POSITION DESCRIPTION Position No. 000833
Administrative Manager January 2016
Bureau Director, Bureau of Building Management

Division of Facilities Management

Under the direction of the Division Administrator, Division of Facilities Management, the Director of
Bureau of Building Management has responsibility and decision-making authority for the operational
management and maintenance of DOA buildings, budget and staff supervision of diverse and complex
bureau functions. The bureau consists of 125 staff encompassing 34 DOA owned facilities throughout
the state with a replacement value of approximately $900 million and an annual operating budget of
$31 million. The incumbent manages and supervises a bureau staff of professional and skilled
employes in providing operational, technical and consultation in the planning, design, construction,
remodeling, maintenance, sustainability and emergency planning of DOA owned facilities in seven
cities including the State Capitol and Executive Residence. In addition, the incumbent plans, directs
and supervises the Project Management Section Leader and the Trades Unit Manager.

As Director of bureau engineering functions, general duties include oversight of engineering activities
with delegated authority in the following : representing the Division on all facilities management
matters; directing the efforts and reviewing the designs of the Architect/Engineers; developing and
preparing annual, biennial and construction project budgets; oversee the development of completed
design plans, specifications and related bidding documents for bidding of delegated construction
projects; directing the response and subsequent repair of facilities and equipment that resulted from
an emergency or unplanned event or equipment failure working with the State insurance
representatives for resulting claims; and developing and implementing other special technical
programs for the Division as requested.

This position provides regular briefings and status reports to the Division Administrator and agency
executives relating to the operational readiness and activities within the bureau. Further, this position
is responsible for building and maintaining a cooperative relationships and agreements between
agencies and occupying tenants including the legislature and Governor’s office. Additionally, the
incumbent is responsible for developing and directing performance management, customer service
efforts and continuous quality improvement in the bureau.

% Goals and Worker Activities

A. 15% Direct the responsibilities required to manage diverse and complex building operations
programs and activities.

Al. Plan, budget, administer, monitor and audit operations and management program policies and
procedures for implementing department and division policies regarding bureau support operations
for building engineering, capital improvements, energy management, housekeeping operations, safety
and security services, grounds operations, telecommunications services, procurement services and
contractual services in compliance with federal, state, department and internal management
directives.
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A2, Maintain an effective working relationship with procurement managers, personnel managers,
leasing managers and other management support personnel.

A3. Direct the establishment and protocol of tenant-management meetings to promote
communications, identify problems and improve working relationships. Develop tenant input and
cooperation in meeting the program objectives to improve bureau building operations and working
conditions.

A4, Direct, review and approve the establishment of bureau service levels agreements, quality
services policies, procedures and guidelines to ensure that essential levels of program requirements
are achieved. Determine basis for and develop more efficient bureau policies, procedures and
guidelines including sustainability, energy conservation measures and emergency planning.

AS5. Maintain a working knowledge of collective bargaining agreements affecting employees in the
bureau.

B. 25% Supervise, direct and assist bureau employees and contractors involved with remodeling
and construction projects, repairs and maintenance.

B1. Direct the development of subordinate professional supervisor's, craft, technical and semi--
skilled employe performance standards and work schedules. Determine training needs; recommend
employe career development opportunities

B2. Direct the development of work objectives and priorities of the subordinate supervisor's, craft,
technical and semi-skilled employes. Plan, schedule, and assign work for daily building operations,
maintenance, grounds, and the custodial program.

B3. Review and recommend the hiring, transfer, promotion, suspension, layoff, recall, discipline,
assignment, and evaluation of employes of the craft, technical, building engineering, maintenance,
grounds, and custodial services section.

B4. Review and recommend the selection of new employes from employment lists for the craft,
technical, building engineering, maintenance, grounds, and custodial services sections. Support Equal
Opportunity and Affirmative Action directives.

B5. Review and approve investigatory interviews, grievances, disciplinary action, and recommend
higher level disciplinary action for approval by the Administrator.

B6. Counsel supervisors and employes as required. Keep and maintain personnel and related
records of employes. Authorize leaves of absence; flex time, stand-by time and overtime work.
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C. 20% Direct, coordinate, evaluate and implement bureau plans, budgets, programs, policies and
objectives. Evaluate the achievement of the bureau goals and objectives, prepare operating, biennial
and capital budgets, authorize expenditures and audit expenditures relative to authorized budgeted
amounts.

C1. Direct the preparation of the biennial operating budget including capital improvements and
capital equipment purchases. Direct expenditures to maintain a positive financial position in order to
achieve a balanced budget within authorized levels.

C2. Direct and manage execution the bureau's annual operating budget. Assist in the establishment
of goals and objectives, delegate budget responsibilities to staff, monitor annual operating
expenditures, project expenditure rates and patterns and direct changes to planned expenditures as
require within the bureau

C3. Direct and manage tenant services work and other revenue sources associated with bureau
operations. Monitor billing revenues received from tenant agencies; ensure that costs for labor and
materials are charged back appropriately. Take corrective action and make adjustments as needed.

C4. Direct the planning, scheduling and implementation of maintenance repair and remodeling
projects. Direct the determination of the scope of work and cost estimates for improvements
requested by tenants. Incorporate tenant operational requirements and priorities.

C5. Direct the development of preventative maintenance standards, schedules and labor
requirements for the building envelope, mechanical, electrical, plumbing, communications, fire control
and security systems and associated operating costs.

Cé6. Direct, implement, and monitor a quality assurance program to ensure that preventative
maintenance standards are met.

C7. Direct the implementation of routine building inspections to check on quality of workmanship,
materials, and equipment. Establish and maintain a building equipment and mechanical system
inspection checklist to ensure operating, security, and safety procedures are followed and
identification of all building systems and equipment that require major or minor repair and/or
replacement are noted.

cs. Make immediate decisions on situations in need of emergency action and repairs. Respond to
tenant agency coordinators concerns by implementing preventative maintenance repairs.
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D. 20% Responsible for all facilities engineering and operational practices including the identification,
prioritization, development and management of construction, remodeling, technical, maintenance
and other capital improvement projects.

D1. Direct the facilities program to evaluate and analyze facilities structural conditions and building
system capacities. Establish the bureau's 6-year goals and objectives. Review the plan annually and
make recommendations for modifications to the plans goals. Incorporate any short term effects on
programs from capital construction and maintenance projects and adjust related funding
requirements.

D2. Develop, define, direct and manage the development of the long range facilities plan to
modernize bureau facilities including installation of technically advanced systems including but not
limited to controlled heating, ventilating and air conditioning systems, wiring systems for data and
communication, and fiber optic systems permitting high speed transmission of data and video.

D3. Direct development of construction projects for all facilities managed by DOA. Evaluate other
State owned properties to be managed by DOA

D4. Maintain an effective working relationship with departmental architects, engineers, project
managers, construction superintendent and other management support personnel.

D5. Direct the preparation of preliminary plans and specifications for Division of Facilities
Management designed projects and bureau preventative maintenance program projects.

D6. Direct the effort to address malfunctions or make design improvements that affect the efficient
operation of the bureau's building power plant systems and mechanical equipment.

D7. Direct the efforts necessary following an emergency event or equipment failure or malfunction
to return facility utilization for occupying tenants.

D8. Direct subordinates to ensure project plans and specifications are adhered to, efficiency and
productivity requirements are met, and repairs have been completed.

Do. Direct the engineering, management, coordination and implementation of all bureau
construction and emergency repair activities by involving and working with the appropriate
departmental architects, engineers, project managers, building construction superintendents,
procurement managers, personnel managers, contractors, trades and specialty crafts, leasing
managers and other support services.

D10. Direct and work with other bureaus to develop construction plans and specifications for
projects that are delegated to the bureau. Direct and manage construction activities for all technical
projects in the Bureau; review design documents, design reports, construction plans and specifications
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prepared by consultants for all construction projects in the bureau and prepare complete design plans,
specifications and bidding documents for in-house designed projects

D11. Direct the review of project designs and specifications that may impact the bureau's building
operations and management.

D12. Direct building operations to insure compliance with all health, environmental and safety
standards, regulations and codes are met. Implement indoor air quality and hazard communication
programs to ensure building occupants a healthy and safe work place.

D13. Conduct routine building inspections to check on quality of workmanship, materials, and
equipment.

E. 20% Responsible for and provide leadership, management and direction to the Bureau employes
performing a wide range of professional, trade, technical, maintenance, and custodial services
involving a variety of repair, remodeling and construction work. This includes developing,
implementing and monitoring the preventative maintenance and repair programs.

E1l. Provide leadership, supervision and managerial support to deputy directors, management,
supervisors and lead workers.

E2. Provide leadership on selected division-wide program studies; analyze and recommend policies
and procedures that will solve operational or procedural issues.

E3. Work with the architects and engineers of the Division of State Facilities, other agencies
professional and management personnel on complex and diverse building operational and
maintenance issues.

E4. Develop bureau objectives and priorities. Direct all Bureau functions including staff training,
planning, assigning and reviewing work, monitoring progress of staff assighments, recommend career

development and counsel employes.

ES. Conduct regular Bureau staff planning meetings to develop bureau goals and objectives and to
review accomplishments and problem resolving strategies.

E6. Demonstrate, reflect and support department leadership core competencies
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Knowledge, Skills and Abilities:

N

8.
9.

10.
11.

12.

Knowledge of supervision, team building, and personnel management techniques
Extensive knowledge of facility operations and building management programs
Experience in supervision of building managers and staff in facility maintenance and
construction trades

Skill in managing multiple, highly complex projects

Applied knowledge of business organization, decision making, and budgeting

Ability to exercise sound judgment and discretion when managing complex and sensitive
issues

Applied knowledge of administrative principles and methods, including inter-organizational
relations

Strong communication skills

Strong interpersonal skills to establish effective working relationships

Strong facility management and problem solving skills

General knowledge of business operations practices including contract management,
budget development, and procurement

Ability to use computers for analysis, word processing and data base management

Special Requirements:
A valid driver's license or ability to provide one's own transportation for site visits



