G E Issue Paper

| It's about ALL Rids.

DATE:
11/19/2024

AGENDA ITEM (ACTION ITEM):

Consider/Approve revision to the current job descriptions for “Buildings, Grounds, and
Maintenance Supervisor”, “Support Operations Supervisor”, “Support Operations Coordinator”,
and “Administrative Assistant — Central Office”.

APPLICABLE BOARD POLICY:
01.11 General Powers and Duties of the Board; 03.233 “Duties”: Job Description

HISTORY/BACKGROUND:

Currently, the Kenton County School District has job descriptions for “Buildings, Grounds, and
Maintenance Supervisor”, “Support Operations Supervisor”, “Support Operations Coordinator”,
and “Administrative Assistant — Central Office”. The attached proposals for changes in the job
descriptions are more aligned to industry job requirements, needed performance
goals/expectations, and alignment of supervisor duties in accordance with the organizational chart
for the District. Only the Buildings, Grounds, and Maintenance Supervisor position will have a
salary impact as responsibilities have increased to match the responsibilities and salary level of the

Support Operations Supervisor.

FISCAL/BUDGETARY IMPACT:
Approximately a $1,000 increase in salary expense to the general fund.

RECOMMENDATION:
Approval to revise the current job descriptions for “Buildings, Grounds, and Maintenance

Supervisor”, “Support Operations Supervisor”, “Support Operations Coordinator”, and
“Administrative Assistant — Central Office”.

CONTACT PERSON:
Malina Owens, Assistant Superintendent; Matt Rigg, Chief Operations Officer

S R, ;

Principal/Administrator Distrigt Administrato} d Sup endent

Use this form to submit your request to the Superintendent for items to be added to the Board Meeting Agenda.
Principal —complete, print, sign and send to your Director. Director —if approved, sign and put in the Superintendent’s mailbox.



Kenton County School District

Job Description: Buildings,-Greunds-and-Maintenance Supervisor
Job Class Number: 7435

TITLE: Buildings-Greundsand-Maintenance Supervisor

QUALIFICATIONS:
1. High school diploma or GED; Associate’s degree in Construction Management or related field preferred
+:2. Demonstrated kknowledge efthe-basicprinciples-of-construction, maintenance, construction, -custodial
services and building security; experience in public education or school operations preferred
2-3.Certification and/or a minimum of five (5) years’ experience extensive-training-in the areas of HVAC,
Electrical Functions, Asbestos Management, Energy Audits, Refrigeration, Boiler Management and
Plumbing Systems

4, | Mlnlmum of | four (4) years experlence supervising personnel supersserenperience

5. Minimum of five (5) years’ experience in building maintenance
4-6.Demonstrated ability to communicate professionally and positively, in spoken and written form, while
protecting confidential information

5.7. Meetsrequired-physical-examinationDemonstrated aptitude and skills with computer hardware and

software to complete all job responsibilities requiring the use of technology

REPORTS TO: Birectorof-Facilities-Assistant Superintendent of Operations, Executive Director of Operations, or
designee

SUPERVISES: All maintenance,-custedialand-grounds personnel and assigned staff

JOB GOAL: 2 i i i A
buﬂdmg—epe#atmg—systems—a&e—yneet-hly—ﬂmanmgProwde a world cIass educatlon enwronment for all

students and guests and a world-class work place for all staff by ensuring excellent physical building conditions
and operation of building systems while leading an efficient and effective maintenance operation

PERFORMANCE RESPONSIBILITIES:
1. Supervise, train, and support all maintenance personnel and assigned staff
2. Conduct the evaluation process of all assigned staff; provide informal and/or formal supports to

assigned staff who are not meeting expectations

5“

3. Assists in-with the recruitment, employment, orientation, assignment, supervision;-transfer, promotion,

demotion or dismissal of maintenance persennelstaff

24.Conduct the interview and selection process for all maintenance staff

3-5.Peveleps-Ensure a safe working environment for workers and school personnel by overseeing a program
of safety inspections and preventative maintenance on all building systems and assigned areas; make
corrections to items not meeting established safety standards and practices

4.6.Schedules-Develop and implement work schedules and routines for maintenance personnel and
assigned staff; make adjustments to routines and work schedules as needed; review and approve
maintenance personnel timesheets

7. Develop and implement consistent, efficient, effective, and safe maintenance strategies for all District
facilities

8. Develop and implement a program of job training and safety training for all maintenance staff; monitor

for compliance and make adjustments as needed

Buildings-Greundsand-Maintenance Supervisor
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Kenton County School District

Job Description: Buildings-Greundsand-Maintenance Supervisor
Job Class Number: 7435

5.9.Recommends purchase of equipment and supplies to operate an efficient and effective maintenance
operation

8-10. Maintains a Dis#i-et—fae‘rﬁty—database—and—work order system designed to address all repairs and
preventative maintenance_in areas covered by the maintenance team
9:11. Assumees primary responsibility for the safe conditions of lighting fixtures, electrical apparatus,

fixtures, wiring, air. conditioning, refrigeration, heating units, similar electric elements and plumbing in
the facilities owned or operated by the district

12. Coordinates program for receiving, storing and issuing all maintenance ard-grounds-supplies, materials
and equipment

10-13. Assist the local education agency’s (LEA) designee with proper maintenance of the Asbestos
Management Plan for each school location; serve as the LEA when assigned

14. Assist with the preparation of any/all bids for contract services associated with the maintenance
program and upkeep of building systems for all District facilities

43:15. Conducts periodic safety inspections of all facilities in required maintenance areas, to include,

but not limited to fire safety and playground equipment safety; file reports with the appropriate
individuals and/or agencies

: : ‘ L stibrmi by

16. Develop, implement, and monitor the district routine and preventative maintenance program for all

building systems; make adjustments as needed
13-17. Collaborate with the District Safety Coordinator to ensure physical safety systems are in working

orderReviews-en-aregularbasis-allsecurityprecautionsand-procedures; make adjustments as needed
14:18. Responsible for all District compliance with OSHA, UYnderground-FuelStorage Tarks,Asbestos-

Managementplan; Wastewater Treatment Facilities and Freon/Refrigerant Evacuation and Capture
45-19. Oversees the proper working condition of District owned maintenance vehicles and maintains-

equipment; take appropriate steps to repair or replace inoperable or damaged equipment

\/ - - a¥a MG a - ha ) a At v aYaaWla alTaVe MaYJ-AWTTa 07aWas nton a

17:20. Oversees-Assist with the development and adherence to the annual District maintenance
budget

18:21. Assists with the annual District facility needs process

19.22. Administers an OSHA compliant-safety program; aré-monitors compliance with current OSHA

requirements and make adjustments as needed

23. Engage in relevant professional development to keep current with all aspects of the position

24. Work collaboratively with and provide assistance to the Building Operations Supervisor and
Construction Supervisor as needed or assigned

25. Attend and/or preside over meetings as the supervisor designates

22:26. Perform other duties as assigned by the supervisor

Buildings;-Grounds-and-Maintenance Supervisor
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Kenton County School District

Job Description: Buildings,-Greundsand-Maintenance Supervisor
Job Class Number: 7435

TERMS OF EMPLOYMENT:
e 230 Days
e Salary Schedule: 53415 on Classified Professional Salary Schedule
e FLSA Status: Exempt

PHYSICAL DEMANDS
e Lift floor to table up to 50 pounds/lift table to chest up to 50 pounds/lift overhead up to 40 pounds
e Carry up to 50 pounds
e Climb ladders up to 20 rungs
e Climb steps 50 up/down
e Push/Pull up to 75 pounds
e Prolonged periods of standing

EVALUATION:
Performance of the position will be evaluated annually by the-Birecter-ofFacilitiesExecutive Director Assistant

Superintendent of Operations, Executive Director of Operations, or designee

APPROVED: 06/16/1997

REVISED: 07/21/2003, 05/15/2006, 08/03/2015, 06/14/2018, 03/19/2019, 06/01/2020, 06/05/2023

Buildings-Groundsand-Maintenance Supervisor
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Kenton County School District
Job Description: SuppertBuilding Operations Supervisor
Job Class Number: 7605

TITLE: Suppert-Building Operations Supervisor

QUALIFICATIONS:
1. ngh school dlploma or GED; Assoc1ate s degree in Constructlon Management or related fleld preferred

Ger»dﬁmmngAdeewGlass—Supply—hveﬂew—and—DehvewDemonstrated knowledge of custodlal
services, maintenance, construction, asbestos management, energy audits, and building security;
experience in public education or school operations preferred

4:3. Certification and/or a minimum of five (5) years’ experience in the areas of custodial operations,
commercial cleaning, window glass, flooring, and supply inventory

2—Meetsreguired-physical-examinationMinimum of four years’ experience supervising personnel

3-4. Minimum of 5 years’ experience in building maintenance and commercial cleaning

4.6. Demonstrated ability to communicate professionally and positively, in spoken and written form, while
protecting confidential information
5.7.Demonstrated aptitude and skills with computer hardware and software to complete all job

responsibilities requiring the use of technology Eemputerliterateforproperreporting-purposes-and-
fralpienance-records

REPORTS TO: Executive-Director-DirectorofFacilities Assistant Superintendent of Operations, Executive

Director of Operations, or designee

SUPERVISES: All school-level building operations’ managers, supervisors and assigned staff

JOB GOAL:

uee—ef—maay-be-madeat—au—ﬂmesProwde a world class educatlon enwronment for all students and guests and a
world-class work place for all staff by ensuring excellent physical building conditions and cleanliness while

leading an efficient and effective custodial operation

PERFORMANCE RESPONSIBILITIES:
1. Supervrse tram and support all bunldlng operations’ managers, supervrsors and assigned staff

staf-fConduct the evaluatlon process of all assrgned staff whlle receiving school/depa rtment
administrators’ feedback on the performance of building operations’ team members assigned to the
administrators’ school/department; provide informal and/or formal supports, with assistance from
building/department administrators where applicable, to building operations team members who are

not meeting expectations

3. Assist with the recruitment, employment, orientation, assignment, transfer, promotion, demotion, or
dlsmlssal of bunldmg operatlons staff

P i ie i A ppert-building
waﬁ consult with bunldlng admmlstrators on the selection of building operations
staff who will be assigned to the administrator’s building/department

3-5. Assist building operations’ managers and supervisors Assists-with staffing and scheduling activitiesforof

Suppert-Building Operations Supervisor
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Kenton County School District
Job Description: Suppert-Building Operations Supervisor
Job Class Number: 7605

all suppert-building operations staff; coordinate the use of substitutes to cover staff absences; review
and approve all timesheets of assigned staff

6. Assists-Develop and implement with-the-preparation-ef-al-consistent, efficient, effective, and safe
cleanmg strategles for each-sechoelall DIStrICt facuhtles

all-annual-training and safet
tralmn i buildings ions staff; monitor for compliance and make
adjustments as needed

8. Maintain a work order system designed to address all repairs and preventative maintenance in areas
covered by the building operations team

5-9. Assists the DirectorofFacilitiesir-with the preparation of any/all aecessary-bids for contract services
associated with the maintenance-cleanliness and upkeep with-of all District ewned-facilities

6:10. Coordinates the snow and ice removal efforts associated with pedestrian pathways for all
District owned facilities

911, Respen&b#e—ﬁer—mMamtammg aII Matenal Safety Data Sheets required for each school location;

assist each locations’ building operations staff with storing and accessing Material Safety Data Sheets
10:12. Assists the local education agency’s (LEA) designee with proper maintenance of the Asbestos

Management Plan for each school location; serve as the LEA when assigned

11-13. RespensibleforeCorrecting any deficiencies noted on local board of health inspections and fire
department inspections
12:14, Assists with the coordination of any outside repairs necessary at each seheel-district owned

facnllty

15. Assists the Energy Systems Coordinator with the District energy conservation efforts including but not
limited to the periodic building shut down procedures

16. Maintains-Assist with the district routine and preventative maintenance program for all building systems
at each school location

1817 Assumes—;ewen&bﬂa%y—%ha{{nsure all safety standards are met during all cleaning operations;
and—whrle—makwwrreeessamepaws-ensure District is compliant with and-that-all necessary safety
inspectionsare-completed-asrequired while making adjustments and corrections as prescribed by the
inspector

19:18. Assurmes+rResponsibilityle for the safe condition and cleanliness of flooring, door frames, doors,
window frames, window glass, hardware, and similar structural elements in the facilities owned or
operated by the Beard-efEducationDistrict

19. Recommends supplies and equipment needed for operation of the school/building plant and ensures-
that all tools and equipment are in safe working condition

20. Assist with the annual District facility needs process

20:21. Assist with the development and adherence to the annual District building operations budget

2322, Coordinates all yard-keeping chores such as grass cutting, weeding, bush-hogging, tree
trimming, and the like-as-recessary-to maintain the District owned or operated sehoelgrounds in a safe

Suppert-Building Operations Supervisor
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Kenton County School District

Job Description: SuppertBuilding Operations Supervisor
Job Class Number: 7605

and attractive condition

23. Develop, Mmaintains and verifiesy the completion of all required internal checklists; periodically review
internal checklists to ensure all required items are monitored and addressed

24. Engage in relevant professional development to keep current with all aspects of the position

25. Work collaboratively with and provide assistance to the Maintenance Supervisor and Construction
Supervisor as needed or assigned

22:26. Attend and/or preside over meetings as the supervisor designates

23:27. Performs other duties as assigned by the supervisor

PHYSICAL DEMANDS
o Lift floor to table up to 50 pounds/lift table to chest up to 50 pounds/lift overhead up to 3540 pounds
e Carry up to 50 pounds
e Climb ladders up to 20 rungs
e Climb up to 50 steps up/down
e  Push/Pull up to 56875 pounds
e Prolonged periods of standing

TERMS OF EMPLOYMENT:
e Days per fiscal year: 230 Days
e Salary Schedule: S15 on Classified Professional Salary Schedule

e FLSA Status: Exempt

EVALUATION:
Performance of this job will be evaluated annually by the-Exeeutive-Director-Birectorof-Facilities Assistant

Superintendent of Operations, Executive Director of Operations, or designee

APPROVED: 08/06/12

REVISED: 06/01/15, 08/03/15, 06/01/2020, 06/05/2023

Suppert-Building Operations Supervisor
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Kenton County School District
Job Description: Support Operations Coordinator
Job Class Number: 7471

TITLE: Support Operations Coordinator

QUALIFICATIONS:

1. High School diploma or GED; Associate’s degree preferred

1.2, Experience in public education or school operations preferred

2:3. Associate’s-degree-preferredDemonstrated ability to communicate professionally and positively, in
spaken and written form, while protecting confidential information

4. Demonstrated ability to develop and implement operational systems. standards, and grocedures based
in organization, efficiency, and effectiveness while measuring results of these systems and making
necessary adjustments

5. _Minimum of three (3) years’ experience irnpublic-education-or-school-operationsmonitoring and

reconciling budgets and financial information: experience with procurement preferred B Formatted: Font: Calibri

4.6. Demonstrated aptitude and skills with computer hardware and software to complete all job
responsibilities reguiring the use of technology

REPORTS TO: Chief Operations Officer, or designee

SUPERVISES: None

JOB GOAL: he-day-to-day-opera : 3 a bera ;
Coordinate and supgort an efficient and effective Ogerations’ team function to ensure a world class physical
learning environment for all students.

PERFORMANCE RESPONSIBILITIES:
1. Coordinate office systems, services, operations and procedures for the Operations” team: periodically

review these items for efficiency and effectiveness and recommending needed adjustments to
management B
2. Support the day-to-day operations of Operations’ departments and staff as assigned by the supervisor

or designee
3. Support the Construction Supervisor in all aspects of the capital construction process; to include, but not

limited to, Kentucky Department of Education processes and approvals, District construction processes
and approvals, project budget development, reconciliation, and close-out, prepare and manage direct

material purchases, coordinate the change order process with district personnel, architects, engineers.

contractors, and KDE personnel, assist with the construction project bidding process, and prepare and
submit reguired reports and documentation

Support Operations Coordinator
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Kenton County School District
Job Description: Support Operations Coordinator
Job Class Number: 7471

?—4 Prepare and-maaage submlt assigned issue pagers regumng -a&l-neeessaﬁt-Board of Education approvals

11.5. Organize and maaage-coordinate the District Facility Planning process; assume responsibility of

the secretary position for the facility planning committee
12-Submit and maintain the NEFBMR-NetDMR (Discharge Monitoring Reparts] reports for all the-District
Qerated sewage plants m—useat—RyJaad—and—&aef

14.6. Maintain a system to Keep-track and store ofall district facility leasing agreements and deeds
associated with property owned by the District

15-7. Assist with the property acquisition process ard-maintain-al-deeds-associated-with-property-
e e Bictri

16:8. Maintain current electronic copies of school facility floor plans

179, A55|st wnth the annual procurement of aII necessary |nsurance coverage

2411, Coord inate and obtam Mamamall approvals necessary for school Ievel requests to alter the site
or facilities per board policy 05.11 — Alterations of Buildings and Grounds

22--Maintataconfidentiabinformationdna-secure-manner

23:12. Engage in relevant professional development to ¥keep current with all educationat
developments-andpracticesaspects of the pasition

2413, Attend and/or presides over meetings as the supervisor designates
25-14. Perform other duties as assigned by the supervisor
TERMS OF EMPLOYMENT:

e Days per fiscal year: 230
e Salary Schedule: G15 on the Classified Position Index
e  FLSA Status: Non-exempt

EVALUATION:
Performance of the position will be evaluated annually by the Chief Operating Officer, or designee

APPROVED: 06/14/2018

REVISED: ??7/??/?22??

Support Operations Coordinator
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Kenton County School District
Job Description: Administrative Assistant—Central-Office
Job Class Number: 7762

TITLE: Administrative Assistant—Central Office

QUALIFICATIONS:

1.
2

4,

High School diploma or GED

Minimum of three (3) years administrative experience involving the use of word processing, spreadsheet
and record-keeping software

Demonstrated ability to communicate effectively professionally and positively, in spoken and written
form, with students, staff, parents and the community

Demonstrated ability to work with, and protect, confidential information

REPORTS TO: Assigned administrator or Designee

SUPERVISES: None

JOB GOAL: Perform a wide variety of specialized and responsible administrative support duties to help organize
and coordinate office activities and communications to assist administrators with assigned functional areas of
responsibility; provides all District stakeholders and guests with a positive, world-class experience and customer

support representative of the District when-irteractingwith-Central-Office

PERFORMANCE RESPONSIBILITIES:

1.

10.

11.

Performs a wide variety of specialized and responsible duties independently in support of functions
delegated to the assigned administrator; interpret and apply rules and regulations as appropriate;
perform duties to assist the administrator with administrative detail as appropriate

Operates the-Central-Office telephone console by providing: routine information and assistance,
receiving incoming calls and making necessary connections to office staff, taking and transmitting
information and messages as requested

Assures the telephone console is covered during working hours; train and provide work direction to
substitutes and back-up

Utilizes positive and professional interpersonal skills to coordinate communication between educational
institutions and other outside organizations and the public; obtains and provides information,
coordinates activities and resolves problems

Researches, reviews, checks, corrects and compiles a variety of information; verifies data for accuracy,
completeness and compliance with established procedures; inputs and retrieves computerized data in
computer systems as required

Prepares and maintains a variety of records, logs and files including information of a confidential nature;
maintains confidentiality of all information and records

Compiles information and data for a variety of reports; organizes type and print reports and other
written materials related to assigned office functions

Coordinates and compiles Board Agenda materials as assigned

Responds to requests for information from staff and the general public regarding District programs,
policies, procedures and regulations

Word processes a wide variety of materials such as correspondence, reports, contracts, forms,
applications, memoranda and other documents

Operates computer and use various software packages to maintain records and generate reports, lists
and other materials; utilize word processing and other software as required; operates a variety of office
equipment for the successful operation of the District Central-Office

Administrative Assistant—Central-Office
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Kenton County School District
Job Description: Administrative Assistant—CentralOffice
Job Class Number: 7762

12. Receives, processes, and routes mail; order; issues and maintains department supplies, forms and
equipment

13. Trains and provides work direction to departmental clerical support staff as assigned; monitors office
workflow and assures compliance with established time lines, procedures and standards of quality

14. Performs other responsibilities as assigned by the supervisor

TERMS OF EMPLOYMENT:
e Days per fiscal year: 230
e Salary Schedule: G11 on Classified Position Index
e  FLSA Status: Non-exempt

EVALUATION:
Performance of the position will be evaluated annually by the assigned administrator or Designee

APPROVED: 06/19/2016

REVISED: 06/01/2015, 06/14/2018, ??/?22/??7?

Administrative Assistant—Central Office
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