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SERVICE CONTRACT TECHNICIAN
KIND OF WORK:  This is technical work in organizing, scheduling and coordinating operations to ensure performance of service contracts.

DISTINGUISHING FEATURES OF THE WORK:  An employee in this class is responsible for conducting post performance evaluations on service contractors and for directing efforts involved with various special events.  Work is performed in accordance with established procedures under the direction of the Service Contract Administrator.  Supervision is exercised over custodial and community service workers and the incumbent may have varying work hours.

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.)  Performs post performance evaluations to ensure service contract compliance; coordinates activities with department heads, contractors and employees; schedules and coordinates activities of community service workers for special events; supervises community service workers involved with special projects; assists in writing service contract specifications and makes accompanying drawings; performs custodial work as necessary; ensure that parts are maintained, repaired or replaced; assists with the troubleshooting of heating and air conditioning systems; assists with the inspecting, cleaning and servicing of heating and air conditioning controls; reads plans and blueprints to locate control systems; adjusts belts, pulleys and dampers; performs related work as required.

ESSENTIAL REQUIREMENTS OF THE WORK:  Good knowledge of the principles, design, operation, maintenance and repair of a variety of building and mechanical systems; good knowledge of the methods, materials, tools and practices used in building maintenance; good knowledge of the principles and practices of building construction; some knowledge of service contract specifications; ability to inspect work for compliance with specifications; ability to deal firmly and effectively with contractors; ability to perform technical maintenance and repairs on public buildings and equipment; ability to operate governmental vehicles; ability to supervise the work of others; ability to read and work from blue prints and technical drawings; ability to follow written and oral instructions; ability to establish and maintain effective working relationships with elected officials, contractors, department heads, volunteer workers and other employees.

MINIMUM QUALIFICATION REQUIREMENTS:  Graduation from a standard senior high school, or the successful completion of the General Educational Development (GED) test, with coursework or apprentice training in the building or mechanical trade, and a minimum of three years experience in the maintenance and repair of a variety of building and mechanical equipment; or a combination of education and experience equivalent to these requirements.

SPECIAL REQUIREMENT:  Must possess a valid driver's license from state of residence.
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