

JOB DESCRIPTION
	JOB TITLE: Equipment Manager

	REPORTS TO: Executive VP, Operations
	APPROVED BY:

	FLSA STATUS: Exempt
	APPROVAL DATE:


GENERAL POSITION PURPOSE: The Equipment Manager is responsible for managing and maintaining the equipment shop, overall building and landscaping maintenance, tenant properties and the Shop/Yard Personnel.
ESSENTIAL DUTIES AND RESPONSIBILITIES 
· Receive, store and issue hand tools, materials and equipment including engraving ID numbers on all tools.
· Maintain an electronic inventory and paper trail of all tools, equipment, and trucks, trailers etc. along with condition and location.

· Maintain an inventory and paper trail of all supplies, lumber, drill bits etc.

· Keep accurate reporting and records.

· Maintain sufficient quantities of tools, trucks, trailer etc. maintained and in good working condition to supplement our field operations.
· Monitor all equipment abuse, lost or stolen tools and make sure inventory gets replaced and billed to appropriate jobs as needed.
· Responsible for procurement and accurate list pricing of all supplies, tools, lumber etc. Ensure that purchases made are at the best prices available and from vendors that have good return policies.
· Ensure that Superintendents are not purchasing tools that the rental program should be purchasing.
· Responsible for the Shop budget; including watching monthly expenditures and coding them to the appropriate budget, distributing monthly bills and inventory lists to all applicable job sites and sister companies, reviewing annual expenditures with the Executive VP of Operations in a timely manner, and establishing, maintaining, and fixing any errors to department records and reports.

· Inspect and measure tools and equipment for defects and wear and report damage or wear to management.

· Facilitate repair, service and lubrication of tools and equipment being mindful of cost effectiveness of repair vs. replacement of broken or aging tools and equipment. Evaluate whether these services are more cost effective to be done in house or by an approved vendor.
· Pick up incoming stock and deliver parts to units in other locations as needed.

· Maintain a clean and well organized shop and yard
· Ensure excellent customer service is being given to the job sites including: ensuring that tools being given out are in good serviceable condition and in a timely; efficient manner, that job sites have some extra standby tools as needed; cultivating and maintaining good relationships with Superintendents, PM’s and vendors and negotiating fair pricing for jobs that are out of money or are over budget. 

· Answer and respond 24/7 to all building safety concerns and general building maintenance concerns.
· Ensure that contracted landscapers are providing quality work

· Manage all tenant properties making sure the properties are well kept, serving notices to tenants as needed, performing inspections, and making sure properties are ready to be rented out for new tenants.

· Assist owners in their requests and needs.

· Demonstrate commitment to a safe and injury free work environment through own actions and mentoring others 
SUPERVISORY RESPONSIBILITES

· Supervises the shop staff
· Confers with staff to provide advice and to resolve problems.
· Responsible for the quality of work of their staff

· Hires, trains, mentor, reviews and develops his/her employees
· Recommends or initiates personnel actions such as promotions, transfers, discharges, and disciplinary actions.
· Knows, understand and adheres to company EEO, Affirmative Action and Harassment Policies
· Know, understand and insures compliance of other company policies for their staff

QUALIFICATIONS 
· Extensive knowledge of all construction shop equipment, tools and materials. 
· Strong understanding of construction practices, procedures and the methods of construction.
· Ability to diagnose equipment problems and to provide accurate repair work

· Computer knowledge and efficiency, including Microsoft Office products and Viewpoint.
· Strong time management and organizational skills
· Takes initiative. Makes professional, educated and sensible decisions.
· Dependability
· Self starter with ability to work independently 
· Good written and verbal communication skills including reading, writing, understanding and communicating clearly, effectively and professionally.
EDUCATION AND/OR EXPERIENCE

· 2-4 years of directly related experience including supervisory experience
WORK ENVIRONMENT/JOB CONDITIONS 

This position requires frequent walking, standing, bending, and reaching.  He/she must be able to navigate the shop and must comply with all Company safety requirements set forth.  Heavy equipment may be used and he/she needs to be able to lift weighty objects. 

To perform this job successfully, an individual must be able to perform each essential function satisfactorily. The responsibilities, qualifications, and work conditions described here are representative of the physical and mental knowledge, skills and/or abilities required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. This description is not intended to be a complete list of all responsibilities, duties and skills required to personnel assigned this classification. Duties and responsibilities may be added or changed as deemed appropriate by management at any time.

