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JOB FAMILY: Maintenance and Operations FLSA STATUS: Non-Exempt 

JOB CODE: XX SALARY RANGE: $XXX - $XXX 

UNION CODE: XX PROBATION PERIOD: XX 

 

CLASSIFICATION SUMMARY: 

This class is the fifth level in a seven-level Maintenance and Operations Series devoted to maintaining 
and repairing City property, equipment, facilities and infrastructure and providing parks, solid waste and 
recycling services and programs through the performance of semi-skilled and skilled labor and technical 
work. Incumbents provide specialized, skilled general maintenance serving as a lead worker or first-level 
maintenance supervisor.  Work may include providing lead direction to work crews or teams including 
establishing schedules and making assignments; reviewing/inspecting work products; training; assisting 
lower level staff with complex tasks; supervising the operation of equipment and/or machinery; reviewing 
and approving timecards and work orders; coordinating and conducting safety meetings; assisting with 
development of specifications for contractor work; gathering and reporting on maintenance data; 
maintaining and updating databases; maintaining files and records; coordinating with contractors and 
vendors; maintaining supply inventory and ordering supplies; and making repair recommendations. 

 

DISTINGUISHING CHARACTERISTICS: 

This classification is distinguished from the Maintenance Specialist in that it provides specialized, skilled 
maintenance and serves as a lead worker or first-level supervisor. 

 

SUPERVISION EXERCISED / SUPERVISION RECEIVED: 

Incumbents serve as a lead worker, assigning work and monitoring work completion or may supervise 
paraprofessional and support staff including conducting performance evaluations, coordinating training, 
and implementing hiring, discipline and termination procedures.  Receives general supervision on routine 
items which are performed according to established standards and procedures and receives specific 
work instruction regarding non-routine matters and deadlines. 

 

ESSENTIAL DUTIES: 
This class specification represents only the core areas of responsibilities; specific position assignments will vary 
depending on the needs of the Department. 

Oversees and performs the most complex and specialized, skilled general maintenance and repair of 
buildings, streets and/or grounds; oversees site safety and adherence with safety policies, procedures 
and applicable codes and regulations. May serve as a lead worker, assigning work and monitoring work 
completion or supervise staff including conducting performance evaluations, coordinating training, and 
implementing hiring, discipline and termination procedures. 
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ESSENTIAL DUTIES: 
This class specification represents only the core areas of responsibilities; specific position assignments will vary 
depending on the needs of the Department. 

Plans, schedules and coordinates facility repairs, preventative maintenance, materials delivery/transfer 
and/or landscaping activities for a department or project; performs inspections to determine maintenance 
requirements or to review quality of completed repairs, maintenance and/or grounds work. May be called 
for emergency requests. 

Serves as a representative and liaison regarding the status, activities and completion of maintenance, 
repairs and/or landscaping activities; meets with contractors to discuss and review work; addresses 
issues and concerns of internal and external customers; recommends, communicates and implements 
issue resolutions. 

Reviews, tracks and oversees the maintenance of supplies, materials and equipment inventory; monitors 
expenditures; recommends and initiates requests for inventory and/or equipment purchases; reviews and 
processes invoices, work orders and time cards; prepares and maintains records and reports.  

Performs other duties of a similar nature and level as assigned. 

 

EDUCATION AND EXPERIENCE:  
High School Diploma or GED and five years of maintenance experience related to assignment. 
 
OR 
 
An equivalent combination of education and experience sufficient to successfully perform the essential 
duties of the job such as those listed above, unless otherwise subject to any other requirements set forth 
in law or regulation. 

 

LICENSING/CERTIFICATIONS: 
 

 Valid California Class C Driver’s License with a satisfactory driving record. 

Depending on assignment, some positions may require: 
 Certified Arborist. 

 Certified Tree Trimmer. 

 Qualified Applicator certification. 

 CPR/First Aid certification. 
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KNOWLEDGE OF:  
 Supervisory principles, practices and techniques (based on assignment). 
 Practices and methods of coaching and leading the work of others (based on assignment). 
 Techniques and methods for organizing, prioritizing, assigning and monitoring work (based on 

assignment). 
 Standard practices, methods and materials of assigned work. 
 Standard system functions and methods of assigned work. 
 Project management principles and practices. 
 Business math concepts. 
 Filing and record-keeping principles. 
 Occupational hazards and applicable safety principles and practices. 
 Uses and properties of supplies and equipment. 
 Applicable federal, state and local laws, codes, regulations (based on assignment). 
 Customer service principles. 
 Specialized equipment relevant to area of assignment. 
 Modern office technology. 

 

SKILL IN:  
 Supervising and evaluating staff performance (based on assignment). 
 Training and coaching staff (based on assignment). 
 Coordinating deadlines, prioritizing work demands and assigning/monitoring work performed (based 

on assignment). 
 Performing inspections and monitoring safety conditions and quality of service level. 
 Assessing and evaluating maintenance, repair and/or landscaping activities. 
 Providing directions to others in order to meet standards. 
 Providing attention to detail in assignments. 
 Business math computations. 
 Organizing and maintaining records and files. 
 Maintaining and updating data and documentation. 
 Comprehending reference books and manuals. 
 Operating assigned tools and equipment. 
 Interpreting and applying applicable laws, codes, regulations and standards (based on assignment). 
 Providing customer service. 
 Utilizing a computer and relevant software applications. 
 Utilizing communication and interpersonal skills as applied to interaction with coworkers, supervisors, 

the general public and others to sufficiently exchange or convey information and to receive work 
direction. 
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ADA AND OTHER REQUIREMENTS: 
Positions in this class typically require: balancing, stooping, reaching, standing, walking, lifting, fingering, 
grasping, feeling, talking, hearing, seeing and repetitive motions. 
 
Medium Work:  Exerting up to 50 pounds of force occasionally, and/or up to 20 pounds of force 
frequently, and/or up to 10 pounds of force constantly to move objects. 
 
Working Conditions:   
Work is performed in both the field and in an indoor office environment with moderate exposure to 
hazardous physical conditions (such as mechanical parts, electrical currents, vibration, etc.); moderate 
exposure to atmospheric conditions (such as fumes, odors, dusts, gases, poor ventilation, etc.); 
moderate exposure to hazardous materials (such as chemicals, blood and other body fluids); moderate 
exposure to environmental conditions (such as disruptive people, imminent danger, or a threatening 
environment); and moderate exposure to extreme temperatures, inadequate lighting, movement 
restrictions, intense noise and travel. 

 

NOTE:   
This job classification description is intended to be generic in nature.  It is not necessarily an exhaustive 
list of all duties and responsibilities.  The essential duties, functions and responsibilities and Fair Labor 
Standards Act (FLSA) designation may vary based on the specific tasks assigned to the position.  The 
FLSA is a recommendation only.  Final FLSA to be determined by City of Oxnard. 

CLASS HISTORY INFORMATION:  
Draft prepared by Gallagher Benefit Services, Inc. 
Date:  (08/13/2018) 

 


