LAKE COUNTY FOREST PRESERVE DISTRICT

CONSTRUCTION CREW CHIEF

The Construction Crew Chief is responsible for coordinating District staff and scheduling contractors for large jobs, the operation of the central supply warehouse and sign shop areas and maintaining specialized software systems. Completes division procurement card reconciliation, contract management, and development of equipment and service specifications. This individual reports to the Superintendent of Grounds Maintenance Operations.  May coordinate division work in the absence of the Superintendent.

ESSENTIAL FUNCTIONS

1.
Coordinates District staff and schedules contractors for large projects and determines areas of responsibility.  

2.
Assists with administrative procedures including reconciliation of procurement cards, and writing contract specifications for services.  Monitors projects to ensure they are in compliance with work requests and contracts.  Determines any changes that need to be made and provides this information to the Assistant Superintendent.  
3.
Coordinates and prioritizes sign requests and fabrication with District departments.
4.
Places orders and submit requisitions; stocks and issues materials and supplies; receives and verifies incoming shipments for appropriate quantity against invoice, purchase orders or other documents; verifies quality or product received; follows-up with vendors on back-orders. Responsible for managing materials and supply levels necessary for the operation of the District.

5.
Prepares purchasing specifications for operational supplies and equipment; meets with prospective vendors; researches and recommends new products and equipment.  
6.
Researches parts, materials, and equipment to determine quality, price and availability.

7.
Performs data entry for computerized work scheduling and tracking system to monitor status of jobs, document hours, project material costs and inventory control.

8.
Estimates jobs and requisitions supplies needed for projects.

9.
Prepares vehicles, equipment, computers and miscellaneous underutilized materials for quarterly county auctions.  Ensures all necessary paperwork is completed prior to sale.  

10.
Maintains inventory database, records purchases, performs physical count of inventory, and reconciles actual stock count to computer-generated reports.  Posts supplies issued and received; prepares monthly, quarterly and yearly reports for Accounting.


11.
Maintains fleet vehicle filter inventory and labor and material tracking reports for Mechanical Services Crew Chief.

12.
Operates motor vehicles, tractors, and forklifts.

13.
Performs heavy lifting tasks up to 75 pounds.

14.
Performs tasks that will require walking, bending, stooping, standing, kneeling, climbing, reaching and sitting. 

MARGINAL FUNCTIONS

1.
Performs assembly of components kept in inventory.

2.
Assists in development of policies and procedures for central stores, sign shop and construction operations.
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3.
Keeps detailed records of preventive maintenance and repairs for Construction division.

4.
Prepares written reports.

5. 
Assists with development and administration of divisional budget.

6. 
May be assigned special administrative projects. 

QUALIFICATIONS

1.
High School diploma with good math and writing skills.

2.
Five years experience in the construction field or with inventory control. Two years of supervisory experience.
3.
Knowledge of general construction practices, procedures, materials and equipment.

4.
Knowledge of tools and materials used in the vehicle and equipment repair trade.

5.
Knowledge of purchasing, production scheduling, operations and warehousing.

6.
Excellent data entry skills and knowledge of word processing, spreadsheet software and record keeping systems.

7.
Must possess a valid driver's license.

PSYCHOLOGICAL CONSIDERATIONS

1. Must have the ability to work around general population in public areas.

2.
Must be able to maintain inventory system and records.

3.
Ability to work on own with minimal supervision.

4.
Must provide team leadership.

PHYSIOLOGICAL CONSIDERATIONS

1.
Ability to lift and handle large, heavy or bulky stock items up to 75 pounds.

2.
Ability to climb, stoop, bend, reach, walk, sit, kneel, or stand for long periods of time.

3.
Ability to drive a motorized vehicle.


COGNITIVE CONSIDERATIONS

1. Interpersonal skills necessary to establish and maintain effective working relationships with all levels of employees, and the general public.

2. Ability to follow written and oral instructions.

ENVIRONMENTAL CONDITIONS

1.
Worker performs work outdoors.  These conditions include frequent exposure to inclement weather, extreme heat, cold and rain.

2.
Worker performs activities indoors and on a computer.  Indoor environmental conditions include lighting and temperature, work surface height, work area and seating.

3.
Infrequent exposure to hazardous working conditions related to the automotive equipment repair field.
The above is intended to describe the general content of and requirements for the performance of this job.  It is not to be construed as an exhaustive statement of duties, responsibilities or requirements.
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