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Job Description Posting

(For Positions in CAW Local 555, Unit 1)



	JD/TJD #
	JD00600

	Pay Grade:
	5

	Title:
	Technical Coordinator, Residence Facilities

	Unit/Project Description:

For Department use only.
	     

	Job Summary:
	Reporting directly to the Resident Service Specialist, Housing and Conference Services, this position is responsible for the day-to-day identification of facility issues and their remediation. Works with in-residence staff to identify issues, coordinate work completion, and provide the appropriate follow-up.

	Purpose and Key Functions:
	· Monitor the student residence card access system which requires monitoring the operation of the equipment, coordinating the repair of the equipment, responding to security concerns, and maintaining an inventory of access cards.

· Document and disseminate information to others regarding safety and security system upgrades and changes.

· Update, issue, and communicate changes to building floor plans and room numbering.

· Update, track, and maintain the location and function of closed circuit televisions in residences. 

· Assist with new software installation.

· Gather and compile product information and provide recommendations for hardware and software upgrades.

· Secure key control tags and re-program for use in electronic key control system.

· Control and monitor access of contractors into residences.

· Update, maintain, and track communication devices.

· Develop and update procedure manuals for the service centre.

· Monitor activities for the service centre such as key control inventories and staff orientation related to resident move-in and move-out.

· Develop and deliver formal training sessions for new hires.

· Participate in the recruitment and selection process. Screen applicants, prepare relevant interview questions, schedule interviews, conduct preliminary interviews, and provide feedback to hiring manager. 

· Plan, coordinate, and monitor a variety of events and activities such as fire equipment maintenance and upgrades, and fire drills.

· Complete and submit work requisition orders to Facility Services.

· Update and maintain information in a variety of databases and spreadsheets.

· Exchange technical and administrative information with others.

· Search literature to identify fire safety and security best practices.

	Requirements:
	2 year Community College diploma in a relevant field of study.

Requires 3 years of relevant experience.

	Assets:
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	Additional Information:
	     


