardous materials handling, storage, and disposal; follow designated policy and procedures for Haz-mat identification, storage and disposal; maintain standards related to environmental compliance and personal health and safety as required.

3. Use a computer for entry and retrieval of information for work assignments.

4. Draft plans and specifications from detailed sketches and instructions.

5. Make appropriate modifications to existing drawings.

6. Prepare charts, graphs, and diagrams.

7. Read and interpret building plans, specifications and code compliance's.

8. Operate a blueprint machine.

9. Prepare correspondence to campus clients and outside vendors.

10. Establish and maintain cooperative working relationship with those contacted in the course of work.

Experience:
1.
Two years in a drafting position with included modifying building plans or drawings.


2.
Two years of maintaining facility blueprint files and updating as built drawings,

Education:
1.
Associate of Arts degree or equivalent with emphasis on coursework in drafting technology, engineering, or related field.

Date Approved:   March 1993
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Fire/Life Safety Systems Technician

DEFINITION

Under general supervision of the Director of Facilities and Operations, plan, evaluate, repair, inspect, and maintain all district Fire Life Safety systems.

EXAMPLE OF DUTIES

1. Investigate and identify fire alarm and fire sprinkler system problems and develop plans to affect repairs.

2. Evaluate equipment and develop preventative maintenance schedules for all fire systems and their components.

3. Inspect fire systems to ensure conformance with Federal, state, and local regulatory agencies.

4. Design and plan fire system alterations.

5. Review plans and specifications, related to Fire Life Safety, for renovations and new construction.

6. Act as District’s liaison with Fire Marshal, and any state or Federal Insurance investigators inspecting district facilities related to fire life safety.

7. Work with Division Deans, and Plant Services leads to inspect, identify and facilitate correction of regulatory violations.

8. Act as state Inspector on major fire life safety construction projects within the district.

9. Prepare correspondence to agencies and vendors as well as preparing informal contracts for material and labor agreements.

10. Affect all hands on repairs related to alarm and sprinkler systems.

11. Perform Construction Management duties for all construction projects relating to Fire Life Safety.

EMPLOYMENT STANDARDS

Knowledge of:

1. All Federal, state, and local regulations pertaining to fire life safety

2. Computer and software uses and practices

3. Electrical distribution as it relates to fire life safety

4. Design requirement, technical operating details of fire life safety alarm and suppression systems.

5. Safe work practices based on industry standard Injury and Illness Prevention Practices.

Ability to:

1. Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.  

2. Participate in appropriate training in hazardous materials handling, storage, and disposal; follow designated policy and procedures for Haz-mat identification, storage and disposal; maintain standards related to environmental compliance and personal health and safety as required.

3. Use a computer for entry and retrieval of information for work assignments.

4. Utilize and repair fire life safety equipment.

5. Prepare sketches and drawings for minor construction projects.

6. Prepare written correspondence to Federal, state, and local agencies.

7. Understand and interpret complex fire life safety regulations.

8. Use electrical and plumbing tools and equipment.

9. Use computer programs, equipment and testing equipment.

10. Interface with administrators, public, staff, students and regulatory agencies.

11. Acquire Division of the State Architect inspection license.

Experience:

1. Four Years practical experience with fire life safety systems

2. Four Years practical experience with fire sprinkler and suppression systems

3. One year journeyman-level experience 

Education:

Completion of High School

Certification:

Valid California Drivers Operator’s License

Date Approved:  October 2006

Range:  L-54

EEO-Category:  H60

 Foothill-De Anza Community College District

Office of Human Resources and Equal Opportunity

Classification Services

Approved Position Description

For

Glazier, Journey 

DEFINITION:  

Under general supervision, to do skilled journey level glazier work and skilled work in several of the other trades in the maintenance and repair of buildings and equipment, and to do related work as directed.

JOB CHARACTERISTICS:

Positions in this class are assigned the full range of journey glazier duties, as well as a variety of tasks in the other building trades.  Although work requires the use of journeyman's tools and the ability to perform operations in several crafts, the skill required in the other trades is less than would be required of a journey in the specified trade.

EXAMPLE OF DUTIES AND RESPONSIBILITIES:

Depending upon assignment, duties may include, but are not limited to, the following:

1.
Identifies needs, orders material and supplies, and performs all glazier work necessary in the District.

2.
Directs and trains other employees in the general maintenance glazier work including glazing.

3.
Makes repairs to furniture, cabinets, and other equipment.

4.
Scrapes, sands, fills, or in other manner prepares surface for painting or re-painting.

5.
Applies finish to various surfaces, such as wood, metal, glass, plaster, stucco, wallboard, brick and cement.

6.
Cleans brushes, tools, and other equipment.

7.
Makes emergency repairs and adjustments to plumbing equipment and apparatus in school buildings, such as replacing faucets, washers, gaskets, and radiator valves.

8.
Makes electrical repairs, such as replacing fuses, fixtures, ballasts, and switches; tapes exposed wiring; maintains internal/external lighting systems.

9.
Inspects ventilating systems to insure proper heat and air flow, and checks room temperature; services fans, compressors, pumps and other equipment; cleans as required.

10.
Makes roof repairs as required.

11.
Uses hand power tools.

12.
Performs various skilled duties as required.

13.
Assists other trades as required.

14.
Performs other related duties as assigned.

EMPLOYMENT STANDARDS:

Knowledge of: 
1.
Working knowledge of tools, materials, window fixtures, and terminology used in the glazing trade.


2.
Working knowledge of tools, materials, methods and terminology used in several of the building trades, such as carpentry, plumbing, heating/ventilating, and electrical.


3.
Methods and practices followed in the maintenance of tools, machinery, and equipment.

Ability to:
1.
Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.  

2. Participate in appropriate training in hazardous materials handling, storage, and disposal; follow designated policy and procedures for Haz-mat identification, storage and disposal; maintain standards related to environmental compliance and personal health and safety as required.

3. Use a computer for entry and retrieval of information for work assignments.

4. Identify material needs, locate appropriate vendor catalog numbers for those needs, and prepare material requisitions for the needed material.

5. Estimate the scope of each work assignment and secure necessary tools and materials to complete the assignment.

6. Perform skillfully, a variety of maintenance and repair activities.

7. Perform manual labor.

8. Maintain cooperative relationships with those contacted in the work.

9. Assign the work of others.

10. Work from sketches, drawings, and blueprints.

Experience:
1.
Four years of responsible experience in a comparable general maintenance position with another employer accomplishing glazing work or successful completion of the Apprentice III requirements in the Utility Maintenance trade.

Education:
1.
Completion of twelfth grade or equivalent.

Certification:
1.
Possession of an appropriate California Operator's license issued by the State Department of Motor Vehicles.

Date Approved:   March 1993

Range:  L-54

EEO-Category:  H-60

Foothill-De Anza Community College District

Office of Human Resources and Equal Opportunity

Classification Services

Approved Position Description

For

Grounds Gardener I

DEFINITION:  

Under supervision, to perform routine grounds maintenance work in maintaining lawns and landscaped areas; to perform heavy manual labor and to do related work as required, an entry position.

JOB CHARACTERISTICS:

Work may by assigned and supervised in such a way as to permit the performance of primarily routine duties with minimum opportunity for exercising independent judgment.  In such cases, 

the position may remain a Grounds Gardener I for an indefinite period of time.

EXAMPLE OF DUTIES AND RESPONSIBILITIES:

Depending upon assignment, duties may include, but are not limited to, the following:

1.
Sweeps sidewalks, lawns and other areas.

2.
Rakes leaves and picks up rubbish and paper.

3.
Assists in planting, cultivating, fertilizing, irrigating lawns and flower beds.

4.
Prunes and trims trees, shrubs and lawns.

5.
Sprays and dusts insecticides and other chemicals to control pests and weeds.

6.
Performs general manual laboring work.

7.
Assists in the care and maintenance of tools and equipment.

8.
May drive a truck in the performance of duties.

9.
Mows, trims, and edges lawns and athletic fields.

10.
May assist in blacktopping roads and walks, installing fences, laying bricks and concrete slabs and installing signs.

11.
Corrects minor irrigation problems.

12.
Performs other related duties as assigned.

EMPLOYMENT STANDARDS:

Knowledge of: 
1.
Uses and purposes of various hand tools employed in grounds keeping and general laboring work.

Ability to:
1.
Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.  

2. Participate in appropriate training in hazardous materials handling, storage, and disposal; follow designated policy and procedures for Haz-mat identification, storage and disposal; maintain standards related to environmental compliance and personal health and safety as required.

3. Use a computer for entry and retrieval of information for work assignments.

4. Operate hand gardening tools.

5. Work cooperatively with others.

6. Follow oral and written instructions.

7. Perform general manual laboring work.

8. Read and write.

Experience:
1.
Experience in grounds keeping or general laboring work.  Can be moved into the Grounds Gardener II class upon recommendation of supervisor.

Education:
1.
Equivalent to graduation from the eighth grade.

Certification:
1.
Possession of an appropriate California operator's license issued by the State Department of Motor Vehicles.

Upon evaluation and recommendation by the supervisor and final approval by the Supervising Manager, the employee may move to Grounds Gardener II after completing two years of service as Grounds Gardener I. 

Date Approved:   March 1993

Range:  L-37

EEO-Category:  H-70

Foothill-De Anza Community College District

Office of Human Resources and Equal Opportunity

Classification Services

Approved Position Description

For

Grounds Gardener II

DEFINITION:  

Under supervision, to perform routine grounds maintenance work in maintaining lawns and campus grounds; to perform heavy manual labor; and to do related work as required.

JOB CHARACTERISTICS:
Level II positions may be distinguished from level I by the assignment of skilled gardening duties such as pruning, cultivating, fertilizing, and maintaining campus grounds.  These duties require the exercise of initiative and independent judgment.

EXAMPLE OF DUTIES AND RESPONSIBILITIES:

Depending upon assignment, duties may include, but are not limited to, the following:

1.
Sweeps sidewalks, lawns, and other areas.

2.
Rakes leaves and picks up rubbish and paper.

3.
Assists in planting, cultivating, fertilizing and irrigating lawns and flowerbeds.

4.
Prunes and trims trees, shrubs, and lawns.

5.
Sprays and dusts insecticides and other chemicals to control pests and weeds.

6.
Performs general manual laboring work.

7.
Assists in the care and maintenance of tools and equipment.

8.
May drive a truck in the performance of duties.

9.
Mows, trims, and edges lawns and athletic fields.

10.
May assist in blacktopping roads and walks, installing fences, laying bricks and concrete slabs and installing signs.

11.
Performs other related duties as assigned.

EMPLOYMENT STANDARDS:

Knowledge of: 
1.
Uses and purposes of various hand tools employed in grounds keeping and general laboring work.

Ability to:
1.
Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.  

2. Participate in appropriate training in hazardous materials handling, storage, and disposal; follow designated policy and procedures for Haz-mat identification, storage and disposal; maintain standards related to environmental compliance and personal health and safety as required.

3. Use a computer for entry and retrieval of information for work assignments.

4. Operate hand gardening tools.

5. Work cooperatively with others.

6. Follow verbal and written instructions.

7. Perform general manual laboring work.

8. Work in an environment where there is high exposure to dust, pollens, and other allergens.

9. Ability to withstand extensive standing, walking, stooping, squatting, pushing, pulling, and climbing.

Experience:
1.
Two years experience in grounds keeping in a comparable position with another employer or successful completion of the Grounds Gardener I promotional qualifications.

Education:
1.
Completion of eighth grade, or equivalent.

Additional Requirements:
1.   Possession of an appropriate California operator's license issued by the State Department of Motor Vehicles.

In order to be considered for an opening at the Grounds Gardener III or IV level, the employee must have demonstrated aptitude in the operation of heavy equipment and training in irrigation.
Date Approved:   March 1993

Range:  L-39

EEO-Category:  H-70

Foothill-De Anza Community College District

Office of Human Resources and Equal Opportunity

Classification Services

Approved Position Description

For

Grounds Gardener III, Irrigation Specialist

DEFINITION:  

Under general supervision, to perform irrigation work as well as general grounds maintenance; and to do related work as required.

JOB CHARACTERISTICS:
This is the specialist level of grounds maintenance.  Positions in this class may be distinguished by the special knowledge of irrigation practice, and equipment associated with irrigation.  The incumbent also performs skilled gardening duties such as pruning, cultivating, fertilizing, and maintaining landscaped areas.  Employees may be required to operate heavy equipment i.e. backhoe, trencher, These duties require the exercise of initiative and independent judgment.  

EXAMPLE OF DUTIES AND RESPONSIBILITIES:

Depending upon assignment, duties may include, but are not limited to, the following:

1.
Installs and repairs sprinkler systems and irrigation piping.

2.
Cleans drainage areas and clogged sprinkler systems.

3.
May dig postholes and trenches.

4.
May do maintenance and repair work such as blacktopping roads and paths, laying concrete slabs, installing street signs, laying bricks, installing fences, and moving equipment.

5.
May perform general custodial duties either seasonally or incidental to grounds keeping activities.

6.
Operates heavy equipment necessary in irrigation.

7.
Performs other related duties as assigned.

EMPLOYMENT STANDARDS:

Knowledge of: 
1.
Tools, materials, equipment, and standard practices of irrigation grounds keeping and gardening work.

Ability to:
1.
Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.  

2. Participate in appropriate training in hazardous materials handling, storage, and disposal; follow designated policy and procedures for Haz-mat identification, storage and disposal; maintain standards related to environmental compliance and personal health and safety as required.

3. Use a computer for entry and retrieval of information for work assignments.

4. Safely use the hand and power tools of gardening and grounds keeping work.

5. Perform heavy physical labor.

6. Follow verbal and written directions.

Experience:
1.
Two years of grounds keeping experience in a capacity equivalent to that of a Grounds Gardener II with at least one year of employment in the Foothill-De Anza Community College District.

Education:
1.
Equivalent to completion of the eighth grade.

Certification:
1.
Possession of an appropriate California operator's license issued by the State Department of Motor Vehicles.

Date Approved:   March 1993

Range:  L-40

EEO-Category:  H-70

Foothill-De Anza Community College District

Office of Human Resources and Equal Opportunity

Classification Services

Approved Position Description

For

Grounds Gardener IV, Athletic Field

DEFINITION:  

Under general supervision to perform grounds maintenance and gardening work with a particular emphasis on preparing athletic fields for sporting events and to do related work as required.

JOB CHARACTERISTICS:
This is the experienced working level grounds maintenance class.  Positions in this class may be distinguished from the next lower class by the assignment of skilled gardening duties such as specific requirements for the athletic field, pruning, cultivating, fertilizing, and maintaining landscaped areas.  These duties require the exercise of initiative and independent judgment.

EXAMPLE OF DUTIES AND RESPONSIBILITIES:

Depending upon assignment, duties may include, but are not limited to, the following:

1.
Maintains athletic fields for sports and other events.

2.
Cultivates, waters, and trims hedges.

3.
Sweeps walks and driveways and picks up paper and rubbish.

4.
Marks field lines and sets up athletic and other equipment for events.

5.
May perform general custodial duties either seasonally or incidental to grounds keeping activities.

6.
May do maintenance and repair work such as blacktopping roads and paths, laying concrete slabs, installing street signs, laying bricks, installing fences, and moving equipment.

7.
Operates mowers, tractors and other equipment.

8.
Performs other related duties as assigned.

EMPLOYMENT STANDARDS:

Knowledge of: 
1.
Tools, materials, equipment, and standard practices of routine grounds keeping and gardening work.

Ability to:
1.
Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.  

2. Participate in appropriate training in hazardous materials handling, storage, and disposal; follow designated policy and procedures for Haz-mat identification, storage and disposal; maintain standards related to environmental compliance and personal health and safety as required.

3. Use a computer for entry and retrieval of information for work assignments.

4. Safely use the hand and power tools of gardening and grounds keeping work.

5. Perform heavy physical labor.

6. Follow verbal and written directions.

Experience:
1.
Two years of grounds keeping experience in a capacity equivalent to that of a Grounds Gardener III in the Foothill-De Anza Community College District.

Education:
1.
Equivalent to completion of the eighth grade.

Certification:
1.
Possession of an appropriate California operator's license issued by the State Department of Motor Vehicles.

Date Approved:   March 1993

Range:  L-42

EEO-Category:  H-70

Foothill-De Anza Community College District
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Classification Services

Approved Position Description

For

Grounds Gardener IV, Sprayer

DEFINITION:  

Under direction, to perform skilled grounds maintenance and gardening work with emphasis on spraying; and to do related work as required.

JOB CHARACTERISTICS:
Positions in this class, as a major assignment, perform skilled work in the following field: Pest Control.  This class is distinguished from the next lower class by working with little or no supervision and displaying more initiative.  Individuals in this class will be required to perform duties in other areas of grounds keeping in addition to their specialty.  Individuals in this class may train and supervise others.

EXAMPLE OF DUTIES AND RESPONSIBILITIES:

Depending upon assignment, duties may include, but are not limited to, the following:

1.
Selects and mixes chemicals to use in abatement of specific pests.

2.
Conducts a pest prevention program.

3.
Identifies various pests and determines the best method of elimination.

4.
Acts as leader of a spray team in the spraying of shrubs, trees, and lawn.

5.
Controls rodent pests.

6.
Maintains inventory of pesticides and other hazardous materials in their custody.

7.
Performs other related duties as assigned.

EMPLOYMENT STANDARDS:

Knowledge of: 
1.
Methods used in control of weeds, insects, fungus, and rodents.


2.
Types of chemicals used in pest control.


3.
Methods, supplies, and tools used in pest control.


4.
Safety practices in the area of pest control.

Ability to:
1.
Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.  

2. Participate in appropriate training in hazardous materials handling, storage, and disposal; follow designated policy and procedures for Haz-mat identification, storage and disposal; maintain standards related to environmental compliance and personal health and safety as required.

3. Use a computer for entry and retrieval of information for work assignments.

4. Operate power driven equipment.

5. Perform gardening and grounds keeping work.

6. Follow instructions and carry out assignments.

7. Perform heavy manual labor.

8. Establish and maintain cooperative relationships with those contacted in work.

Experience:
1.
Three years of experience in pest control.

Education:
1.
Equivalent to the completion of the eighth grade.

Certifications:
1.
Possession of an appropriate California operator's license issued by the State Department of Motor Vehicles.


2.
Possession of a spray license issued by the State of California, Department of Food and Agriculture Certified Commercial Applicator in the following certification categories: A (Industrial and Institutional), B (Ornamental and Turf), and C (Right-of-way).

Date Approved:   March 1993

Range:  L-42

EEO-Category:  H-70

Foothill-De Anza Community College District

Office of Human Resources and Equal Opportunity

Classification Services

Approved Position Description

For

Grounds Gardener, Head - De Anza

DEFINITION:  

Under limited supervision, responsible to plan, schedule, supervise, inspect and assist in the work of the Grounds Gardening crew at De Anza; prioritizes all work orders and assigns crew accordingly.

EXAMPLE OF DUTIES AND RESPONSIBILITIES:

Depending upon assignment, duties may include, but are not limited to, the following:

1.
Assigns duties to Grounds-Gardeners, and inspects completed work.

2.
Plans schedules for new planting, and routine grounds care and watering.

3.
Supervises, assists, and trains Grounds-Gardeners in the planting, cultivating, propagating, transplanting, and care of trees, shrubs, hedges, flowers, lawns, and various ground covers or other assigned work.

4.
Designs and lays out minor landscape work as necessary.

5.
Supervises and assists in pest and weed control work.

6.
Supervises or assists with minor repairs to gardening equipment.

7.
Supervises and assists laying out baseball and football fields, in putting up goal posts, and in lining track and football fields.

8.
Maintains records and requisitions supplies.

9.
Supervises and assists with minor repair to gardening equipment.

In addition to regular Head Ground Gardener duties, the De Anza position is responsible for the following:

10.
Coordinates, supervises and assists in layout, arrangement and relocation of furniture for entire campus.

11.
Supervises, coordinates and assists in the set up and take down of tents, booths and equipment for all special programs and events.

12.
Responsible to work with community contacts in preparing the Open Events Arena for concerts and various activities.

13.
Responsible for the auxiliary storage facility located on De Anza campus; coordinates storage of District property; monitors and maintains inventory control system for furniture and property.

14.
Performs other related duties as assigned.

EMPLOYMENT STANDARDS:

Knowledge of: 
1.
Principles and practices of supervision.


2.
Plants adapted to the climate of the area, with particular regard for those varieties suitable for school ground landscaped areas.


2.
Various types of soil in the area, together with a good knowledge of the proper fertilizers.


3.
Common tree, ornamental shrub and lawn pests and diseases and the methods of control and eradication.


4.
Methods and materials used in landscaping, fence construction, and paving.


5.
Principles and practices if inventory control.

Ability to:
1.
Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.  

2. Participate in appropriate training in hazardous materials handling, storage, and disposal; follow designated policy and procedures for Haz-mat identification, storage and disposal; maintain standards related to environmental compliance and personal health and safety as required.

3. Use a computer for entry and retrieval of information for work assignments.

4. Recommend and carry out a centralized program of grounds maintenance.

5. Schedule, coordinate, assign, and supervise the work of grounds crew.

6. Perform skilled gardening and grounds keeping work.

7. Interpret landscaping plans and sketches.

8. Follow oral and written instructions.

9. Establish and maintain cooperative relationships with those contacted in the work.

10. Coordinate and prioritize several functions at one time.

Experience:
1.
Three years of experience in grounds keeping work, including at least one year in a supervisory capacity.

Education:
1.
Equivalent to completion of the twelfth grade. 

Certification:
1.
Possession of an appropriate California operator's license issued by the State Department of Motor Vehicles.

Date Approved:  March 1993

Range:  L-51

EEO-Category:  H-70
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Approved Position Description

For

Grounds Gardener, Head - Foothill

DEFINITION:  

Under direction, to plan, supervise, and assist in the gardening and grounds keeping work of a campus or Central Services; and to do other work as required.

EXAMPLE OF DUTIES AND RESPONSIBILITIES:

Depending upon assignment, duties may include, but are not limited to, the following:

1.
Assigns duties to Grounds-Gardeners, and inspects completed work.

2.
Plans schedules for new planting, and routine grounds care and watering.

3.
Supervises, assists, and trains Grounds-Gardeners in the planting, cultivating, propagating, transplanting, and care of trees, shrubs, hedges, flowers, lawns, and various ground covers or other assigned work.

4.
May design and lay out minor landscape work.

5.
Supervises and assists in pest and weed control work.

6.
Supervises or assists with minor repairs to gardening equipment.

7.
Supervises and assists laying out baseball and football fields, in putting up goal posts, and in lining track and football fields.

8.
Maintains records and requisitions supplies.

9.
In addition, when assigned to Central services, duties may include assigning duties to refuse truck driver, spray man, tree man, and heavy equipment operator, and inspects completed work.

10.
Plans routine schedules for pick-up and delivery schedule.

11.
Plans routine schedules of spray man for weed control such as: pre-emerged, contact weed killer, spray for insects and use of insecticide, fungicide as related to trees and lawns, etc.

12.
Inspect proper operation of refuses truck in the collection, trucking, disposal of refuse and trash and reports needed mechanical repair.

13.
Supervises the proper disposal of all classified materials on both campuses.

14.
Supervises or assists the proper methods of trenching technique, laying bricks, concrete finishing, installing signs and fences.

15.
Estimate labor and materials to assigned projects.

16.
Performs other related duties as assigned.

EMPLOYMENT STANDARDS:

Knowledge of: 
1.
Plants adapted to the climate of the area, with particular regard for those varieties suitable for school ground landscaped areas.


2.
Various types of soil in the area, together with a good knowledge of the proper fertilizers.


3.
Common tree, ornamental shrub and lawn pests and diseases and the methods of control and eradication.


4.
Methods and materials used in landscaping, fence construction, and paving.


5.
Principles of supervision.

Ability to:
1.
Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.  

2. Participate in appropriate training in hazardous materials handling, storage, and disposal; follow designated policy and procedures for Haz-mat identification, storage and disposal; maintain standards related to environmental compliance and personal health and safety as required.

3. Use a computer for entry and retrieval of information for work assignments.

4. Recommend and carry out a centralized program of grounds maintenance.

5. Schedule, coordinate, assign, and supervise the work of groundskeepers.

6. Keep records of supplies and equipment.

7. Perform skilled gardening and grounds keeping work.

8. Interpret landscaping plans and sketches.

9. Follow oral and written instructions.

10. Establish and maintain cooperative relationships with those contacted in the work.

Experience:
1.
Three years of experience in grounds keeping work, including at least one year in a supervisory capacity.

Education:
1.
Equivalent to completion of the twelfth grade.  (Additional qualifying experience may be substituted for the required high school education on a year-for-year basis.)  The incumbent must have successfully completed a course in supervision or management in an acceptable institution within the last three years or will complete such a course within one year after assuming the position.

Certification:
1.
Possession of an appropriate California operator's license issued by the State Department of Motor Vehicles.

Date Approved:  March 1993
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Approved Position Description

For

Hardware Apprentice

DEFINITION:  

Under supervision to serve as a helper or assistant in the Locksmith trade; perform semi skilled and/or skilled work in welding and steel fabrication; and to do related work as required.

JOB CHARACTERISTICS:
Incumbents are assigned to work under the skilled craftsperson in the Hardware trade; however, they may be required to help with other work as needed.  Although some training and experience is expected, full journeyman proficiency is not required.  Incumbents in this class may advance to a journeyman class only after promotional qualification requirements have been fulfilled.  Assignment for Apprentice III must include at least 75% of time as Journeyman in the Hardware trade.

EXAMPLE OF DUTIES AND RESPONSIBILITIES:

Depending upon assignment, duties may include, but are not limited to, the following:

1.
Performs a variety of repair and maintenance duties in the Hardware trade.

2.
Performs welding and steel fabrication work as assigned.

3.
Uses the tools of the trade skillfully.

4.
Works either from oral or written instructions, drawings, or specifications.

5.
Observes proper safety precautions.

6.
Keeps tools and equipment in good condition.

7.
Performs other related duties as assigned.

EMPLOYMENT STANDARDS:

Knowledge of: 
1.
Standard methods, materials, and equipment used in one of the maintenance trades.

Ability to:
1.
Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.  

2. Participate in appropriate training in hazardous materials handling, storage, and disposal; follow designated policy and procedures for Haz-mat identification, storage and disposal; maintain standards related to environmental compliance and personal health and safety as required.

3. Use a computer for entry and retrieval of information for work assignments.

4. Use the required tools and equipment skillfully and safely.

5. Keep work records.

6. Follow oral and written directions.

Certification:
1.
Possession of an appropriate California Operator's license issued by the State Department of Motor Vehicles.

PROMOTIONAL QUALIFICATIONS:

Apprentice I - Entry Level Position, Range 46
Experience:
1.
Basic knowledge of hand tools


2.
Demonstrated interest in position that requires mechanical aptitude highly desirable.


3.
Knowledge of Locksmith, welding, or steel fabrication helpful, but not required.

Education:
1.
Completion of twelfth grade or equivalent.


2.
Trade school courses desirable.

UPON EVALUATION AND RECOMMENDATION BY THE SUPERVISOR AND THE APPRENTICESHIP COMMITTEE AND FINAL APPROVAL BY THE DIRECTOR OF OPERATIONS AND/OR ASSOCIATE DIRECTOR OF PLANT SERVICES, THE EMPLOYEE MAY MOVE TO LEVEL II AFTER COMPLETING 18 MONTHS (OR EQUIVALENT) OF SERVICE AS APPRENTICE I - LOCKSMITH WITH DEMONSTRATED PROFICIENCY AND 150 HOURS OR EQUIVALENT OF APPROVED VOCATIONAL INSTRUCTION.

Apprentice II - Semi-Skilled, Range 48
Experience:
1.
Two years of experience in a comparable position with another employer or successful completion of the Apprentice I requirements in the Hardware trade.

Education:
1.
Completion of twelfth grade or equivalent.

UPON EVALUATION AN RECOMMENDATION BY THE SUPERVISOR AND THE APPRENTICESHIP COMMITTEE AND FINAL APPROVAL BY THE DIRECTOR OF OPERATIONS AND/OR ASSOCIATE DIRECTOR OF PLANT SERVICES, THE EMPLOYEE MAY MOVE TO LEVEL III AFTER COMPLETING 18 MONTHS (OR EQUIVALENT) OF SERVICE AS APPRENTICE/HELPER II - HARDWARE WITH DEMONSTRATED PROFICIENCY AND 150 HRS OR EQUIVALENT OF APPROVED VOCATIONAL INSTRUCTION.

Apprentice III - Skilled, Range 52
Experience:
1.
Four years of experience in a comparable position with another employer or successful completion of the Apprentice II requirements in the Hardware trade.

Education:
1.
Completion of twelfth grade or equivalent.

APPRENTICE III EMPLOYEES THAT MEET THE JOURNEYMAN HARDWARE QUALIFICATIONS MAY BE CONSIDERED FOR PROMOTION TO JOURNEYMAN WHEN A POSITION BECOMES AVAILABLE; OR AT THE DISCRETION OF THE DIRECTOR OF OPERATIONS AND/OR ASSOCIATE DIRECTOR OF PLANT SERVICES.

Date Approved:   March 1993

Range:  
Level I, L- 46


Level II, L-48


Level III, L-52

EEO-Category:  H-60

Foothill-De Anza Community College District

Office of Human Resources and Equal Opportunity

Classification Services

Approved Position Description

For

Hardware Journey

DEFINITION:  

Under general supervision, to do skilled journey level work in the Hardware trade; welding and steel fabrication; and to do related work as required.

JOB CHARACTERISTICS:
Incumbents are assigned to work primarily in the trade in which they have major skills; however, they may be required to help with other work as needed.  They are expected to train and supervise apprentices as assigned.

EXAMPLE OF DUTIES AND RESPONSIBILITIES:

Depending upon assignment, duties may include, but are not limited to, the following:

1.
Repairs and opens locks, makes, keys, and changes lock combinations, using hand tools and special equipment.

2.
Disassembles locks such as padlocks, safe locks, and door locks, and repairs worn tumblers, springs, and other parts.

3.
May keep records of company locks and keys.

4.
Constructs metal devices used in District, i.e., TV mounts, special purpose equipment).

5.
Performs required welding.

6.
Performs repairs on all furniture with metal accessories or of metal (desks, files, cabinets, etc.).

7.
Performs miscellaneous repairs requiring metal work.

8.
Prepare related documentation.

9.
Performs other related duties as assigned.

EMPLOYMENT STANDARDS:

Knowledge of: 
1.
Tools, materials, methods, and terminology of the trade to which assigned.

Ability to:
1.
Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.  

2. Participate in appropriate training in hazardous materials handling, storage, and disposal; follow designated policy and procedures for Haz-mat identification, storage and disposal; maintain standards related to environmental compliance and personal health and safety as required.

3. Use a computer for entry and retrieval of information for work assignments.

4. Estimate the scope and cost of each work assignment and of the necessary tools and materials to complete the assignment.

5. Work from sketches, drawings, and blueprints.

6. Understand and carry out written and oral instructions.

7. Maintain cooperative relationships with those contacted in the work.

8. Assign and supervise the work of Apprentices.

Experience:
1.
Five years of experience in a comparable position with another employer or successful completion of the Apprentice III requirements in the Hardware trade.

Education:
1.
Completion of twelfth grade or equivalent.

Certification:
1.
Possession of an appropriate California Operator's license issued by the State Department of Motor Vehicles.

Date Approved:   March 1993

Range:  L-54

EEO-Category:  H-60

Foothill-De Anza Community College District

Office of Human Resources and Equal Opportunity

Classification Services

Approved

Position Description For

Hazardous Materials, Fire Systems and Safety Program Coordinator

DEFINITION:  

Under general direction of the Director of Operations, coordinates, implements and maintains three safety related programs:  hazardous materials, fire systems, and plant services employee safety.

EXAMPLE OF DUTIES AND RESPONSIBILITIES:

Depending upon assignment, duties may include, but are not limited to, the following:

1. 
Oversees the development process and implement the district wide hazardous materials, fire 
systems and Plant Services work place safety programs; plans, presents and implements 
short and long range compliance schedules; ensures cooperation with federal, state, and 
local safety and hazardous materials regulators. 

2. 
Plans and coordinates safety program engineering controls, safe work practices, personal 
protective gear, training and record keeping.

3. 
Liaison with County Fire regulators, and Insurance Investigators performing fire 
inspections of District facilities.

4. 
Responds to indoor air quality complaints, coordinates asbestos abatement, coordinates the 
preparation, shipment and disposal of hazardous wastes.


5. 
Evaluates equipment and coordinates testing and maintenance of fire sprinkler and alarm 
systems. Incorporates changes to fire systems to match changes to building use or 
occupancy requirements. Performs in-house plan review for fire code requirements.


6. 
Investigates and responds to complaints concerning general safety of staff and students. 
Coordinates improvements to facilities or changes in work place practices arising from 
complaint investigations. 










7.
Inspect facilities for hazardous materials storage problems and fire safety violations, work with


Division Dean to implement corrective measures. Inform and train staff on proper storage of 
hazardous materials and other safety related procedures.

8.
Performs other related duties as assigned.

EMPLOYMENT STANDARDS:

Knowledge of: 
1.
Hazardous materials regulations: Federal, State, and County.


2.
Principles of Life Safety relating to Fire and Hazardous Materials.


3.
Fire codes and regulations: Federal, State, and County.


4.
Design requirements, technical operating details of fire alarm and fire suppression systems.


5.
General safety orders, Federal and State safety regulations.


6.
Safe work practices, industry standards,  best controlling hazards, preventing injuries and illnesses.

Ability to:
1.
Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.  

2. Participate in appropriate training in hazardous materials handling, storage, and disposal; follow designated policy and procedures for Haz-mat identification, storage and disposal; maintain standards related to environmental compliance and personal health and safety as required.

3. Use a computer for entry and retrieval of information for work assignments.

4. Take leadership in collaborating with contractors, management, and staff in coordinating and overseeing projects.

5. Research, compile and generate district-wide, and state, reports.

6. Interpret and apply federal, state, local, and District regulations and policies.

7. Analyze complex situations independently and accurately adopt an effective course of action.

8. Establish and maintain cooperative working relationships with managers, faculty, staff, and outside contractors.

9. Make effective presentations to managers, Board of Directors and professional organizations.

Experience:
1.
Five years increasingly responsible experience in Hazardous  Materials, at least three years of which must have included experience in Fire and Life Safety and Work Place Safety.

Education:
1.
Associate Arts degree or equivalent preferred. Bachelor’s degree preferred.

Certification:
1.
Ability to acquire OSA certificate.

Date of Approved:   April ’98
Range:  L-62

EEG-Category:  H-30

 Foothill-De Anza Community College District

Office of Human Resources and Equal Opportunity

Classification Services

Approved Position Description

For

Heating, Ventilating, Air Conditioning, Apprentice

DEFINITION:  

Under supervision, to serve as a helper or assistant in the Heating, Ventilating, Air Conditioning trade; and to do related work as required.

JOB CHARACTERISTICS:
Incumbents are assigned to work under the skilled craftsperson in the Heating, Ventilating, Air Conditioning trade; however, they may be required to help with other work as needed.  Although some training and experience is expected, full journeyman proficiency is not required.  Incumbents in this class may advance to a journeyman class only after promotional qualification requirements have been fulfilled.  Assignment for Apprentice III must include at least 75% of time as journeyman in the Heating , Ventilating, Air Conditioning trade.
EXAMPLE OF DUTIES AND RESPONSIBILITIES:

Depending upon assignment, duties may include, but are not limited to, the following:

1.
Performs a variety of repair and maintenance duties in the Heating, Ventilating and Air Conditioning trade, and refrigerators, icemakers and other cooling devices..

2.
Uses the tools of the trade skillfully.

3.
Works from oral and written instructions, drawings, or specifications.

4.
Observes proper safety precautions.

5.
Keeps tools and equipment in good condition.

6.
Performs other related duties as assigned.

EMPLOYMENT STANDARDS:

Knowledge of: 
1.
Standard methods, materials, and equipment used in one of the maintenance trades.

Ability to:
1.
Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.  

2. Participate in appropriate training in hazardous materials handling, storage, and disposal; follow designated policy and procedures for Haz-mat identification, storage and disposal; maintain standards related to environmental compliance and personal health and safety as required.

3. Use a computer for entry and retrieval of information for work assignments.

4. Use the required tools and equipment skillfully and safely.

5. Work from sketches and blueprints.

6. Keep work records.

7. Follow oral and written directions.

Certification:
1.
Possession of an appropriate California operator's license issued by the State Department of Motor Vehicles.

PROMOTIONAL QUALIFICATIONS:
Apprentice I - Entry Level Position, Range 46
Experience:
1.
Basic knowledge of hand tools.



2.
Demonstrates interest in position that requires mechanical aptitude highly desirable.



3.
Knowledge of Heating & Ventilating tools helpful, but not required.

Education:
1.
Completion of twelfth grade or equivalent.



2.
Trade school courses desirable.

UPON EVALUATION AND RECOMMENDATION BY THE SUPERVISOR AND THE APPRENTICESHIP COMMITTEE AND FINAL APPROVAL BY THE DIRECTOR OF OPERATIONS AND/OR ASSOCIATE DIRECTOR OF PLANT SERVICES, THE EMPLOYEE MAY MOVE TO LEVEL II AFTER COMPLETING 18 MONTHS (OR EQUIVALENT) OF SERVICE AS APPRENTICE I - HEATING & VENTILATING WITH DEMONSTRATED PROFICIENCY AND 150 HOURS OR EQUIVALENT OF APPROVED VOCATIONAL INSTRUCTION.

Apprentice II - Semi-Skilled, Range 48
Experience:
1.
Two years of experience in a comparable position with another employer or successful completion of the Apprentice I requirements in the Heating & Ventilating trade.

Education:
1.
Completion of twelfth grade or equivalent.

UPON EVALUATION AND RECOMMENDATION BY THE SUPERVISOR AND THE APPRENTICESHIP COMMITTEE AND FINAL APPROVAL BY THE DIRECTOR OF OPERATIONS AND/OR ASSOCIATE DIRECTOR OF PLANT SERVICES, THE EMPLOYEE MAY MOVE TO LEVEL III AFTER COMPLETING 18 MONTHS (OR EQUIVALENT) OR SERVICE AS APPRENTICE II - HEATING & VENTILATING WITH DEMONSTRATED PROFICIENCY AND 150 OR EQUIVALENT OF APPROVED VOCATIONAL INSTRUCTION.

Apprentice III - Skilled, Range 52
Experience:
1.
Four years of experience in a comparable position with another employer or successful completion of the Apprentice II requirements in the Heating & Ventilating trade.

Education:
1.
Completion of twelfth grade or equivalent.

APPRENTICE III EMPLOYEES THAT MEET THE JOURNEYMAN HEATING AND VENTILATING QUALIFICATIONS MAY BE CONSIDERED FOR PROMOTION TO JOURNEYMAN WHEN A POSITION BECOMES AVAILABLE; OR AT THE DISCRETION OF THE DIRECTOR OF OPERATIONS AND/OR ASSOCIATE DIRECTOR OF PLANT SERVICES.

Date Approved:   March 1993

Range:  
Level I, L-46

 
Level II, L-48


Level III, L-52

EEO-Category:  H-60

Foothill-De Anza Community College District

Office of Human Resources and Equal Opportunity

Classification Services

Approved Position Description

For

Heating, Ventilating, Air Conditioning, Journey

DEFINITION:  

Under general direction, to do skilled journey-level work in the heating/ventilating/air conditioning trade; and to do related work as required.

JOB CHARACTERISTICS
Incumbents are assigned to work primarily in the trade in which they have major skills; however, they may be required to help with other work as needed.  They are expected to train and supervise apprentices as assigned.

EXAMPLE OF DUTIES AND RESPONSIBILITIES:

Depending upon assignment, duties may include, but are not limited to, the following:

1.
Maintain and repair refrigerators, freezers, ice makers, and chill water systems with centrifugal units and all associated equipment to include water towers, pumps, piping, valves and controls, electrical and pneumatic.

2.
Chemically treats water and tests.

3.
Sets combustion by use of Orsat test.

4.
Maintains and repairs heating and ventilating to include pneumatic controls, electrical control valves and air balance, coils, heat and chill fans, bearings, and related pipe work.

5.
Performs other related duties as assigned.

EMPLOYMENT STANDARDS:

Knowledge of: 
1.
Tools, materials, methods, terminology of the trade to which assigned.

Ability to:
1.
Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.  

2. Participate in appropriate training in hazardous materials handling, storage, and disposal; follow designated policy and procedures for Haz-mat identification, storage and disposal; maintain standards related to environmental compliance and personal health and safety as required.

3. Use a computer for entry and retrieval of information for work assignments.

4. Estimate the scope and cost of each work assignment and of the necessary tools and materials to complete the assignment.

5. Work from sketches, drawings, and blueprints.

6. Understand and carry out written and oral instructions.

7. Maintain cooperative relationships with those contacted in the work.

8. Assign and supervise the work of Apprentices.

Experience:
1.
Five years of experience in a comparable position with another employer or successful completion of the Apprentice III requirements in the heating and ventilating trade.

Education:
1.
Completion of twelfth grade or equivalent.

Certification:
1.
Possession of an appropriate California operator's license issued by the State Department of Motor Vehicles.

Date Approved:   March 1993

Range:  L-54

EEO-Category:  H-60

Foothill-De Anza Community College District

Office of Human Resources and Equal Opportunity

Classification Services

Approved Position Description

For

Heating, Ventilating, Air Conditioning, Supervisor

DEFINITION:  

Under general direction to the Director of Operations and/or the Associate Director of Plant Services to plan, coordinate, and supervise all heating, air conditioning, ventilation maintenance and to modify, design, evaluate, and select major heating and ventilation equipment district wide.  

EXAMPLE OF DUTIES AND RESPONSIBILITIES:

Depending upon assignment, duties may include, but are not limited to, the following:

1.
Hires, evaluates, supervises, and schedules activities of employees working within the heating, air conditioning, and ventilation trades.

2.
Investigates and identifies major H & V problems and develops plans and specifications for corrective action.

3.
Evaluates equipment, establishes cost and maintenance histories, and develops computerized maintenance plans and schedules.

4.
Identifies equipment and supply needs and prepares necessary order documents.

5.
Reviews campus requests requiring H & V needs or changes, develop plans, and schedule accomplishments.

6.
Performs duties as construction supervisor and inspector of mechanical systems on major construction or renovation performed by contractors.

7.
Responsible for the programming and operation of a computerized Energy Management System.

8.
Performs repairs on electronic control equipment used in monitoring and equipment control for computerized Energy Management System.

9.
Supervises the in-house removal of asbestos and hazardous materials when required in the H & V area.

10.
Determines requirements and plans mechanical systems for major conversions and construction.

11.
Supervises all cooling and boiler operations and related distribution systems.

12.
Supervises repairs and maintenance of campus food service refrigeration and ice making equipment.

13.
Coordinates work with other skilled trades.

14.
Provides input and feedback for continual improvement of a computerized facilities information system.

15.
Performs other related duties as assigned.

EMPLOYMENT STANDARDS:

Knowledge of: 
1.
H & V systems, equipment and controls.


2.
Techniques of supervision and budgeting for chiller and boiler preservation.


3.
Federal, State, and local building regulations.


4.
Computer operation and data entry.


5.
Asbestos encapsulation and removal.


6.
Working drawings and associated designation and specifications.

Ability to:
1.
Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.  

2. Participate in appropriate training in hazardous materials handling, storage, and disposal; follow designated policy and procedures for Haz-mat identification, storage and disposal; maintain standards related to environmental compliance and personal health and safety as required.

3. Use a computer for entry and retrieval of information for work assignments.

4. Evaluate mechanical air systems, identify problems, and resolve.

5. Schedule and supervise employees to maximize effectiveness.

6. Develop, prepare and explain complex plans, working drawings and perform necessary calculations of mechanical systems.

Experience:
1.
Four years of increasingly responsible experience in maintenance or construction work, at least two years of which must have included supervisory responsibility for the work of journeyman tradesman.  The incumbent must have successfully completed a course in supervision or management in an acceptable institution within the last three years or will complete such a course within one year after assuming the position.

Education:
1.
Equivalent to completion of the twelfth grade.

Date Approved:   March 1993: Update - March 1994

Range:  L-62

EEO-Category:  H-60

Foothill-De Anza Community College District

Office of Human Resources and Equal Opportunity

Classification Services

Approved Position Description

For

Locksmith/Welder/Metal Fabrication, Lead 

DEFINITION:  

Under general supervision, performs skilled journeyman level work in the locksmith trade; performs skilled work in welding and steel fabrication for the District; performs related work as required.

EXAMPLE OF DUTIES AND RESPONSIBILITIES:

Depending upon assignment, duties may include, but are not limited to, the following:

1.
Designs key (lock) and key security systems and recommends changes to current system.

2.
Repairs all locks and closure devices; makes keys; changes lock combinations.

3.
Designs and constructs all metal devices used in District, i.e., TV mounts, special purpose equipment.

4.
Designs, plans, and performs all required welding within the District.

5.
Supervises, and schedules work for all helpers assigned to area; assists in the hiring process.

6.
Orders all locks, lock supplies, welding materials, steel for fabrication requirements.

7.
Coordinate work effort of other shops to insure prompt accomplishment of projects.

8.
Performs repairs on all furniture with metal accessories or of metal (desks, files, cabinets, etc.).

9.
Assists in the preparation of the Hardware budget.

10.
Maintains all parking meters and parking ticket dispensers.

11.
Performs miscellaneous repairs requiring metal work.

12.
Performs other related duties as assigned.

EMPLOYMENT STANDARDS:

Knowledge of: 
1.
A Master Key System including all locksmith devices, locks, and closure systems.


2.
State and Federal regulations regarding barrier safety.


3.
Welding techniques and metal procedures.


4.
Electrical currents and safety requirements.

Ability to:
1.
Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.  

2. Participate in appropriate training in hazardous materials handling, storage, and disposal; follow designated policy and procedures for Haz-mat identification, storage and disposal; maintain standards related to environmental compliance and personal health and safety as required.

3. Use a computer for entry and retrieval of information for work assignments.

4. Perform heavy labor.

5. Implement planning and design techniques.

6. Perform tasks on a wide range of expensive machinery.

7. Understand and carry out written and oral instructions.

8. Maintain cooperative relationships with those contacted in the work.

9. Review problems and design solutions in steel fabrication.

10. Analyze lock and security systems and develop solutions.

11. Work independently and prioritize jobs.

Experience:
1.
Four years of journeyman level experience in the locksmith trade and welding 



The incumbent must have successfully completed a course in supervision or management in an acceptable institution within the last three years or will complete such a course within one year after assuming the position.

Education:
1.
High school diploma or equivalent.

Certification:
1.
Possession of an appropriate California operator's license issued by the State Department of Motor Vehicles.

Date Approved:   March 1993

Range:  L-58

EEO-Category:  H-60

Foothill-De Anza Community College District

Office of Human Resources and Equal Opportunity

Classification Services

Approved Position Description

For

Mechanic, Apprentice

Levels I, II, III

DEFINITION:  

Under supervision, serve as a helper or assistant in the Auto Mechanic trade, and perform related work.

JOB CHARACTERISTICS:
Incumbents are assigned to work under the skilled craftsperson in the Auto Mechanic trade; however, they may be required to help with other work as needed.  Although some training and experience is expected, full journeyman proficiency is not required.  Incumbents in this class may advance to a journeyman class only after promotional qualification requirements have been fulfilled.  Assignment for Apprentice III must include at least 75% of time as journeyman in the Auto Mechanic trade.

EXAMPLE OF DUTIES AND RESPONSIBILITIES:

Depending upon assignment, duties may include, but are not limited to, the following:

1.
Performs a variety of repair and maintenance duties in the Auto Mechanic trade.

2.
Uses the tools of the trade skillfully.

3.
Works either form oral or written instructions, drawings, or specifications.

4.
Observes proper safety precautions.

5.
Keeps tools and equipment in good condition.

6.
Performs other related duties as assigned.

EMPLOYMENT STANDARDS:

Knowledge of: 
1.
Standard methods, materials, and equipment used in one of the maintenance trades.

Ability to:
1.
Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.

2. Participate in appropriate training in hazardous materials handling, storage, and disposal; follow designated policy and procedures for Hazmat identification, storage and disposal; maintain standards related to environmental compliance and personal health and safety as required.

3. Use a computer for entry and retrieval of information for work assignments.

4. Use the required tools and equipment skillfully and safely.

5. Work from sketches and blueprints.

6. Keep work records.

7. Follow oral and written directions.

Certification:
1.
Possession of an appropriate California Operator's license issued by the State Department of Motor Vehicles.

PROMOTIONAL QUALIFICATIONS:

Apprentice I - Entry Level Position, Range 44
Experience:
1.
Basic knowledge of hand tools.


2.
Demonstrated interest in position that requires mechanical aptitude highly desirable.


3.
Knowledge of Auto Mechanic tools helpful, but not required.

Education:
1.
Completion of twelfth grade or equivalent.


2.
Trade school courses desirable.

UPON EVALUATION AND RECOMMENDATION BY THE SUPERVISOR AND THE APPRENTICESHIP COMMITTEE AND FINAL APPROVAL BY THE DIRECTOR OF OPERATIONS AND/OR ASSOCIATE DIRECTOR OF PLANT SERVICES, THE EMPLOYEE MAY MOVE TO LEVEL II AFTER COMPLETING 18 MONTHS (OR EQUIVALENT) OF SERVICE AS APPRENTICE I - AUTO MECHANIC WITH DEMONSTRATED PROFICIENCY AND 150 HOURS OR EQUIVALENT OF APPROVED VOCATIONAL INSTRUCTION.

Apprentice II - Semi-Skilled, Range 46
Experience:
1.
Two years experience in a comparable position with another employer, or successful completion of the Apprentice I requirements in the Auto Mechanic trade.

Education:
1.
Completion of twelfth grade or equivalent.

UPON EVALUATION AND RECOMMENDATION BY THE SUPERVISOR AND THE APPRENTICESHIP COMMITTEE AND FINAL APPROVAL BY THE DIRECTOR OF OPERATIONS AND/OR ASSOCIATE DIRECTOR OF PLANT SERVICES, THE EMPLOYEE MAY MOVE TO LEVEL III AFTER COMPLETING 18 MONTHS (OR EQUIVALENT) OF SERVICE AS APPRENTICE/HELPER II - AUTO MECHANIC WITH DEMONSTRATED PROFICIENCY AND 150 HRS OR EQUIVALENT OF APPROVED VOCATIONAL INSTRUCTION.

Apprentice III - Skilled, Range 50
Experience:
1.
Four years of experience in a comparable position with another employer or successful completion of the Apprentice II requirements in the Auto Mechanic trade.

Education:
1.
Completion of twelfth grade or equivalent.

APPRENTICE III EMPLOYEES THAT MEET THE JOURNEYMAN AUTO MECHANIC QUALIFICATIONS MAY BE CONSIDERED FOR PROMOTION TO JOURNEYMAN WHEN A POSITION BECOMES AVAILABLE; OR AT THE DISCRETION OF THE DIRECTOR OF OPERATIONS AND/OR ASSOCIATE DIRECTOR OF PLANT SERVICES.

Date Approved: March 1993

Range:  
Level I, L-44


Level II, L-46


Level III, L-50

EEO-Category:  H-60

Foothill-De Anza Community College District

Office of Human Resources and Equal Opportunity

Classification Services

Approved Position Description

For

Mechanic, Journey

DEFINITION:  

Under general direction, to do skilled journey level work in the auto mechanics trade; and to do related work as required.

JOB CHARACTERISTICS:
Incumbents are assigned to work primarily in the trade in which they have major skills; however, they may be required to help with other work as needed.  They are expected to train and supervise apprentices in their trade as assigned.

EXAMPLE OF DUTIES AND RESPONSIBILITIES:

Depending upon assignment, duties may include, but are not limited to, the following:

1.
Tests and analyzes all gasoline engines.

2.
Performs major repairs to trucks, tractors, forklifts, lawnmowers, and other equipment.

3.
Performs repairs to electrical and hydraulic systems.

4.
Repairs electrical vehicles.

5.
Prepares metal surfaces for painting.

6.
Maintains vehicle records and schedules maintenance and repairs.

7.
Performs other mechanical duties as required.

8.
Performs other related duties as assigned.

EMPLOYMENT STANDARDS:

Knowledge of: 
1.
Tools, materials, methods, and terminology of the trade to which assigned.

Ability to:
1.
Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.

2. Participate in appropriate training in hazardous materials handling, storage, and disposal; follow designated policy and procedures for Hazmat identification, storage and disposal; maintain standards related to environmental compliance and personal health and safety as required.

3. Use a computer for entry and retrieval of information for work assignments.

4. Estimate the scope and cost of each work assignment and of the necessary tools and materials to complete the assignment.

5. Work form manuals, vehicle manufacturers' information sheets, and safety regulations.

Experience:
1.
Five years of experience in a comparable position with another employer or successful completion of the Apprentice III requirements in the Auto Mechanic trade.

Education:
1.
Completion of twelfth grade, or equivalent.

Certification:
1.
Possession of an appropriate California Operator's License issued by the State Department of Motor Vehicles.

Date Approved:   March 1993

Range:  L-52

EEO-Category:  H-60

Office of Human Resources and Equal Opportunity

Classification Services

Approved Position Description

For

Mechanic, Lead 

DEFINITION:  

Supervise and to do skilled journeyman-level work in the auto mechanic trade; to assist in the functional supervision of the maintenance and repair of vehicles.

JOB CHARACTERISTICS:
Incumbents are assigned to supervise work primarily in the trade in which they have major skills;  however, they may be required to help with other work as needed.  They are expected to train and supervise apprentices in their trade as assigned.

EXAMPLE OF DUTIES AND RESPONSIBILITIES:

Depending upon assignment, duties may include, but are not limited to, the following:

1.
Supervise workers on field projects in the auto mechanic field.

2.
Performs skilled journeyman-level work in the maintenance trade.

3.
Assists in eliminating costs of repair projects in terms of labor and material needed.

4.
Assigns auto mechanics and helpers to maintenance work, and may layout and inspect their work.

5.
Prepares reimbursement documentation and initiates process for payments of spare parts vendor invoices.

6.
Maintains vehicle records and schedules maintenance and repairs.

7.
Performs other related duties as assigned.

EMPLOYMENT STANDARDS:

Knowledge of: 
1.
Standard methods, materials, and equipment used in the auto mechanic trade.

Ability to:
1.
Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.

2. Participate in appropriate training in hazardous materials handling, storage, and disposal; follow designated policy and procedures for Hazmat identification, storage and disposal; maintain standards related to environmental compliance and personal health and safety as required.

3. Use a computer for entry and retrieval of information for work assignments.

4. Demonstrate journeyman-level skill in the auto mechanic trade.

5. Interpret and work from plans and specifications.

6. Assist, supervise, and inspect the work of journey and semiskilled maintenance personnel.

Experience:
1.
Four years of experience as a journeyman in the auto mechanic trade.  The incumbent must have successfully completed a course in supervision or management in an acceptable institution within the last three years or will complete such a course within one year after assuming the position.

Education:
1.
High school diploma, or equivalent.

Certification:
1.
Possession of an appropriate California operator's license issued by the State Department of Motor Vehicles.

Date Approved:   March 1993

Range:  L-56

EEO-Category:  H-60

Foothill-De Anza Community College District

Office of Human Resources and Equal Opportunity

Classification Services

Approved Position Description

For

Mechanic, Senior - De Anza

DEFINITION:  

Under limited supervision, performs skilled journeyman level work in the auto mechanics trade.

JOB CHARACTERISTICS:
An employee in this class is assigned to work independently, with little or no direction for routine work, primarily in the mechanic trade.  However, an employee may be required to help with other work as needed.  In any event, the employee will be expected to train and supervise helpers in their trade as assigned.

EXAMPLE OF DUTIES AND RESPONSIBILITIES:

Depending upon assignment, duties may include, but are not limited to, the following:

1.
Test and analyzes all gasoline engines.

2.
Performs major repairs to trucks, tractors, forklifts, lawn mowers, and other equipment.

3.
Performs repairs to electrical and hydraulic systems.

4.
Repairs electrical vehicles.

5.
Prepares metal surfaces for painting.

6.
Maintains vehicle records and schedules maintenance and repairs.

7.
Orders all necessary parts and prepares documentation for reimbursables.

8.
Keeps State required inspection records.

9.
Performs other related duties as assigned.

EMPLOYMENT STANDARDS:

Knowledge of: 
1.
Tools, materials, methods, and terminology of the trade to which assigned.

Ability to:
1.
Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.

2. Participate in appropriate training in hazardous materials handling, storage, and disposal; follow designated policy and procedures for Hazmat identification, storage and disposal; maintain standards related to environmental compliance and personal health and safety as required.

3. Use a computer for entry and retrieval of information for work assignments.

4. Estimate the scope and cost of each work assignment and of the necessary tools and materials to complete the assignment.

5. Work from manuals, vehicle manufacturers information sheets, and safety regulations.

6. Understand and carry out written and oral instructions.

7. Work independently and follow through on activities.

8. Direct and order own work.

Experience:
1.
One year of journeyman level experience in mechanic trade.

Education:
1.
Equivalent to completion of eighth grade.

Certification:

Possession of an appropriate California operator's license issued by the State Department of Motor Vehicles.

Date Approved:   March 1993

Range:  L-53

EEO-Category:  H60

Foothill-De Anza Community College District

Office of Human Resources and Equal Opportunity

Classification Services

Approved Position Description

For

Painter, Apprentice

DEFINITION:  

Under supervision, to serve as a helper or assistant in the Painting trade; and to do related work as required.

JOB CHARACTERISTICS:
Incumbents are assigned to work under the skilled craftsperson in the Painting trade; however, they may be required to help with other work as needed.  Although some training and experience is expected, full journeyman proficiency is not required.  Incumbents in this class may advance to a journeyman class only after promotional qualification requirements have been fulfilled.  Assignment for Apprentice III must include at least 75% of time as journeyman in the Painting trade.

EXAMPLE OF DUTIES AND RESPONSIBILITIES:

Depending upon assignment, duties may include, but are not limited to, the following:

1.
Performs a variety of repair and maintenance duties in the Painting trade.

2.
Uses the tools of the trade skillfully.

3.
Works either from oral or written instructions, drawings, or specifications.

4.
Observes proper safety precautions.

5.
Keeps tools and equipment in good condition.

6.
Performs other related duties as assigned.

EMPLOYMENT STANDARDS:

Knowledge of: 
1.
Standard methods, materials, and equipment used in one of the maintenance trades.

Ability to:
1.
Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.  

2. Participate in appropriate training in hazardous materials handling, storage, and disposal; follow designated policy and procedures for Haz-mat identification, storage and disposal; maintain standards related to environmental compliance and personal health and safety as required.

3. Use a computer for entry and retrieval of information for work assignments.

4. Use the required tools and equipment skillfully and safely.

5. Work from sketches and blueprints.

6. Keep work records.

7. Follow oral and written directions.

Certification:
1.
Possession of an appropriate California Operator's license issued by the State Department of Motor Vehicles.

PROMOTIONAL QUALIFICATIONS:
Apprentice I - Entry Level Position, Range 44
Experience:
1.
Basic knowledge of hand tools.


2.
Demonstrated interest in position that requires mechanical aptitude highly desirable.


3.
Knowledge of Painting tools helpful, but not required.

Education:
1.
Completion of twelfth grade or equivalent.


2.
Trade school courses desirable.

UPON EVALUATION AND RECOMMENDATION BY THE SUPERVISOR AND THE APPRENTICESHIP COMMITTEE AND FINAL APPROVAL BY THE DIRECTOR OF OPERATIONS AND/OR ASSOCIATE DIRECTOR OF PLANT SERVICES, THE EMPLOYEE MAY MOVE TO LEVEL II AFTER COMPLETING 18 MONTHS (OR EQUIVALENT) OF SERVICE AS APPRENTICE I - PAINTER WITH DEMONSTRATED PROFICIENCY AND 150 HOURS OR EQUIVALENT OF APPROVED VOCATIONAL INSTRUCTION.

Apprentice II - Semi-Skilled, Range 46
Experience:
1.
Two years of experience in a comparable position with another employer or successful completion of the Apprentice I requirements in the Painting trade.

Education:
1.
Completion of twelfth grade or equivalent.

UPON EVALUATION AND RECOMMENDATION BY THE SUPERVISOR AND THE APPRENTICESHIP COMMITTEE AND FINAL APPROVAL BY THE DIRECTOR OF OPERATIONS AND/OR ASSOCIATE DIRECTOR OF PLANT SERVICES, THE EMPLOYEE MAY MOVE TO LEVEL III AFTER COMPLETING 18 MONTHS (OR EQUIVALENT) OF SERVICE AS APPRENTICE/HELPER II - PAINTER WITH DEMONSTRATED PROFICIENCY AND 150 HRS OR EQUIVALENT OF APPROVED VOCATIONAL INSTRUCTION.

Apprentice III - Skilled, Range 50
Experience:
1.
Four years of experience in a comparable position with another employer or successful completion of the Apprentice II requirements in the Painting trade.

Education:
1.
Completion of twelfth grade or equivalent.

APPRENTICE III EMPLOYEES THAT MEET THE JOURNEYMAN PAINTER QUALIFICATIONS MAY BE CONSIDERED FOR PROMOTION TO JOURNEYMAN WHEN A POSITION BECOMES AVAILABLE; OR AT THE DISCRETION OF THE DIRECTOR OF OPERATIONS AND/OR ASSOCIATE DIRECTOR OF PLANT SERVICES.

Date Approved:   March 1993

Range:  
Level I, L-44


Level II, L-46


Level III, L-50

EEO-Category:  H-60

Foothill-De Anza Community College District

Office of Human Resources and Equal Opportunity

Classification Services

Approved Position Description

For

Painter, Journey

DEFINITION:  

Under general direction, to do skilled journey level work in the Painting trade; and to do related work as required.

JOB CHARACTERISTICS:
Incumbents are assigned to work primarily in the trade in which they have major skills; however, they may be required to help with other work as needed.  They are expected to train and supervise apprentices as assigned.

EXAMPLE OF DUTIES AND RESPONSIBILITIES:

Depending upon assignment, duties may include, but are not limited to, the following:

1.
Uses brush or spray gun in applying paint, varnish, shellac, enamel, lacquer, or other protective or decorative finishes to various surfaces such as wood, metal, glass, plaster, stucco, wallboard, brick and cement.

2.
Scrapes, sands, fills, or in other manner prepares surfaces for painting or repainting.

3.
Applies under and finish coats.

4.
Performs other related duties as assigned.

5.
Install vinyl wall covering.

EMPLOYMENT STANDARDS:

Knowledge of: 
1.
Tools, materials, methods, terminology of the trade to which assigned.

Ability to:
1.
Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.  

2. Participate in appropriate training in hazardous materials handling, storage, and disposal; follow designated policy and procedures for Haz-mat identification, storage and disposal; maintain standards related to environmental compliance and personal health and safety as required.

3. Use a computer for entry and retrieval of information for work assignments.

4. Estimate the scope and cost of each work assignment and of the necessary tools and materials to complete the assignment.

5. Work from sketches, drawings, and blueprints.

6. Understand and carry out written and oral instructions.

7. Maintain cooperative relationships with those contacted in the work.

8. Assign and supervise the work of Apprentices.

Experience:
1.
Five years of experience in a comparable position with another employer or successful completion of the Apprentice III requirements in the Painting trade.

Education:
1.
Completion of twelfth grade or equivalent.

Certification:
1.
Possession of an appropriate California Operator's license issued by the State Department of Motor Vehicles.

Date Approved:   March 1993

Range:  L-52

EEO-Category:  H-60

Foothill-De Anza Community College District

Office of Human Resources and Equal Opportunity

Classification Services

Approved Position Description

For

Plumber, Apprentice

DEFINITION:  

Under supervision, to serve as a helper or assistant in the Plumbing trade; and to do related work as required.

JOB CHARACTERISTICS:
Incumbents are assigned to work under the skilled craftsperson in the Plumbing trade; however, they may be required to help with other work as needed.  Although some training and experience is expected, full journeyman proficiency is not required.  Incumbents in this class may advance to a journeyman class only after promotional qualification requirements have been fulfilled.  Assignment for Apprentice III must include at least 75% of time as journeyman in the Plumbing trade.

EXAMPLE OF DUTIES AND RESPONSIBILITIES:

Depending upon assignment, duties may include, but are not limited to, the following:

1.
Performs a variety of repair and maintenance duties in the Plumbing trade.

2.
Uses the tools of the trade skillfully.

3.
Works either from oral or written instructions, drawings, or specifications.

4.
Observes proper safety precautions.

5.
Keeps tools and equipment in good condition.

6.
Performs other related duties as assigned.

EMPLOYMENT STANDARDS:

Knowledge of: 
1.
Standard methods, materials, and equipment used in one of the maintenance trades.

Ability to:
1.
Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.  

2. Participate in appropriate training in hazardous materials handling, storage, and disposal; follow designated policy and procedures for Haz-mat identification, storage and disposal; maintain standards related to environmental compliance and personal health and safety as required.

3. Use a computer for entry and retrieval of information for work assignments.

4. Use the required tools and equipment skillfully and safely.

5. Work from sketches and blueprints.

6. Keep work records.

7. Follow oral and written instructions.

PROMOTIONAL QUALIFICATIONS:

Apprentice I - Entry Level Position, Range 46
Experience:
1.
Basic knowledge of hand tools.


2.
Demonstrated interest in position that requires mechanical aptitude highly desirable.


3.
Knowledge of Plumbing tools helpful, but not required.

Education:
1.
Completion of twelfth grade or equivalent.


2.
trade school courses desirable.

UPON EVALUATION AND RECOMMENDATION BY THE SUPERVISOR AND THE APPRENTICESHIP COMMITTEE AND FINAL APPROVAL BY THE DIRECTOR OF OPERATIONS AND/OR ASSOCIATE DIRECTOR OF PLANT SERVICES, THE EMPLOYEE MAY MOVE TO LEVEL II AFTER COMPLETING 18 MONTHS (OR EQUIVALENT) OF SERVICE AS APPRENTICE I - PLUMBER WITH DEMONSTRATED PROFICIENCY AND 150 HOURS OR EQUIVALENT OF APPROVED VOCATIONAL INSTRUCTION.

Apprentice II - Semi-Skilled, Range 48
Experience:
1.
Two years of experience in a comparable position with another employer or successful completion of the Apprentice I requirements in the Plumbing trade.

Education:
1.
Completion of twelfth grade or equivalent.

UPON EVALUATION AND RECOMMENDATION BY THE SUPERVISOR AND THE APPRENTICESHIP COMMITTEE AND FINAL APPROVAL BY THE DIRECTOR OF OPERATIONS AND/OR ASSOCIATE DIRECTOR OF PLANT SERVICES, THE EMPLOYEE MAY MOVE TO LEVEL III AFTER COMPLETING 18 MONTHS (OR EQUIVALENT) OF SERVICE AS APPRENTICE/HELPER II - PLUMBING WITH DEMONSTRATED PROFICIENCY AND 150 HRS OR EQUIVALENT OF APPROVED VOCATIONAL INSTRUCTION.

Apprentice III - Skilled, Range 52
Experience:
1.
Four years of experience in a comparable position with another employer or successful completion of the Apprentice II in the Plumbing trade.

Education:
1.
Completion of the twelfth grade or equivalent.

APPRENTICE III EMPLOYEES THAT MEET THE JOURNEYMAN PLUMBER QUALIFICATIONS MAY BE CONSIDERED FOR PROMOTION TO JOURNEYMAN WHEN A POSITION BECOMES AVAILABLE; OR AT THE DISCRETION OF THE DIRECTOR OF OPERATIONS AND/OR ASSOCIATE DIRECTOR OF PLANT SERVICES.

Date Approved:   March 1993

Range:  
Level I, L-46


Level II, L-48


Level III, L-52

EEO-Category:  H-60

Foothill-De Anza Community College District

Office of Human Resources and Equal Opportunity

Classification Services

Approved Position Description

For

Plumber, Journey

DEFINITION:  

Under general direction, to do skilled journey level work in the Plumbing trade; and to do related work as required.

JOB CHARACTERISTICS:
Incumbents are assigned to work primarily in the trade in which they have major skills; however, they may be required to help with other work as needed.  They are expected to train and supervise apprentices as assigned.

EXAMPLE OF DUTIES AND RESPONSIBILITIES:

Depending upon assignment, duties may include, but are not limited to, the following:

1.
Installs water piping and taps water and sewer mains and laterals.

2.
Repairs pipes, valves, fittings, ballcocks and other fixtures.

3.
Packs faucets, cleans out drains and obstructions in water and sewer systems.

4.
Performs other related duties as assigned.

EMPLOYMENT STANDARDS:

Knowledge of: 
1.
Tools, materials, methods, terminology of the trade to which assigned.

Ability to:
1.
Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.  

2. Participate in appropriate training in hazardous materials handling, storage, and disposal; follow designated policy and procedures for Haz-mat identification, storage and disposal; maintain standards related to environmental compliance and personal health and safety as required.

3. Use a computer for entry and retrieval of information for work assignments.

4. .Estimate the scope and cost of each work assignment and of the necessary tools and materials to complete the assignment.

5. Work from sketches, drawings, and blueprints.

6. Understand and carry out written and oral instructions.

7. Maintain cooperative relationships with those contacted in the work.

Experience:
1.
Five years of experience in a comparable position with another employer or successful completion of the Apprentice III requirements in the plumbing trade.

Education:
1.
Completion of twelfth grade or equivalent.

Certification:
1.
Possession of an appropriate California Operator's license issued by the State Department of Motor Vehicles.

Date Approved:   March 1993

Range:  L-54

EEO-Category:  H-60

Foothill-De Anza Community College District

Office of Human Resources and Equal Opportunity

Classification Services

Approved Position Description

For

Plumber, Lead

DEFINITION:  

Under direction, supervise and perform skilled journey-level work in the plumbing trade.

JOB CHARACTERISTICS:
Incumbent are assigned to supervise work primarily in the trade in which they have major skills; however, they may be required to help with other work as needed.  They are expected to train and supervise apprentices as assigned.

EXAMPLE OF DUTIES AND RESPONSIBILITIES:

Depending upon assignment, duties may include, but are not limited to, the following:

1.
Identifies plumbing and piping problems and develop solutions.

2.
Supervises and accomplishes repairs to piping.

3.
Designs improvements in water and gas distribution systems throughout the District.

4.
Operates heavy equipment (backhoe, tractor) when required to accomplish repairs.

5.
Supervises and inspects all work performed by outside contractors in the plumbing area.

6.
Acts as lead/Supervisor assigning work tacks to other plumbers; schedules work effort.

7.
Coordinates work with other shops to prevent lost time on jobs.

8.
Orders all plumbing supplies and maintains inventory of what is available.

9.
Insures that all plumbing supplies and maintains inventory of what is available.

10.
Reviews renovation plans and recommends changes or corrections.

11.
Reviews Plumbing Budget and recommends additions and possible deletions.

12.
Uses appropriate test equipment to locate pipe, tests for natural gas leaks, etc.

13.
Performs other related duties as assigned.

EMPLOYMENT STANDARDS:

Knowledge of: 
1.
Water and gas utility distribution systems (high and low pressure).


2.
State and Federal Codes.


3.
Safe guards to be used when working with natural gas.


4.
Terminology of plumbing (high and low pressure)

Ability to:
1.
Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.  

2. Participate in appropriate training in hazardous materials handling, storage, and disposal; follow designated policy and procedures for Haz-mat identification, storage and disposal; maintain standards related to environmental compliance and personal health and safety as required.

3. Use a computer for entry and retrieval of information for work assignments.

4. Estimate cost of repair, renovations and construction projects.

5. Identify current and potential problems and develop solutions.

6. Perform heavy physical labor.

7. Obtain cooperation from other shops to expedite projects.

Experience:
1.
Four years of journeyman level experience in the plumbing trade.  The incumbent must have successfully completed a course in supervision or management in an acceptable institution within the last three years or will complete such a course within one year after assuming the position.

Education:
1.
High school diploma or equivalent.

Certification:
1.
Possession of an appropriate California operator's license issued by the state Department of Motor Vehicles.

Date Approved:   March 1993

Range:  L-58

EEO-Category:  H-60

Foothill-De Anza Community College District

Office of Human Resources and Equal Opportunity

Classification Services

Approved Position Description

For

Pool Maintenance I

DEFINITION:  

Under general supervision, to assist in the operation and care of swimming pools and related equipment; to clean the pool and deck area.

EXAMPLE OF DUTIES AND RESPONSIBILITIES:

Depending upon assignment, duties may include, but are not limited to, the following:

1.
Tests pool water to determine chlorine content, adds chemicals, and adjusts chlorine content to bring pool water pre-determined standards and alkalinity.,

2.
Starts and stops circulating pumps.

3.
Disconnects used chlorine cylinders and connects full cylinders.

4.
Backwashes filters.

5.
Prepares pool for special events, raising or lowering water level, raising diving boards, stringing lane lines and installing other special equipment.

6.
Maintains cleanliness of pools, decks, and surrounding areas.

7.
Performs other related duties as assigned.

EMPLOYMENT STANDARDS:

Knowledge of: 
1.
Materials, equipment, terminology and methods used in pool maintenance.


2.
Standard swimming pool safety precautions.


3.
Use of machine and hand tools used in servicing and maintenance repair work.

Ability to:
1.
Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.  

2. Participate in appropriate training in hazardous materials handling, storage, and disposal; follow designated policy and procedures for Haz-mat identification, storage and disposal; maintain standards related to environmental compliance and personal health and safety as required.

3. Use a computer for entry and retrieval of information for work assignments.

4. Operate mechanical equipment.

5. Perform the less skilled tasks involved in repairing and servicing mechanical equipment and demonstrate a high degree of mechanical aptitude.

Experience:
1.
One year of experience in pool maintenance or custodial work involving equipment and procedures similar to those used in pool operation, or one year of experience in mechanical shop work.

Education:
1.
Equivalent to completion of the eighth grade.

Date Approved:   March 1993

Range:  L-44

EEO-Category:  H-70

Foothill-De Anza Community College District

Office of Human Resources and Equal Opportunity

Classification Services

Approved Position Description

Pool Maintenance II

DEFINITION:  

Under general supervision, to be responsible for the operation, maintenance, and repair of swimming pools and equipment; and to do other work as required.

JOB CHARACTERISTICS
The position in this class differs from the position in the next lower class, Pool Maintenance I, in that this class has the overall responsibility for the maintenance, repair, and operation of swimming pools and related equipment.  The class requires the skills necessary to repair mechanical equipment.

EXAMPLE OF DUTIES AND RESPONSIBILITIES:

Depending upon assignment, duties may include, but are not limited to, the following:

1.
Repairs and maintains pumps, compressors, filters, and other mechanical apparatus and equipment.

2.
Orders and budgets needed supplies.

3.
Prepares work schedules.

4.
Tests pool water to determine chlorine content and adds chemicals or adjusts chlorine supply to bring water in pool to pre-determined standards of content and alkalinity.

5.
Starts and stops circulating pumps, disconnects used chlorine cylinders and connects full cylinders.

6.
Backwashes filters.

7.
Prepares pool for special events, raising or lowering water level, raising diving boards, stringing lane lines and installing other special equipment.

8.
Maintains cleanliness of pool, decks, and surrounding areas.

9.
Performs other related duties as assigned.

EMPLOYMENT STANDARDS:

Knowledge of: 
1.
Materials, equipment, terminology and methods used in pool maintenance.

2. Standard swimming pool safety precautions.


3.
Methods and tools to repair pumps and motors and related mechanical equipment.

Ability to:
1.
Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.

2. Participate in appropriate training in hazardous materials handling, storage, and disposal; follow designated policy and procedures for Haz-mat identification, storage and disposal; maintain standards related to environmental compliance and personal health and safety as required.

3. Use a computer for entry and retrieval of information for work assignments.

4. Repair and maintain pumps and motors and related mechanical equipment.

5. Train and supervise the work of others.

Experience:
1.
Two years of experience as Pool Maintenance I or in work involving procedures similar to those used in pool operations including repair of pumps, motors, filter systems, and other mechanical equipment.

Education:
1.
High school diploma or equivalent.

Date Approved:   March 1993

Range:  L-48

EEO-Category:  H-70

Foothill-De Anza Community College District

Office of Human Resources and Equal Opportunity

Position Description

For
Security Technician

BASIC FUNCTION:

Under the direction of an assigned supervisor, assist in developing and implementing a District-wide security surveillance program, including surveillance, keying system programs, and emergency phone systems.  Position is responsible for installation of hardware and networks essential to the support of above mentioned programs and projects. 
REPRESENTATIVE DUTIES:
1. Assure the reliable and efficient operation of the District’s security surveillance and emergency phones system; assist in the planning, organizing, controlling, directing, monitoring, and maintenance of the District’s technical-based security surveillance programs and emergency phone systems; assist in the development and implementation of a District-wide security surveillance policy and emergency phone policy.

2. Plan and coordinate emergency phone installation and security surveillance system installation with Plant Services, ETS, and outside vendors and contractors; serve as liaison for security system and keying system vendors and service contractors.

3. Assist in the design configuration, installation, maintenance, security, and management of all networked and telecommunication devices related to District security; diagnose and resolve surveillance and emergency phone problems related to networking and telecommunications; troubleshoot connections and/or networks; isolate software problems form hardware problems; repair equipment or arrange for repair; drive to various sites to conduct work. 

4. Map-out the Schlage Primus keying system for both campuses and provide recommendations and specifications for purchase; identify locations for stand alone and networked proximity readers.

5. Research, evaluate, and recommend new security and emergency phone technology; recommend and implement software and hardware upgrades for all security and emergency phone systems; manage equipment; create orders.

6. Maintain system documentation for all security and emergency phone systems.

7. Monitor and maintain video systems and intrusion alarm system.  Respond appropriately to breaches in security.

8. Assist in security implementation, including in new and remodeled buildings; recommend and implement security staffing requirements and surveillance system management options.

9. Operate various equipment including first aid, two-way radio, traffic control, fire extinguishers, office equipment and various hand tools related to assigned activities.

10. Assist in coordinating security activities with the activities of other college departments and other law enforcement agencies; assist with campus-wide crime prevention programs including educational programs, alarm systems, and others.

11. Attend a variety of meetings as assigned; maintain current on advances in the field.

12. Participate in training and certification activities as needed.

13. Prepare and maintain a variety of records and reports related to assigned activities; prepare status reports or documents detailing equipment usage, costs and budget review, and vendor/contractor agreements.

14. Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:
KNOWLEDGE OF:

1. Law enforcement and security principles and techniques.

2. Security surveillance systems.

3. Operation of a computer and assigned software.

4. Network principles, protocols, standards and various operating systems.

5. Various operating systems and basic shell programming.

6. Internet software and protocols, IP’s and related information.

7. Technical aspects of field of specialty.

8. Laws, rules and regulations pertaining to Community College Police and Security Departments.

9. Applicable sections of the State Penal Code, State Education Code, Motor Vehicle Code, Health and Safety Code and others as assigned.

10. Federal, State and local laws, rules and regulations related to assigned activities.

11. Principles and practices of administration, supervision and training. 

12. Interpersonal skills using tact, patience and courtesy. 

13. Oral and written communication skills. 

14. Interpersonal skills using tact, patience and courtesy. 

15. Record-keeping techniques.

ABILITY TO:

1. Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.

2. Participate in appropriate training in hazardous materials handling, storage, and disposal; follow designated policy and procedures for Haz-mat identification, storage and disposal; maintain standards related to environmental compliance and personal health and safety as required.

3. Use a computer for entry and retrieval of information for work assignments.

4. Assist in planning, organizing, controlling, and directing the activities and personnel of the Campus Safety and Security Department.

5. Assure the reliable and efficient operation of all security systems and emergency telephones.

6. Assist in the design of a District-wide security program.

7. Diagnose and resolve network problems.

8. Install and configure computer software.

9. Manage file servers and troubleshoot errors

10. Enforce laws, rules and regulations.

11. Interpret, apply and explain rules, regulations, policies and procedures. 

12. Establish and maintain cooperative and effective working relationships with others. 

13. Analyze situations accurately and adopt an effective course of action. 

14. Meet schedules and time lines. 

15. Work independently with little direction. 

16. Plan and organize work. 

17. Research, compile and generate district-wide and state reports.

18. Interpret and apply federal, state, local, and District regulations and policies.

19. Collaborate with contractors, management, and staff in coordinating and overseeing projects.

EDUCATION AND EXPERIENCE:
Any combination equivalent to: Associate’s degree in a field of expertise or related field and three years applicable experience.

LICENSES AND OTHER REQUIREMENTS:
Valid California driver's license. 

WORKING CONDITIONS:
ENVIRONMENT:

1. Indoor and outdoor work environment.

2. Driving a vehicle to conduct work. 

PHYSICAL ABILITIES:

1. Hearing and speaking to exchange information.

2. Dexterity of hands and fingers to operate assigned equipment.

3. Seeing to read various materials.

4. Standing, walking or riding bike for extended periods of time.

5. Running, walking, or riding bike over rough or uneven surfaces.

6. Bending at the waist, kneeling or crouching.

HAZARDS:

1. Contact with dissatisfied or abusive individuals. 

2. Possible fights and confrontations. 

DATE APPROVED:  October 2, 2006

RANGE: L-61

EEO-CATEGORY: H-70

Foothill-De Anza Community College District

Office of Human Resources and Equal Opportunity

Position Description

For

Special Projects Coordinator

DEFINITION:  

Under general direction of the Director of Facilities, Operations, and Construction Management, coordinates facility planning, provides management for various construction projects, and maintains records needed to support various State programs.  The unique features of the position include interpretation of federal, state, and local regulations and extensive liaison with agencies issuing such regulations. 

EXAMPLE OF DUTIES AND RESPONSIBILITIES:

Depending upon assignment, duties may include, but are not limited to, the following:

1.
Oversees major construction projects and ensures that the activities of the construction mangers, inspectors and related workers are coordinated and appropriate; takes corrective action when necessary; keeps Director of Facilities, Operations, and Construction Management apprised of progress towards projected goals.

2.  
Coordinates and oversee construction projects for the removal, containment or other handling


of hazardous materials.

3.
Identifies projects and sources of funding; writes fund proposals to obtain allocations; prioritizes and manages projects; submits follow-up reports.

4.
Identifies potential grant sources; develops and implements specific grant programs as appropriate. 

5.
Establishes and maintain budgetary reconciliation's, claims, and reimbursement schedules with contractors and state agencies.

6.
Coordinates the gathering of information, maintains appropriate records, and prepares vital reports relating to five-year Capital Outlay Program, Scheduled Maintenance Program, Space Inventory and other special projects.

7.
Maintains appropriate logs and records as required by federal, state, and local regulations, acts as liaison with the agencies responsible for enforcement of the regulations.

8.
Reviews all incoming regulations and directives, initiates research, responds to inquiries, and completes necessary reports; informs Director of Facilities, Operations, and Construction Management on matters that require his attention.

9.
Performs other related duties as assigned.

EMPLOYMENT STANDARDS:

Knowledge of: 



1.
General knowledge of California public Contracts Code, Education Code, State of California Capital Outlay program, and the Scheduled Maintenance Program.


2.
Principles of project planning, supervision, and budget preparation.


3.
Generally accepted construction principles and practices as related to public works and schools.


4.  State regulations and programs affecting Community College facilities.

Ability to:
1.
Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.  

2. Participate in appropriate training in hazardous materials handling, storage, and disposal; follow designated policy and procedures for Haz-mat identification, storage and disposal; maintain standards related to environmental compliance and personal health and safety as required.

3. Use a computer for entry and retrieval of information for work assignments.

4. Take leadership in collaborating with contractors, management, and staff in coordinating and overseeing projects.

5. Research, compile and generate district-wide, and state, reports.

6. Interpret and apply federal, state, local, and District regulations and policies.

7. Analyze complex situations independently and accurately adopt an effective course of action.

8. Establish and maintain cooperative working relationships with managers, faculty, staff, and outside contractors.

9. Make effective presentations to managers, Board of Directors and professional organizations.

Experience:
1.
Five years increasingly responsible experience in the administration of construction projects and programs.

Education:



1.
Bachelor’s degree or equivalent; Mater’s degree preferred.

Date Approved:  revised 4/98

Range:  L-64

EEO-Category:  H-30

Foothill-De Anza Community College District

Office of Human Resources and Equal Opportunity

Classification Services

Approved Position Description

For

Utility Maintenance, Apprentice

DEFINITION:  

Under general supervision, to do semi-skilled and/or skilled work in several trades in the maintenance and repair of buildings and equipment; and to do related work as required.

JOB CHARACTERISTICS:
Positions in this class are assigned a variety of tasks in the building trades.  Although work requires the use of journeyman's tools and the ability to perform operations in several of the crafts, the skill required in any one field is less that would be required of a journeyman in that field.  One position in this class is located on each campus.  NOTE:  Assignment for Utility Maintenance III must include at least 15% of time as journeyman in the carpentry, painting, glazing, electrical, or plumbing trade.

EXAMPLE OF DUTIES AND RESPONSIBILITIES:

Depending upon assignment, duties may include, but are not limited to, the following:

1.
Makes repairs to furniture, cabinets, and other equipment.

2.
Scrapes, sands, fills, or in other manner prepares surfaces for painting or repainting.

3.
Applies finishes to various surfaces such as wood, metal, glass, plaster, stucco, wallboard, brick and cement.

4.
Cleans brushes, tools, and other equipment.

5.
Makes emergency repairs and adjustment to plumbing equipment and apparatus in school buildings such as replacing broken pipe, cleaning plugged drains, flushing sewer lines, and replacing faucets, washers, and gaskets.

6.
Makes electrical repairs such as replacing fuses, fixtures, ballasts, and switches; tapes exposed wiring; maintains internal/external lighting systems.

7.
Inspects ventilating systems to insure proper heat and air flow, and checks room temperature; services fans, compressors, pumps and other equipment;  cleans as required.

8.
Makes roof repairs as required.

9.
Uses hand and power tools.

10.
Performs various semi-skilled and/or skilled duties as required.

11.
Assists other trades as required.

12.
Performs other related duties as assigned.

EMPLOYMENT STANDARDS:

Knowledge of: 
1.
Tools, materials, methods and terminology used in building trades (i.e., carpentry, plumbing, heating/ventilating, electrical)


2.
Methods and practices followed in the maintenance of tools, machinery, and equipment.

Ability to:
1.
Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.  

2. Participate in appropriate training in hazardous materials handling, storage, and disposal; follow designated policy and procedures for Haz-mat identification, storage and disposal; maintain standards related to environmental compliance and personal health and safety as required.

3. Use a computer for entry and retrieval of information for work assignments.

4. Estimate the scope of each work assignment and secure necessary tools and materials to complete the assignment.

5. Perform skillfully a variety of maintenance and repair activities.

6. Perform manual labor.

7. Understand and carry out oral and written directions.

8. Maintain cooperative relationships with those contacted in the work.

Certifications:
1.
Possession of an appropriate California Operator's license issued by the State of Motor Vehicles.

PROMOTIONAL QUALIFICATIONS:

Apprentice I - Entry Level Position, Range 44
Experience:
1.
Basic knowledge of hand tools.


2.
Demonstrated interest in position that requires mechanical aptitude highly desirable.

Education:
1.
Completion of twelfth grade or equivalent.


2.
Trade school courses desirable.

UPON EVALUATION AND RECOMMENDATION BY THE SUPERVISOR AND THE APPRENTICESHIP COMMITTEE AND FINAL APPROVAL FROM THE DIRECTOR OF OPERATIONS AND/OR ASSOCIATE DIRECTOR OF PLANT SERVICES, THE EMPLOYEE MAY MOVE TO LEVEL II AFTER COMPLETING 18 MONTHS (OR EQUIVALENT) OF SERVICE AS APPRENTICE/HELPER I - UTILITY MAINTENANCE WITH DEMONSTRATED PROFICIENCY AND 150 HOURS OR EQUIVALENT OF APPROVED VOCATIONAL INSTRUCTION.

Apprentice II - Semi-Skilled, Range 46
Experience:
1.
Two years of experience in a comparable position with another employer or successful completion of the Apprentice I requirements in the Utility Maintenance trade.

Education:
1.
Completion of the twelfth grade or equivalent.

UPON EVALUATION AND RECOMMENDATION BY THE SUPERVISOR AND THE APPRENTICESHIP COMMITTEE AND FINAL APPROVAL FROM THE DIRECTOR OF OPERATIONS AND/OR ASSOCIATE DIRECTOR OF PLANT SERVICES, THE EMPLOYEE MAY MOVE TO LEVEL III AFTER COMPLETING 18 MONTHS (OR EQUIVALENT) OF SERVICE AS UTILITY MAINTENANCE II WITH DEMONSTRATED PROFICIENCY AND 150 HRS OR EQUIVALENT OF APPROVED VOCATIONAL INSTRUCTION.

Apprentice III - Skilled, Range 50
Experience:
1.
Four years of experience in a comparable position with another employer or successful completion on the Apprentice II requirements in the Utility Maintenance trade.

Education:
1.
Completion of twelfth grade or equivalent.

APPRENTICE III EMPLOYEES THAT MEET THE JOURNEYMAN GLAZIER QUALIFICATIONS WILL BE CONSIDERED FOR PROMOTION TO JOURNEYMAN GLAZIER WHEN A GLAZIER POSITION BECOMES VACANT OR BECOMES NECESSARY; OR AT THE DISCRETION OF THE DIRECTOR OF OPERATIONS AND/OR ASSOCIATE DIRECTOR OF PLANT SERVICES.

Date Approved:   March 1993

Range:  
Level I, L-44


Level II, L-46


Level III, L-50

EEO-Category:  H-60

Foothill-De Anza Community College District

Office of Human Resources and Equal Opportunity

Classification Services

Approved Position Description

For

Warehouse Worker I

DEFINITION:  

Under general supervision, to receive, store, issue and deliver school supplies and equipment; to maintain the District's warehouse supplies and materials; to pick up and deliver supplies and mail; and to do related work as required.

EXAMPLE OF DUTIES AND RESPONSIBILITIES:

Depending upon assignment, duties may include, but are not limited to, the following:

1.
Receives and signs for materials, equipment and supplies delivered on purchase orders.

2.
Inspects incoming materials, equipment and supplies for conformity to purchase order, reporting shortages, damages and other discrepancies.

3.
Maintains supply of Central Stores stock on shelves.

4.
Fills Central Stores requisitions, packages and marks orders for delivery.

5.
Receives calls and visits from school and maintenance yard.

6.
Loads truck with orders and drives truck in delivery of orders to the proper campus.

7.
Collects and delivers mail.

8.
Picks up laundry at various points on each campus.

9.
Sorts and counts materials picked up.

10.
Pickup and deliver Board packets to Board members.

11.
Pickup and deliver bank tapes.

12.
Performs other related duties as assigned.

EMPLOYMENT STANDARDS:

Knowledge of: 
1.
Warehouse procedures, requisitions, purchase orders, invoices and delivery slips and the use and meaning of each.


2.
Methods used in receiving, storing, issuing and keeping records of supplies and equipment.


3.
Proper and safe use of material handling equipment.

Ability to:
1.
Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.  

2. Participate in appropriate training in hazardous materials handling, storage, and disposal; follow designated policy and procedures for Haz-mat identification, storage and disposal; maintain standards related to environmental compliance and personal health and safety as required.

3. Use a computer for entry and retrieval of information for work assignments.

4. Operate a delivery truck safely.

5. Properly and safely use material handling equipment.

6. Follow oral and written directions and to keep simple records.

7. Follow a prescribed routine independent of close supervision.

8. Exercise sound judgment in knowing when to refer questions to higher authority for decision.

9. Perform heavy manual labor.

10. Establish and maintain cooperative relationships with those contacted in the work.

Experience:
1.
One year of experience in driving a delivery vehicle, with public contact responsibilities, including or supplemented by some stock or storekeeping work,

Education:
1.
Equivalent to completion of the twelfth grade.

Certification:
1.
Possession of a valid, appropriate California operator's license issued by the State Department of Motor Vehicles.

Date Approved:  March 1993

Range:  L-41

EEO-Category:  H-70

Foothill-De Anza Community College District

Office of Human Resources and Equal Opportunity

Classification Services

Approved Position Description

For

Warehouse Worker II

DEFINITION:  

Under general supervision, serve as lead in the receipt, storage, and issuance of materials, supplies and equipment; supervise other warehouse workers; and to do related work as required.

EXAMPLE OF DUTIES AND RESPONSIBILITIES:

Depending upon assignment, duties may include, but are not limited to, the following:

1.
Receives, stores and issues materials, supplies and equipment.

2.
Checks incoming materials, equipment and supplies for conformity to purchase order, reporting shortages, damages and other discrepancies.

3.
Inspects materials, equipment and supplies received for quality and quantity.

4.
Assists with layout of storeroom and in taking inventory.

5.
Stocks, loads and unloads material.

6.
Makes occasional delivery to departments.

7.
Packs and crates equipment and supplies for shipment to vendors of over shipments, damaged shipments and goods to be repaired.

8.
Inventories laundry before sending out for cleaning.

9.
Prepares inventory control slips and posts control numbers to equipment.

10.
Supervises other warehouse workers.

11.
Performs other related duties as assigned.

EMPLOYMENT STANDARDS:

Knowledge of: 
1.
Warehouse procedures, requisitions, purchase orders, invoices and delivery slips and the use and meaning of each.


2.
Methods used in receiving, storing, issuing and keeping records of supplies and equipment.


3.
Proper and safe use of material handling equipment.


4.
Methods of personnel supervision.

Ability to:
1.
Demonstrate understanding of, sensitivity to, and respect for the diverse academic, socio-economic, ethnic, cultural, disability, religious background and sexual orientation of community college students, faculty and staff.  

2. Participate in appropriate training in hazardous materials handling, storage, and disposal; follow designated policy and procedures for Haz-mat identification, storage and disposal; maintain standards related to environmental compliance and personal health and safety as required.

3. Use a computer for entry and retrieval of information for work assignments.

4. Follow oral and written directions and to keep simple records.

5. Follow prescribed routine independent of close supervision.

6. Exercise sound judgment in knowing when to refer questions to higher authority for decision.

7. Perform heavy manual labor.

8. Properly and safely use material handling equipment.

9. Establish and maintain cooperative relationships with those contacted in the work.

10. Operate a delivery truck safely.

11. Assign and supervise the work of others.

Experience:
1.
Three years of warehousing experience, including experience in operation of a vehicle in delivery of materials, supplies and equipment, with public contact responsibilities, including or supplemented by some stock or storekeeping work.  The incumbent must have successfully completed a course in supervision or management in an acceptable institution within the last three years or will complete such a course within one year after assuming the position.

Education:
1.
Equivalent to completion of the twelfth grade.

Date Approved: March 1993

Range:  L-45

EEO-Category:  H-70
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