UCCS UNIVERSITY CENTER AND EVENT SERVICES
DEPARTMENTAL JOB DESCRIPTION AGREEMENT

Building Manager
JOB SUMMARY
A part-time position working in the University Center involving approximately 20 hours, not to exceed 25 hours per week.  Responsible for the general operation/supervision of the University Center and associated areas during operating hours.  Lead/assist associated department work groups, University Center occupants, responds to emergencies, troubleshoots issues, light custodial duty, enforcing safety protocol, and securing equipment/facilities.  Building Managers will also be expected to check-in on events that occur during normal business hours and report out to appropriate staff any issues which may arise. Building Manager staff are expected to set-up and take down small event spaces. Building Mangers will report directly to the University Center Associate Director for Event Operations but will be supervised by the University Center Graduate Assistant for Building Operations in conjunction with the Building Manager Lead.
MINIMUM QUALIFICATIONS
· Please be aware, this position is of physical nature that often requires manual labor, standing for long periods of time and lifting heavy objects.  Additionally, the position involves a variable schedule with day and/or evening hours, weekends, and certain holidays; with a collective effort to work around class schedules.  
· Preference will be given to candidates with University Center experience and those candidates that can commit for three semesters (including summer), other related work experience or transferable skills will be considered for external applicants. 
· Must have demonstrated ability to lead and be able to deal with multiple tasks at once, respond to challenging requests, and stay flexible in fast-paced and sometimes unpredictable situations. 
· Able to curate a motivated, fast-paced and highly collaborative team environment.  
· Aspires for leadership excellence as exemplified by visitor engagement, work group collaboration and promotion of a positive work environment. Comfortable interacting with people from different backgrounds while maintaining a friendly, flexible demeanor.  
· Able to exemplify understanding of the “Role of the Union”, in interactions with guests and visitors to campus. 
· Be knowledgeable in other student work group expectations.

· Able to tailor your skills and leadership to fit the skills and knowledge extent of other student staff.   

· Able to coach student staff when needed. Able to write and communicate with direct supervisors when coaching is permissible. 

· Able to provide on-the-spot answers to questions by demonstrating knowledge of campus resources and locations.

· Able to maintain a balanced work/school schedule while maintaining a minimum 3.0 GPA.
· All UCES positions are contingent on passing a background check and must have a valid driver’s license.
RESPONSIBILITIES

1. Works to ensure the overall health, safety, security, and general cleanliness of the University Center, Gallogly Event Center, their furnishings, equipment and the occupants therein. 
2. Serve as the primary contact with UCES Director, Facilities and Public Safety in case of an emergency.
3. Enforcement of all rules and regulations as outlined by the Institution and University Center Handbook.

4. Monitor and provide on-call service for all events, activities, and programs taking place.
5. Ensure all rooms/spaces are set properly and on time.

6. Check-in to all events. 5-10 minutes before the start time of an event ensure the client is comfortable in their room and adjust sets, A/V equipment as needed. 

7. Interact, speak to and communicate with patrons of the University Center by performing hourly rounds of the spaces in and around the UC. 
8. Responsible for the contents of the break room safe and the cash register (Clover), verify Information Desk cash register at closing, reconcile daily receipts with closing reports from the Clover. 

9. Assisting with Lion One Card- ID’s, meal plan/Clyde’s Cash loading, troubleshooting issues and assisting with ID production during on campus Orientations.
10. Securing, locking, and unlocking the University Center and associated areas on weekdays and weekends at the appropriate time.

11. Must be able to lift 50 pounds, navigate narrow pathways/stairs and be able to perform manual labor for several hours. 
12. Excellent organization, oral and written communication skills. Ability to consider multiple perspectives, synthesize information and draw conclusions in service of supporting student improvement.
13. Assist Building Manager Lead and Graduate Assistant for Building Operations by reporting issues that may arise in conference room spaces. 
14. Coordinate/facilitate inter-departmental and work group communication around service needs as they arise.

15. Adapts to feedback and focused on continuous improvement.
SPECIFIC DUTIES

1. Report all unauthorized absences of student personnel; find substitutes when necessary.
2. Acts as point of contact when no other professional staff are present in the University Center.
3. Report an incident or situation that is in violation or conflict with prescribed University and/or University Center policy.

4. Make regular hourly rounds and complete University Center Manager Report and guest count log.

5. Admit ONLY authorized persons into offices.

6. Assist at Information Desk and cover shifts as necessary. 
7. Conference room management including lock/un-lock doors, AV equipment, furniture set-up, catering assistance, and overall support for scheduled meetings.
8. Event management in which Building Managers will check-in to every event and ensure the client has everything they need. Report discrepancies and issues in BM Report at the end of every shift. 

9. Specifically Building Managers will set small spaces within the University Center. These spaces include 122, 124, 126, 302, 307, 309. Larger spaces will include assistance from Production Assistants, (116, 303) additionally the largest spaces (Berger Hall, Gallogly Event Center) will be handled by all staff. 
10. Act as a concierge service for patrons of the University Center. This includes but is not limited to speaking to patrons, walking new patrons to unfamiliar locations as well as understanding the needs of our most visited customers by anticipating needs before they are asked. 
11. Check to see that furnishings are in place; report any abused or missing pieces.

12. Become certified in First Aid, CPR and AED within 45 days of employment.

13. Other duties as assigned.

COMPENSATION
4106 – Specialist/Lead- Salary Range - $13.32-$25.00/Student will be paid $14.00 per hour
· This position is eligible for sick leave under the Colorado Healthy Families & Workplaces Act

· The University of Colorado Colorado Springs is committed to providing a safe and productive learning, living and working community. To assist in achieving this goal, we conduct background investigations for all prospective applicants being considered for employment. Background investigations include a criminal history record check, and when appropriate, a financial and/or motor vehicle history check.

· UCCS is an equal opportunity and affirmative action employer. In compliance with applicable laws and in furtherance of its commitment to fostering an environment that welcomes and embraces diversity, the University of Colorado does not discriminate on the basis of race, color, creed, religion, national origin, gender, disability, age, veteran status, sexual orientation, gender identity or expression, genetic information, political affiliation or political philosophy in its programs or activities, including employment, admissions, and educational programs.

