City of Chattanooga, TN

Classification Title:  Community Facilities Supervisor


	Department: 
	Education, Arts, & Culture
	Pay Grade:
	TBD

	Supervision Received From:
	
Deputy Administrator, Education, Arts, & Culture
	FLSA Status:
	Exempt

	Supervisory Responsibility For:
	
Community Facilities staff
	Established:

Revised:
	06/29/07

11/12/07


CLASSIFICATION SUMMARY:

Incumbents in this classification are responsible for managing multi-use city facilities. Duties include: developing cultural arts programs; renting facilities to residents; and, overseeing maintenance and staffs programs. Works is performed with general direction
SERIES LEVEL:

The Community Facilities Supervisor is a stand-alone classification.
ESSENTIAL FUNCTIONS:

(The following duties ARE NOT intended to serve as a comprehensive list of all duties performed by all employees in this classification, only a representative summary of the primary duties and responsibilities. Incumbent(s) may not be required to perform all duties listed and may be required to perform additional, position-specific duties.)

· Supervises community facilities staff to include: prioritizing and assigning work; conducting performance evaluations; ensuring staff is trained; ensuring that employees follow policies and procedures; maintaining a healthy and safe working environment; and, making hiring, termination, and disciplinary recommendations.

· Supervises the day-to-day activities and operations of community facilities, which includes: planning and coordinating projects, processes, procedures, and/or service offerings; ensuring compliance with Federal, State, and Local laws, regulations, codes, and/or standards; coordinating activities between multiple service areas; and, working to integrate and coordinate service areas.

· Coordinates the maintenance of applicable facilities and evaluates building repairs, remodeling, and preventative maintenance measures; prepares maintenance schedules; monitors the use, care, and condition of applicable facilities, grounds, and equipment; and, consults with building personnel regarding construction projects.

· Supervises the implementation of planned programs, classes, and events.

· Coordinates, facilitates, and develops arts, cultural, educational, special events and recreational curriculums and activities with applicable community partners; develops program schedules and promotional materials; and, oversees the final set up and organization of programs.

· Participates in preparing and administering the community facilities budget; prepares cost estimates for budget recommendations; submits justifications for budget items; monitors and controls expenditures; and, manages financial operations.

· Monitors the status of work in progress and inspects completed work; provides technical support for complex problems and situations.
· Communicates and collaborates with internal departments, external consultants, vendors, external agencies, regulatory officials, the general public, and/or other interested parties to coordinate work activities, exchange information, and resolve problems.

· Compiles and monitors operational, administrative, and statistical data related to community facilities operations, including utilization, revenues, and related items; prepares related reports, charts, graphs, procedures, and documentation; and, analyzes data and identifies trends.

· Develops fundraising programs, which includes: soliciting grants, monetary and material donations; selling program advertising; and, performing other related activities.

· Coordinates and negotiates rental agreements with a variety of lessees and books events for concerts and productions.

· Plans staffing, equipment, and other resources required for events.

· Coordinates the preparation of marketing materials, contract and fee documents, event calendars, and/or other applicable items.

· Manages financial agreements for events and coordinates details with performers, including billing expenses, collecting and distributing invoices, and event settlement processes.

· Develops and disseminates a variety of promotional, marketing, and/or other collateral materials, including brochures, calendars, newspaper ads, public service announcements, and related items.

· Coordinates special events and solicits partnerships with community organizations.

· Monitors and inspects facilities for needed improvements, repairs, and maintenance; negotiates and coordinates contract work; and, plans renovations and improvements based on approved capital budget.

· Participates in/on a variety of meetings, committees, and/or other related groups in order to receive and convey information.

· Reviews, approves, and processes invoices for payment.

· Creates and maintains relationships with media, chambers of commerce, convention centers, and/or other applicable groups to facilitate positive public relations.

· Performs other duties as assigned.

MINIMUM QUALIFICATIONS:

Bachelor’s Degree in a related field and four years of related facilities management experience.

LICENSING AND CERTIFICATIONS:

Valid Tennessee Driver’s License.

KNOWLEDGE AND SKILLS:

Knowledge of supervisory principles; cultural arts programming principles and practices; public relations principles; program marketing and promotion principles and practices; exhibit maintenance principles and practices; various communication media uses; budgeting principles; grant management principles; desktop publishing principles, practices, and software; and, publication processes.

Skill in monitoring and evaluating the work of subordinate staff; prioritizing and assigning work; developing and coordinating art, cultural, educational and recreational programs; managing grants; implementing public relations programs; developing marketing and promotional items; developing and managing budgets; preparing reports; using a computer and related software applications; coordinating and developing public information items; planning and coordinating youth programs; and, communication and interpersonal skills as applied to interaction with coworkers, supervisor, the general public, etc. sufficient to exchange or convey information and to receive work direction.

PHYSICAL DEMANDS

Positions in this class typically require: reaching, fingering, grasping, talking, hearing, seeing and repetitive motions.

WORK ENVIRONMENT:

Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to lift, carry, push, pull or otherwise move objects, including the human body.  Sedentary work involves sitting most of the time.  Jobs are sedentary if walking and standing are required only occasionally and all other sedentary criteria are met.

SPECIAL REQUIREMENTS:

Safety Sensitive:  N  

Department of Transportation - CDL: N

Child Sensitive: Y

The City of Chattanooga, Tennessee is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, the City will provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective and current employees to discuss potential accommodations with the employer.
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