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BELMONT Parks and Facilities Supervisor

Class specifications are only intended to present a descriptive summary of the range of duties and responsibilities associated with
the specified positions. Therefore, specifications may not include all duties performed by individuals within a classification.

DEFINITION

To provide supervisory direction, to manage, organize and direct assigned employees and equipment as required in the Parks
and Facilities Division. Exercises independent judgment, discretion, and demonstrates strong ethical, professional and service-
oriented leadership. Assures requlatory compliance and economy in all applicable programs. Correctly applies City policy and
utilizes good interpersonal skills. Assists in the administration of parks and facilities division operating budgets, participates in
parks and facilities maintenance and repair activities and other work as required. May act for the Parks and Facilities Manager
in his/her absence.

DISTINGUISHING CHARACTERISTICS
This multi-position, working supervisor classification performs work in several functional areas and is distinguished by its core
responsibility for supervising employees, programs and activities within the Parks and Facilities Division.

SUPERVISION RECEIVED
Receives direction from the Parks and Facilities Manager.

SUPERVISION EXERCISED
Exercises direct supervision over staff.

ESSENTIAL AND IMPORTANT FUNCTIONS
Essential and other important functions may include but are not limited to the follow:

o Schedules, assigns, coordinates, inspects and oversees the work of all employees of assigned section.

o  Determines the need for maintenance work and repairs.

o Administers programs and processes and makes decisions in accordance with established rules and regulations, policies and
procedures and guidelines; participates in the development of department/division rules, policies and procedures, goals and
objectives, and priorities.

o Investigates complaints and recommends corrective actions, develops notification letters and other public information

materials.

Supervises, trains and instructs subordinates.

Evaluates employees under his/her direction and makes recommendations in personnel matters regarding hiring or disciplinary

matters; manages and approves timesheets, including overtime.

Organizes personnel and equipment for various projects.

Approves orders of materials and supplies by other staff associated with program area.

Assists in the preparation of the division budget; prepares cost estimates for maintenance and repair activities.

Insures crew members are working in a safe and efficient manner and assists in implementing applicable training programs.

May be required to perform various skilled and/or semi-skilled maintenance tasks including the operation of heavy equipment.

Responsible for maintaining accurate daily work records and following up on complaints received by citizens.

May perform any task listed under the duties of the Senior Parks and Facility Maintenance Worker; and serves in an on- call

status during specified times to handle emergencies.

MINIMUM QUALIFICATIONS
Each position in this classification has general and unigue duties. Knowledge of the principles, practices, methods, tools,




materials and equipment used for each position is required. Knowledge common to all positions includes:
Knowledge of:

Applicable federal, state, and local laws, codes and requlations.

Materials, methods, practices and equipment used in park and facility maintenance and repair activities.
Occupational hazard elimination and standard safety precautions necessary in the workplace.

Principles of supervision, training and performance evaluation.

Principles and practices of budgeting and project management.

Principles and practices of human resources and personnel management.

Effective methods of record keeping and inventory control.

Effective leadership, organization and management principles and practices.

Mathematical and related techniques used to estimate material needs and their costs.

City software systems.

Ability to:
e Estimate personnel and time requirements.
o Understand and follow written and oral directions.
e  [stablish clear goals and objectives.
o Analyze and prepare sound recommendations for the solution of difficult problems.
e Acquire a thorough knowledge of applicable City, departmental and divisional policies and procedures.
e Troubleshoot problems and determine materials and supplies required for maintenance, repair, and other projects.
e Supervise, train and evaluate personnel.
o Prepare and maintain accurate records and reports.
e  Communicate clearly and concisely, both orally and in writing.
e  Perform heavy physical labor.
o (Operate a variety of tools and light to heavy equipment safely and proficiently.
o Establish and maintain effective working relationships with subordinates, other employees and the general public.
¢ Provide courteous and efficient service to the public and City employees.
o (rganize own work, set priorities, meet critical deadlines, and follow-up on assignments with minimum direction.
o Use standard computer software to prepare correspondence, reports and spreadsheets.
o Drive avariety of vehicles safely.
e Maintain a good attendance record, arrive to work on time and be punctual for meetings/appointments.
e Maintain regular and dependable attendance necessary to work with staff equipment/tools and punctuality

necessary to attend meetings and appointments.
o Functionindependently and make decisions based on sound judgment within established guidelines.

EDUCATION AND EXPERIENCE
Any combination equivalent to experience and education that could likely provide the knowledge, skills and abilities would be
qualifying. A typical way would be:

Experience:
Four (4) years of increasingly responsible experience in parks and facilities maintenance, at least two of which must have been
in a lead or first-line supervisory capacity.

Education:
High School Diploma or equivalent supplemented with course work in supervision, management, construction, maintenance or

related field. Associate degree desired.

LICENSES OR CERTIFICATES

Licenses:
Possession of a valid California Class “B" driver's license with appropriate endorsements and continue to meet the



requirements for renewal.

Certificates:
Additional industry-specific certifications may be required depending on area of assignment.
Ability to obtain QAC within one year of appointment

PHYSICAL DEMANDS

Requires the maintenance of physical conditioning necessary to operate motorized equipment and vehicles. Incumbent is often
required to actively engage in physical labor and on occasion may be required to lift in excess of 100 pounds and routinely lift
and move objects up to 25 pounds.

WORK ENVIRONMENT

Incumbent will be required to work in both an office environment and outdoors including working in inclement weather and
emergency situations. Incumbent is subject to call out during evenings and on weekends. Incumbent may work in an
environment where they are exposed to working with machinery, chemicals, uneven surfaces, noise, vibration, confined spaces,
hazardous traffic situations and sewage.
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