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Position Description
The position description is the foundation for recruiting, classification determination, formulating work plans and performance evaluations.  Supervisors are encouraged to review the position description with the employee at the time of the performance evaluation and to consult Human Resources in revising position descriptions prior to changing assignments.
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Signature denotes that this position description is an accurate statement of the duties and responsibilities assigned to this position.
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Position Description Form
	Click button to print form: 
	Click button to print form: 
	Insert position number: 
	Insert time base: 1.0
	Insert current classification title: Administrator II
	Insert current working title: Director- Sustainability, Energy & Ground
	Insert department name: Facilities Management
	Select this box to indicate the primary action as recruitment: 0
	Select this box to indicate the primary action as existing position: 1
	Select this box to indicate the primary action as new position: 0
	Select this box to indicate the primary action as position description update: 1
	Select this box to indicate the primary action as skill level review: 0
	Select this box to indicate the primary action as classification review: 0
	Select this box to indicate this as an employee request: 0
	Select this box to indicate this as an management request: 1
	Incumbent's signature: (Leave blank and sign after printing): 
	Select date of signature from the drop down menu: 
	Please type the name and title of the above individual: Sustainability, Energy & Grounds
	Supervisor's signature: (Leave blank and sign after printing): 
	Select date of signature from the drop down menu: 
	Please type the name and title of the above individual:  Associate Vice President- Facilities Mgt
	Dean/Chief Administrator's signature:   (Leave blank and sign after printing): 
	Select date of signature from the drop down menu: 
	Please type the name and title of the above individual:  Vice President- Administrative Affairs
	Vice President's signature:  (Leave blank and sign after printing): 
	Select date of signature from the drop down menu: 
	Please type the name and title of the above individual: 
	D.  Knowledge, special skills and abilities required:: This position requires the following knowledge, special skills and abilities:1)  Thorough knowledge of sustainability and waste/recycling issues and concepts at the local, national and global level.2)  Thorough knowledge of the utility industry and methods for managing the full complement of energy resources utilized within an institutional environment.3) Demonstrated knowledge in the methodologies associated with planning, evaluating, implementing and measuring energy projects including the efforts required to develop a multi-year portfolio with a balanced approach toward achievement of broad goals and objectives.4)  Demonstrated knowledge of landscape and hardscape maintenance principles applicable to the north coast environment.5) Thorough knowledge of and ability to apply extensive expertise to a complex organization including its operating and administrative functions.  To include thorough knowledge and understanding of applicable policies, procedures, guidelines and regulatory requirements.6) Knowledge of the California Division of Industrial Safety Orders, California and Federal OSHA regulations and other regulatory compliance requirements associated with the areas of supervision.7)  Well developed skills associated with organizational leadership and management including change management, strategic and tactical planning, and policy/procedure/guideline development and implementation. 8) Well developed skills associated with the collection, compilation, and organization of a wide variety of data for reporting and recordkeeping purposes.9) Demonstrated knowledge of industry standards and benchmarks as related to the duties assigned.  To include those standards associated with the higher education, sustainability, energy management, and grounds management industries.10) Demonstrated ability to effectively interpret, organize and present information, ideas and concepts in written or presentation format and use consultative, collaborative and facilitation skills to obtain decisions required to move forward toward implementation.11) Ability to take initiative and independently plan, organize, coordinate and perform work in various situations where numerous and diverse demands are involved.12) Ability to understand problems from a broad, interactive perspective and discern applicable underlying principles to conceive of and develop strategic solutions.13) Ability to collaboratively work with representatives within the campus and public/private entities and handle potentially sensitive situations appropriately.  To include demonstrated consultative skills in working with internal and external constituent groups.14)  Ability to reason logically, draw valid conclusions and make appropriate recommendations.15)  Excellent attention to detail, including content and format.16) Ability to make independent decisions and exercise sound judgment.17) Demonstrated ability to establish and maintain effective working relationships within and outside the Department and Unit as well as serve as a liaison to the campus, the community and regulatory agencies.18) Ability to operationalize sustainability concepts (economy, society, environment) into all aspects of performing job duties.19) Ability to initiate, establish, and foster teamwork by maintaining a positive, cooperative, productive work atmosphere while establishing effective working relationships within a diverse population and with those from various cultural backgrounds.20) Ability to communicate effectively and work harmoniously with a wide variety of individuals and organizations directly and indirectly involved with projects and/or assignments.  Work often involves contacts with a variety of individuals and organizations requiring active problem solving and effective interpersonal skills.21)  Ability to recognize and accommodate changing priorities; meet short and long term deadlines/goals; and complete routine tasks despite intermittent interruptions.  This includes managing multiple tasks and working proactively to avoid crisis and backlog.22) Fluent in the use of standard office equipment (copiers, scanners, fax machines, radios, multi-faceted phone and voicemail systems, etc.,) technology and standard computer applications such as Microsoft Office (Word, Excel, Powerpoint, Explorer, Project, etc.,).23)  Developed skills concerning use of profession-specific software (i.e., maintenance management system, energy reporting system, facility information system, construction management system, etc.,).
	F.  Specific physical and/or environmental working conditions that relate to the essential job functions of the position:: In general, this position works a consistent schedule, Monday- Friday from 8:00 a.m. thru 5:00 p.m.  Business needs may occasionally require evening and weekend hours in order to ensure assigned tasks and duties are completed as required or to respond to campus emergencies.This position works in a wide variety of environments including both a typical office environment as well as a facility/building and construction oriented environment.  As such, the position requires:  1)  Sitting for prolonged periods of time.  2)  Working in an environment where there is heavy traffic, multiple interruptions and noise from office equipment and/or nearby conversations.  3)  Ability to lift up to 30 pounds occasionally as well as handle large or odd-shaped objects.  4)  Ability to conduct site visits as required to ensure facility services are being implemented to the standards adopted by the campus.  5)  Ability to supervise and oversee work in noisy and/or dusty environments.  6)  Ability to supervise and oversee work in a maintenance-oriented environment which requires the use of personal protective equipment.In addition, this position requires the ability to travel as required to conduct State business.
	Describe the nature of supervision the employee in the position will receive.: This position is supervised by the Associate Vice President, Facilities Management.



