
 

Working Facility Maintenance Supervisor 
 

General Purpose 
This is a working facility maintenance supervisor position.  This position is responsible for 

scheduling, supervising and overseeing maintenance and facility technicians in the tasks of 

maintaining the College’s buildings, classrooms, labs and offices and grounds to ensure the 

safety, health, and welfare of the students, faculty, staff and the general public. This position is 

also responsible for administrative tasks including, but not limited to, timesheets, leave 

administration and project management. 

 

Skills and Qualifications 

Education and Experience:  

Required: 

-Associate’s degree required or experience equivalent. Bachelor’s degree preferred. 

 

Preferred: 

-Associate’s degree required or experience equivalent 

 

Necessary Knowledge, Skills, and Abilities: 

-Ability to perform the most complex maintenance duties and operate related equipment. 

-Knowledge of the principles and practices of safety management 

-Ability to interpret and explain pertinent department policies and procedures 

-Ability to read and understand construction drawings, plans and specifications 

-Ability to effectively communicate both oral and verbal 

 

A complete job description is attached. 

 

Interested candidates should submit letter of interest and updated resume in Word or PDF 

format. All such information should be submitted to careers@northweststate.edu using  

“Working Fac Main Supervisor” as the subject line. 

 
________________________________________________________________________________ 

 

For a complete listing of current Employment Opportunities, visit www.northweststate.edu and click on “Community” then 

“Employment Opportunities.” 
 

Office of Human Resources 

Northwest State Community College 

22600 State Route 34 
Archbold, OH 43502 

 EOE   M/F/D/V 
 
Northwest State Community College is an Equal Opportunity Employer and educator that does not discriminate on the basis of race, color, national origin, sex, sexual 

orientation, genetic information, religion, age, disability or military status in employment or the provision of services. 

 

In accordance with the Americans with Disabilities Act, it is the policy of Northwest State Community College to provide reasonable accommodations to persons with 

disabilities.  When contacted for an interview, an applicant who requires special accommodations due to a disability should notify the Human Resources office at the 

time he/she is contacted so that proper arrangements can be made for the interview.  Posted:  06/10/16. This position is open until filled 

  

 POSITION ANNOUNCEMENT 

mailto:careers@northweststate.edu


 
POSITION TITLE:  Working Facility Maintenance Supervisor 

DEPARTMENT:  Facilities 

APPOINTING AUTHORITY:  Chief Fiscal and Administrative Officer 

SUPERVISOR:  Director of Facilities, Construction and Renovation 

GRADE LEVEL:  Graded, IV 

 

Normal Weekly Hours:  40 for 12 months per year.  Start time:  6:00 a.m., end time 4:30 p.m.  

Hours may vary due to operational situations.   

 

GENERAL PURPOSE: 

This is a working facility maintenance supervisor position.  This position is responsible for 

scheduling, supervising and overseeing maintenance and facility technicians in the tasks of 

maintaining the College’s buildings, classrooms, labs and offices and grounds to ensure the 

safety, health, and welfare of the students, faculty, staff and the general public. This position is 

also responsible for administrative tasks including, but not limited to, timesheets, leave 

administration and project management. 

 

Essential Duties and Responsibilities 

 

1. Supervise, train and evaluate the maintenance and facility technicians. 

2. Assist in all construction, maintenance and renovation projects for adherence to 

governing construction building codes, quality and procedural standards. 

3. Supervise and perform mechanical, electrical and plumbing duties for building and 

equipment as needed. 

4. Assist in coordinating various projects with other campus entities. 

5. Coordinate maintenance management system daily to ensure timely completion of work 

orders. 

6. Verify and ensure correct building system operation daily and immediately respond to 

deficiencies. 

7. Understand and optimize building automation and HVAC settings and modes of 

operation. 

8. Create and maintain a safe and secure working environment by ensuring that all policies, 

procedures and regulations are being followed. 

9. Carry two-way radio and respond to campus emergencies and assist as needed. 

10. Maintain adequate levels of campus operations and maintenance supplies. 

11. Assist with general building and maintenance activities as needed including painting, 

staining, carpentry, prep work, and maintenance of equipment and machinery. 

12. Assist and coordinate snow removal, salting of walkways, shoveling and being prepared 

for off-hours work during cold weather events are required for the safety and continuity 

of campus needs. Driving powered equipment is typically required to fulfill this duty. 

13. Coordinate and assist with office moves as needed. 



14. Maintain outstanding customer services skills at all times. 

 

PERIPHERAL DUTIES 
Other facilities duties as assigned. 

 

DESIRED MINIMUM QUALIFICATIONS 
Education and Experience: Associate’s degree required or experience equivalent. 

Associate’s degree required or experience equivalent preferred.  

Necessary Knowledge, Skills, and Abilities: 

Ability to perform the most complex maintenance duties and operate related equipment. 

Knowledge of the principles and practices of safety management 

Ability to interpret and explain pertinent department policies and procedures 

Ability to read and understand construction drawings, plans and specifications 

Ability to effectively communicate both oral and verbal 

 

SUPERVISION RECEIVED 
Reports directly to the Director of Facilities, Construction and Renovation 

 

SUPERVISION EXERCISED 
Maintenance and Facilities Technicians 

 

RESPONSIBILITY FOR PUBLIC CONTACT 
Extensive 

 

LICENSING AND REGULATION 
State of Ohio driver’s license 

Fork Truck license or ability to achieve 

 

TOOLS AND EQUIPMENT USED 

Various types of hand and power tools and diverse types of machinery necessary for the 

maintenance and extended care of the campus. 

 

PHYSICAL DEMANDS 
The physical demands described here are representative of those that must be met by an 

employee to successfully perform the essential functions of this job. Reasonable 

accommodations may be made to enable individuals with disabilities to perform the essential 

functions. 

 

While performing the duties of this job, the employee is frequently required to sit, talk, and 

hear. The employee is occasionally required to walk; use hands and fingers to feel, handle or 

operate objects, tools, or controls; and reach with hands and arms. 

 

The employee must occasionally lift and/or move up to 50 pounds. Specific vision abilities 

required by this job include close vision and the ability to adjust focus. 

 

WORK ENVIRONMENT 
The work environment characteristics described here are representative of those an employee 

encounters while performing the essential functions of this job. Reasonable accommodations 

may be made to enable individuals with disabilities to perform the essential functions. 



 

The work is performed primarily in an office setting. The noise level in the work environment 

is moderate. 

 
The duties listed above are intended only as illustrations of the various types of work that may be 

performed. The omission of specific statements of duties does not exclude them from the position if the 

work is similar, related or a logical assignment to the position.  

 

 


