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WORK ORDER COORDINATOR
KIND OF WORK:  This is administrative and supervisory work in organizing, scheduling and coordinating a construction and maintenance work order system.

DISTINGUISHING FEATURES OF THE WORK:  An employee in this class is responsible for the supervision and coordination of the construction and maintenance work order system of the Public Buildings, Mechanical Maintenance and Architectural Engineering Departments to provide prompt and equal access to services.  In addition, the incumbent performs planning and research activities in developing, implementing and maintaining special operational programs and procedures.  Work is performed within established guidelines and procedures under the general supervision of the Assistant City Architectural Engineer or other superior and supervision is exercised over sub-professional facility management and clerical personnel. 

EXAMPLES OF WORK:  (Any one position may not include all of the duties listed nor do the listed examples include all tasks which may be found in positions of this class.)  Organizes and supervises a uniform work order system to insure that projects are assigned, designed, constructed and completed in a timely, efficient manner; schedules work and assigns priority; monitors work in progress and prepares detailed activity reports; implements quality control procedures for the system; communicates with various department heads, contractors and other agencies and keeps them apprised regarding maintenance and repair activities and projected completion dates; reviews production records; prepares a variety of statistical and sub-professional accounting and production reports; maintains liaison with related organizational units; prepares and submits construction and maintenance cost data for accounting purposes; provides technical and cost data for use in preparation of annual budgets; tracks project assignments to completion; reports on observations, conclusions and recommendations; performs related work as required.

ESSENTIAL REQUIREMENTS OF THE WORK:  Thorough knowledge of maintenance, construction and repair methods and techniques applicable to public buildings and structures; good knowledge of administrative and managerial principles and practices; good knowledge of computer operating systems and various software applications including data-base management; ability to plan, assign, direct and evaluate the work of subordinates; ability to communicate effectively, both orally and in writing; ability to establish and maintain effective working relationships with government officials, department heads, employees and the general public.

MINIMUM QUALIFICATION REQUIREMENTS:  Attainment of a minimum of a bachelor's degree from a recognized college or university in building construction, industrial management or closely related field and a minimum of three years facility maintenance management experience utilizing computer operating systems in the construction and building trades industry; or a combination of education and experience equivalent to these requirements.
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