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Job Description

Road, Fire and Facility

Administrator/ Manager

Chain of Command:  directly responsible to:

· GBOS Roads Supervisor for duties related to the Roads contract, Fire station Community room/Library Facility & issues.

· Girdwood Fire Chief for duties related to the Fire department, Fire station/ Community room/Library Facility & issues.

· GBOS Chairman, Fire station/Community room/Library Facility & issues
Administrative Duties:

· Direct administrator of the GBOS Roads contract.

· Facility Manager for the Fire Station/Library/community hall complex.

· First responder for Girdwood Fire department.

 Roads Contract (50%):

Daily Duties

Administrative Duties: (35%)

· Establishes office procedures, sets priorities, and provides direction to the maintenance contractor.

·  Prepares an annual maintenance budget of by developing a maintenance activity “Work Program and Progress Report”.

·  Develop a Capital Improvement Program.  Prioritizes capital projects relative to the area wide needs of the service area, which has approximately (14) miles of variable road types including very steep mountain roads.

·  Monitors daily cost reports and authorizes contractor and vendor billings.

· Receives, investigates, responds and follows-up on inquiries and complaints from the public.  Composes and reviews letters, reports, e-mails, and internal memos.

· Attends professional development seminars, municipal agency and contractor meetings.  Reviews Girdwood platting applications, new subdivision development plans, M.O.A. and State D.O.T. construction plans, and right-of-way permits relating to drainage, access, and driveway transitions.  

· Provides the direction and guidance of the (Contractor). Develops and evaluates statistical data on the cost/benefit of projects or activities relative to maintenance cost savings and general efficiencies.

Field Duties: (25%)

·  Oversees and provides technical assistance to the Contractor,  in the planning, direction and management of contract equipment in the field.  

· Performs actual field supervision in Road Supervisor’s absences.  Provides specific technical expertise in the planning, scheduling, and directing of complex road improvement projects for service area roads that require unique and innovative construction methods, in addition to general  street and drainage repairs.  

· Directs all aspects of winter operations including plowing, sanding, snow hauling, snow blowing, wing back operations, thawing and glacier control.

Contract Administration Duties: (20%)

·   Develops and composes contract bid specifications and scopes of work for labor, equipment, materials, and service contracts.  Administers contracts for quality control and contract compliance. Implements corrective action plans for non-compliance.  Establishes quarterly contract equipment requirements for the contractors.

Road Board Duties: (5%)

· Attends monthly GBOS meetings and as requested, Community Council and Homeowners Association meetings. Conducts presentations for the Board and general public related to the planning, funding, and development of Girdwood Capital and Operations Programs. Provides technical expertise and recommendations on the development and updating of short and long range road improvement plans, policies, procedures, projects, maintenance guidelines, snow response plans, capital improvement programs, project priorities and service level establishment. Provides the Board with monthly status reports on all construction projects and maintenance activities.
Grant Requests: (15%)
· Formulate Girdwood Valley Service Area road projects for approval and submission into the Municipal State & Federal legislative grant requests.

Operation Requirements
Working in pickup, may involve night driving during winter storm or ice conditions, on steep and narrow roads.  May periodically be required to serve 24 hour standby during winter seasons, particularly during snow and ice advisories.  Conflict resolution with various contractors and operators relating to operator skill levels.  Public speaking and presentations.  Addressing irate public complaintants.
Laws, rules, regulations, standards, codes, or other regulatory guides regularly used in performing the work.

Girdwood Valley Service Area Board of Supervisors Policies and Procedures, maintenance Guidelines, Snow Response Plan, M.O.A. Standard Specification Manual, M.O.A. Policy and Procedure Manual, departmental directives, technical manuals, Municipal Code Manual, internet, construction trade journals, NEPDES Water Quality Regulations, State of Alaska DEC permits

List the types of decisions/actions the employee independently makes on a regular basis.

This service area poses some very unique topography and road conditions that require special and innovative maintenance and construction methods, which can only be made in the field. Most road improvements are made without the benefit of construction plans or designs.  Budget decisions are made daily relating to the scope and approach to a road project.

Community Room/Library/ Fire station Facilities Manager: (30%)

Daily Duties

· Monitor Facility operations.

· Sets priorities, and provides direction to the Janitorial contractor.

· Sets priorities, and provides direction to the Landscaping contractor

· Provides for building security; issues Keys, provides access for users, ensures area clean-up, polices parking and common areas.

· Maintain Community Room Schedule. Provide a point of contact for the public.

· Collect and document use fees.

· Perform minor repairs.

· Respond to after hours building alarms.

. 

· Identify maintenance needs and prepare work orders for MOA facility maintenance.

· Develop Building operation plan to incorporate community goals.

· Works with MOA facility Maintenance operations to develop, maintains and reviews facility maintenance and preventive maintenance procedures and programs, utilizing a computerized maintenance management system; monitors quality of repair and maintenance programs and work.

· Assists in identifying, developing and reviewing annual budget needs including levels of maintenance, equipment replacement needs, and capital improvement programs; prepares and assists in the preparation of supporting documentation.

· Directs the on-going updating and implementation of the planned preventive and corrective maintenance of facilities and related standard operating procedures; monitors and controls expenditures of operating budget for maintenance activities and programs.

Fire Department: (20%)

Daily Duties

· Respond to emergency calls.

· Assist Fire Chief with daily station duties

· Assist the Fire Chief with special projects.

· Attend Fire Department Training Meetings as required.

Common Duties

· Assist the GBOS with keeping documentation of roads contract compliance, current billing and personnel/hours issues.

·  Keep a database of facility maintenance issues. 

· Submit a monthly report to the GBOS.

· Maintain scheduling objectives are met to provide EMS/Fire coverage during your work shift.

· Be prepared to shuttle apparatus and equipment to town for maintenance. Shop for supplies. Deliver paperwork and reports to MOA administration.

· Special Projects as directed by the Roads Supervisor, Fire Chief and GBOS

Qualifications

· 5 years experience operating heavy equipment.

· 3 years supervisory experience in the construction Industry.

· Have a working knowledge of Building construction and maintenance.

· Ability to operate a pickup with snowplow.

· Basic knowledge in the use and operation of a computer for the purposes of using Microsoft Office,

·  Ability to operate portable radios, cell phones, and calculators.

· Working in pickup, may involve night driving during winter storm or ice conditions, on steep and narrow roads.  May periodically be required to serve 24 hour standby during winter seasons, particularly during snow and ice advisories.  Conflict resolution with various contractors and operators relating to operator skill levels.  Public speaking and presentations.  Addressing irate public complaintants.

· Class A/CDL  N license*

· Experience with payroll and budgeting.

· Pass background check.

· Submit current driving record.

· Current Hazmat awareness level certificate*

· Blood borne pathogen certification.*

· EMT Basic (I)*

· Attend GFD basic firefighter training.*

*Candidate will have 6 months to bring certificates up to date from date of hire
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