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➢ Reviews or prepares plans and specifications for contract work; inspects work in progress and completed 
work of assigned employees and contractors to ensure maintenance of standards and compliance with codes 
and regulations; administers and coordinates maintenance contracts with outside firms; participates in the 
solicitation of bids and review of proposals. 

➢ Maintains preventive maintenance schedules and records; schedules major facilities and grounds maintenance 
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➢ Be a fair-minded, ethical, and honest leader with excellent interpersonal and communication skills, both oral 
and written. 

➢ Develop, implement, and evaluate programs and services. 
➢ Utilize data and assessment outcomes to make improvements for programs and services. 
➢ Inspire and motivate others toward goal achievement. 
➢ Counsel, direct, and facilitate professional development of employees. 
➢ Develop and monitor budgets and effectively utilize resources. 
➢ Effectively manage priorities in large, complex, and diverse operational units. 
➢ Use independent judgment in the interpretation and application of rules, regulations, policies, and procedures. 
➢ Provide leadership and work collaboratively and productively with all stakeholders, including faculty, 

students, administrators, support staff, unions, and the community. 
➢ Recruit, select, supervise, and evaluate employees. 
➢ Interpret, apply, explain, and ensure compliance with applicable federal, state, and local policies, procedures, 

laws, and regulations. 
➢ Effectively administer support services programs, projects, and activities. 
➢ Prepare clear and concise reports, correspondence, policies, procedures, and other written materials. 
➢ Conduct research projects, evaluate alternatives, make sound recommendations, and prepare effective 

technical staff reports. 
➢ 
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