CLASS TITLE
BUILDING MONITOR, HUMAN SERVICES/COUNCIL ON AGING
Special Note:  This is a part-time, hourly paid, non-benefits eligible position.  Under the supervision of the Director, Human Services/Council on Aging, ensure proper utilization of the Senior Center by groups during the evening (non-business) hours and remain in attendance at all times during group events.

EXAMPLES OF DUTIES

1.
Timely opening and closing of the Senior Center, ensuring that it is secured properly, and remaining on site while it is in use

2.
Enforcement of the rules and regulations pertaining to the appropriate use of the facility and parking areas

3.
Closing and securing the building after use

4.
Notifying appropriate repair people of any problems and contacting supervisor with reports of any problems

5.
Maintaining a record of hours worked and submitting said report to Director on a weekly basis

6.
Responding to any concerns of the Director, Human Services/Council on Aging regarding the use of the Senior Center by outside groups

7.
Emptying trash at the end of events

8.
Performs other related duties of the class, as required.

FACTORS
A.
KNOWLEDGE, SKILLS AND ABILITIES
1. Ability to function semi-independently, referring difficult problems to supervisor or contact person.

2. Ability to interact with the public.

3.
Ability to receive, understand and follow oral and written instructions.

4.
 Skill in using tact in dealing with others.

B.
EXPERIENCE

Incumbent must be a high school graduate or equivalent and have a minimum of two years of general office experience.

 C.
SUPERVISORY CONTROLS

Incumbent generally works independently and is responsible for contacting appropriate personnel when problems arise. Director is responsible for providing operational guidelines and responding to questions. 

D.
COMPLEXITY OF WORK

Most work tasks involve securing the facility during scheduled meetings and events.  

E.
NATURE AND PURPOSE OF PERSONAL CONTACTS

Most contacts are with meeting/event participants and the public who may enter the facility for the purpose of answering questions about the scheduled event.

F.
PHYSICAL/STRESS DEMANDS AND WORK ENVIRONMENT

Work in this class is primarily sedentary.  There is an amount of sitting, talking, standing and stooping, but no special physical demands.  There are normal interruptions, such as the telephone and persons visiting the office.  

G.
SUPERVISION AND MANAGEMENT EXERCISED

Incumbent does not supervise others.
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