SaraSota County

SARASOTA COUNTY GOVERNMENT
CAREER TRACK

COMPLIANCE/MAINTENANCE SPECIALIST

SUB-CLASS CODE; EEQ; W/C Code: See Below
FLSA: Non-Exempt
PAY BAND: Para-Professional

MAJOR FUNCTION

This is Service/Maintenance type work which may involve scheduling, coordinating, reviewing, inspecting and approving
work of others and/or contracts involving construction, operation, maintenance, land development, hydraulic controls and
pumps, and utilities of private and public projects to ensure compliance with federal, state and local regulations, statutes
and County ordinances. Also, may place, retrieve, and extract data from mechanical and electronic monitoring devices.
Responsible for leading small to large projects involving one or more crews.

Primary Purpose
Tier II; Pay Grade 9922 Tier III; Pay Grade — 9923
See Addendum below for Sub-Class; EEQ; See Addendum below for Sub-Class; EEO;
W/C, & Retirement delails W/C, & Retirement detaiis
Work is performed with assistance or supervision and includes | Werk is independent overseeing and inspecting work
installation, inspection, and/or maintenance of County assets, | performed by County employces or contractors to ensure
contractual services administration or monitoring or compliance with federal, state and local regulations, statues,
coordinating provision of services for tenants of County county ordinances and safety regulations.
property and approving pay requests,
In general, work assignments at this level include, but are not | In general, work assignments at this level include, but are
limited to: not limited to:
* Plans, schedules, coordinates, inspects work for crews/ | = Inspects County land development projects
contractors = Inspects private and public utility projects
« Participates in preparation of contractual maintenance | = Inspecis/approves each element of construction
contracls projects; ensures compliance with construction/facility
= Enforces facility standards for County buildings standards/ordinances/regulations/contract specs.
* Responds to customer inquiries and complaints; records | =  Inspects work done on pumps, values, control panels,
results regulators, electronic filtering and switching systems
* Investigates problems and schedules work * Inspects/assesses existing facilities to determine:
* Keeps daily time and material records; notes unusual condition of facility, repairs needed, cost to repair
instances and/or dangerous situations » Creates timeline for prioritizing and scheduling work
* Prepares/maintains work logs and inspection reports * Prepares replacement costs/budgets; creates reports
= Assists with reviewing/approving contractor payment | s  Sets grades and inspects for culvert construction
requests " Reviews and inspects residential lot grading
* Develops procurement documents * Reviews and issues right-of-way, culvert, and
= Reviews plans and specifications excavation permits
= Inspects sites and plans * Retrieves and extracts data from mechanical and
* Inspects and issues notices of code and regulation electronic monitoring devices
violations and contract non-conformance * Pulls drawings to identify repair/utility locations
* Inspects construction work for compliance with plans | = Investigates problems associated with assigned areas/
specifications facilities
» Evaluates crews/contractors completed work = Notifies engineers, developers, owners and/or
"  Assel inventory contractors of work needed or deficiencies; oversees
the work and reviews/monitors safety concerns
= Participates in final/acceptance inspections for
projects/facility repairs or replacements.




Compliance/Maintenance Specialist
Page 2 of 4

Reviews purchase orders and invoices and compare
against work done

Prepares pay requests and determines quantities
Ensures permits were pulled; writes reports and
compiles information concerning permit violations.
Serves as the county’s primary onsite inspector for
construction projecis/facilities

Verifies quantities placed and compliance with
contract plans and specifications

Testifies in court hearings

Handles safety issues including shutting down roads
Takes core samples

Ensures accurate record keeping is maintained
Notifies concerned parties when maintenance of
service changes are required

Enters updates in asset database; updates Archibus;
ensure GIS records are accurale; creates charts/graphs

Primary Core Competencies (Knowledge, Skills and Abilities)

Tier I

Tier 111

Professional Skills

Ability to prepare records and reports

Ability to interact and communicate with the public in a
tactful and courteous manner

Ability to effectively communicate in writing

Ability to establish and maintain effective working
relationships in a team environment internal and external
of the unit

Flexibility and interest in learning new skills and
willingness o work out of comfort zone

Good math skills including ability to use ratios, percents,
fractions as well as change from one measurement unit to
another

Ability to prepare and present reports clearly, concisely
and professionally.

Ability to advise and guide customers in a positive
manner to resolve issues

Ability to communicate clearly and concisely (both
verbal and wrilten communication); actively listen and
state facts verses opinions

Ability to develop resources and contacts

Ability to build a positive and effective team that
supports and values diversity

Understands and embaodies the County’s values; serves as
a mentor

Motivates others to achieve desired outcomes

Assists in developing others by sharing knowledge of the
construction trades and inspection standards

Promotes a safe environment for self and others
Focuses on customers; seeks feedback and encourages
others to do the same

Ability to coordinate projects

Business Equipment

and Computer Skills

= Basic to intermediate software applications including
word processing programs

Internet searches

Microsoft Excel

Work Management Systems, i.e. Maximo,
Carto-graph

GIS

E-mail communication software applications
Wireless laptop

Digital photography and downloading knowledge

Intermediate to advanced software applications
Internet/intranet operations

Work Management Systems, i.e. Maximo, Amanda,
Carto-graph, Archibus

GIS

Primavera

Microsoft Access

Microsoft Publisher
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Technical Skills (may be requlred depending on specific job)

Knowledge of the principles and practices of utilities,
roadways, canals, ponds, construction and maintenance
Knowledge of the standard tools and materials and
practices of the applicable construction trades

Skill in the use of standard equipment and testing devices
of the construction trades

Ability to interpret and work from construction plans and
specifications

Knowledge of safe field operation procedures
Knowledge of ADA Laws pertaining to buildings

Knowledge of applicable federal, state and local
regulations and ordinances

Advanced knowledge of principles,
techniques of inspection and testing
Knowledge of methods, materials, tools and equipment
common to utilities, street and drainage structure
construction

Knowledge of construction plans and specifications
Ability to conduct construction/maintenance inspections
Knowledge of up-to-date mechanical equipment

Ability 1o read and follow color codes, diagrams,

schematics, blue prints, plans and written instructions.

practices and

Minimum Qualifications

Tier II

Tier III

A High School Diploma or its equivalent, and three (3)
or more Yyears of experience in construction/
maintenance, contract applicable construction trades, or
in a field providing technical/supervisory services to
construction/maintenance contractors. Possession of a
valid Florida Driver License. May need CDL — Heavy
Equipment and Class A.

Landfill Operator Certification required for Solid Waste
within 6 months of hire date.

College or university level training in an appropriate field
may be substituted on a year-for-year basis for the
required construction/maintenance experience.
Backflow Certification may be required for some
positions within 12 months of hire date (as designated on

position description).

A High School Diploma or its equivalent, and four (4)
years of related experience; two of which, must be in
related inspecting experience. Possession of a valid
Florida Driver License.,

College or university level training in an appropriate field
may be substituted on a year-for-year basis for the
required construction experience.

Fire Only - Four years of building construction experience.

NOTE: Employees that acquire the skills and minimum qualifications for the next level will be eligible to apply for
promotional opportunities. Employees will not automatically be upgraded to the next level. Reclassifying a position is
based on business need and financial impact and not based solely on the incumbent.

DATE:

sy

APPROVED BY:

AT

Chris Louria, Chief Human Resources Officer

History: 1/14/19; 11/3/09; 5/20/10; 10/27/10; 6/30/11; 4/12/13
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Title & WC Addendum
Sub-Class Title FLSA | PG wC EEO [ Retirement
035724 Compliance/Maintenance Specialist I1 - General Govt NE 9922 | 9410 | 08 Regular
035725 Compliance/Maintenance Specialist I1I - General Govi NE 9923 | 9410 | 08 Regular
035726 Compliance/Maintenance Specialist I1 - Arborist/Streets/R&B NE 9922 | 5509 | 08 Regular
035727 Compliance/Maintenance Specialist II - Utilitics Ops/ Stormwater NE 9922 | 7520 | 08 Regular
035728 Compliance/Maintenance Specialist II - General Services NE 9922 | 9015 [ 08 Regular
035729 Compliance/Maintenance Specialist I1 - Parks NE 9922 | 9102 | 08 Regular
035730 Compliance/Maintenance Specialist I - Hazardous Waste NE 9922 | 9403 | 08 Regular
035734 Compliance/Maintenance Specialist 11 - General Services NE 9923 | 9015 [ 08 Regular
035735 Compliance/Maintenance Specialist 11 - Parks NE 9923 | 9102 | 08 Regular
035736 Compliance/Maintenance Specialist I11 - Hazardous Wasle NE 9923 [ 9403 | 08 Regular
035737 Compliance/Maintenance Specialist I - Utilities Ops/ Storm water NE 9923 | 7520 | 08 Regular
035738 Compliance/Maintenance Specialist II1 - Streets/R&B NE 9923 | 5509 [ 08 Regular




