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Job Overview

Job Title Preventive Maintenance Program Coordinator [ES g By S £ 1 ‘ Exempt
Job Code 16635 Creation Date ‘ June 12, 2012

Department Revision Date

Position Details

Under general supervision and with limited latitude for the use of initiative and
independent judgment, designs, manages, schedules and monitors the Inspection,

Purpose Predictive, and Preventive maintenance program.

Works as the liaison between the Maintenance/Operations group and the
Planning/Construction Group to ensure modifications to the physical plant are
reflected in the ongoing maintenance program.

Develops and provides weekly reporting of the PM program Key Performance
Indicators (KPIs) to the Directorate levels of Facilities Services.

Responsible for maintaining all plans, procedures, SOPs and all other
documentation necessary for safe and proper performance of inspection, predictive
and preventive maintenance activities in the centralized computer storage system.

Responsible for working with Operations Support Engineers and Trade Supervisors
to risk assess equipment and prioritize the required maintenance assignments using
either the Total Productive Maintenance or Reliability Centered Maintenance
processes.

Duties and
Responsibilities

Keeps the Computerized Maintenance Management System (CMMS) up-to-date
with all maintenance requirement changes.

Schedules and ensures execution of required maintenance. Performs daily
production meetings with Trade Supervisors to ensure maintenance plans are being
planned and executed.

Monitors and analyses PM reports, work orders and technician feedback to optimize
effective and efficient PM procedures, planning and scheduling and reports to
Facilities Services Directorate.

Coordinates with appropriate organizations and outside vendors to ensure accurate,
current information is available and documented as part of the performance of PM
procedures.




Consults with engineers and technicians on additions, deletions or modifications to
PM procedures as changes to plant configuration dictate.

Maintains skills up-to-date by attending seminars and courses to enhance the
overall ability of the department to perform in a sound technical and professional
manner.

Ensures that PM activities are consistently and concisely performed and
documented.

Responsible for initiating and distributing PM status reports to assists in the
prioritization of resources.

Establishes, maintains and improves the maintenance planning and scheduling flow
processes.

Develops cost and time estimates of planned maintenance work.
Administers the storage of Operation Manuals and Building Warranty process.

Works with purchasing to plan necessary parts, equipment, and service purchases
to enable the efficient execution of the preventive maintenance work.

Performs weekly walk through of a random sample of completed maintenance

Duties and activities to ensure completion and quality.

Responsibilities
Continued

Participates in building commissioning process to ensure equipment is operational
and in a maintenance plan.

Coordinates with the Planning and Construction group during each of the projects to
ensure all changes are reflected in the maintenance plans.

Writes applicable maintenance procedures that promote defect-free maintenance
work quality.

Reads and interprets blueprints to determine the layout of system components,
frameworks, and foundations.

Knowledge of all Microsoft Office software (Word, Excel, PowerPoint) and able to
learn and use institutional software systems.

Complies with all State and University policies.
Other duties may be assigned.

Supervisory Responsibilities: May have supervisory responsibilities.




The work environment
characteristics described here are
representative of those an
employee encounters while
performing the essential functions
of this job. Reasonable
accommodations may be made to
enable individuals with disabilities
to perform the essential functions.

The physical demands described
here are representative of those
that must be met by an employee
to successfully perform the
essential functions of this job.
Reasonable accommodations
may be made to enable
individuals with disabilities to

Physical i i Work
T —— perform the essential functions. SR hile performing the duties of this
job, the employee is regularly

exposed to moving mechanical
parts. The employee is frequently
exposed to risk of electrical shock.
The employee is occasionally
exposed to high, precarious
places and vibration. The noise
level in the work environment is
usually moderate.

While performing the duties of
this job, the employee is
frequently required to stand;
walk; use hands to feel; reach
with hands and arms; climb or
balance; stoop, kneel, crouch, or
crawl and talk or hear. The emplo

Qualifications

Bachelor's degree Three years of experience,
Minimum Minimum related to the statement of
Education S -+-0 1 duties and responsibilities; or
Required Required equivalent combination of
education and experience.

Preferred Preferred
Education Experience
Required Required

Core Competencies
Knowledge Analytical Thinking
Responsiveness Prioritization
Accountability Problem Solving
Customer Services Completion of Job Assignments

Quality of Work Productivity

Accuracy Works Independently
Commitment Initiative/Proactive
Adaptability

Collaboration

Trustworthiness Interpersonal Skills

Rellabillty Dependap”'ty Teamwork Networking
Supportive Communication
Integrity Contribution
Attendance

Position Specific Competencies
4
5
6
Equal Opportunity/Affirmative Action Statement

The University of Texas at El Paso is an Equal Opportunity / Affirmative Action Employer. The University does not discriminate on the
basis of race, color, national origin, sex, religion, age, disability, genetic information, veteran status, or sexual orientation and gender
identity in employment or the provision of services.

Note: The primary accountabilities above are intended to describe the general content of and requirements of this position and
are not intended to be an exhaustive statement of duties. Incumbents may perform all or some of the primary accountabilities
listed above. Specific tasks or responsibilities will be documented in the incumbents’ performance objectives as outlined by the
incumbents’ immediate supervisor or manager. This position is security-sensitive and subject to Texas Education Code §51.215,
which authorizes the employer to obtain criminal history record information. Must possess a valid driver’s license issued by the
State where the applicant resides and must be insurable as defined in the UT System BPM 16-05-02, as applicable to the
performance of essential duties and responsibilities of the position.
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