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Job Description  
  

BUILDING TRADES SPECIALIST 
  

Reports To:  Director-Maintenance & Operations 
Supervises:  N/A 
Pay Classification:  Range 28 
Revision Date:   12/13/2017 

  
GENERAL DESCRIPTION 
 
Perform a variety of skilled activities in the installation, maintenance, repair of District buildings, locks, 
facilities and equipment including tasks requiring the knowledge of one or more skilled trades such as 
locksmithing, carpentry, glazing or painting; perform semi-skilled, and unskilled work in other building 
trades as assigned. 
 
Duties and Responsibilities: 

 Monitor inventory levels of materials and equipment; research prices for parts, materials and 
equipment; select vendors; order, receive and maintain inventory of materials and equipment 
as needed. 

 Perform semi-skilled, and unskilled work in other building trades as assigned. 
 Plan, organize and lay out assigned tasks; interpret plans, diagrams, blue prints, sketches and 

specifications; receive, prioritize and coordinate response to work orders. 
 Maintain various records related to work orders, projects and assigned activities. 
 Train and provide work direction and guidance to assigned personnel. 
 Perform preventative and safety inspections in assigned skilled trade area. 
 Test, troubleshoot, and repair buildings, locks, facilities and/or equipment. 
 Load and unload tools and materials and transport to and from job sites. 
 Maintain tools, equipment, shop and work areas in a safe, clean and orderly condition. 
 Communicate with personnel, supervisors, vendors and various outside agencies to exchange 

information, coordinate activities and resolve issues or concerns. 
 Operate a variety of hand and power tools; operate a computer and assigned software; drive a   

vehicle to conduct work. 
 
Carpenter 

 Perform journey-level carpentry work in the maintenance, repair, construction, alteration, 
forming, framing and finishing of buildings, furniture and facilities; ensure compliance with 
building, health and safety laws, codes, regulations and standards. 

 Develop and implement carpentry construction, maintenance, repair and enhancement 
projects.  
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 Perform the construction, installation, maintenance and repair of woodwork including cabinets, 
counters, handrails, bookcases, shelves, doors, window frames and furniture; match materials 
with color, grain or texture; repair and replace cabinet hardware; repair and maintain building 
and facility roofing as required. 

 Build partitions; construct walls using paneling and other decorative materials; install, replace 
and repair partitions, ceilings and other items; cut, fit, and hang doors; install and repair drywall. 

 Dig holes, pour cement, install new posts in the ground. 
 Operate a variety of specialized equipment including saws, drills, presses and various hand and 

power tools. 
 

Locksmith 
 Perform a variety of journey-level activities in the installation, maintenance, repair and 

alteration of locks on doors, lockers and cabinets including low-voltage and keyless entry; 
maintain organizational master key systems as required; re-key plugs and locks as needed; 
ensure compliance with building and safety laws, codes, regulations and standards applicable to 
the locksmith trade. 

 Develop and implement locksmith installation, maintenance, repair and enhancement projects; 
install new hardware; secure the facilities and outer perimeter for all District properties. 

 Oversee and perform in the troubleshooting, repair and rebuilding of various types of locks; 
replace various lock components as appropriate; install and adjust closures and other parts; 
change lock combinations; maintain and repair lockers. 

 Utilize key-cutting machines to make or duplicate new keys as required; code keys and maintain 
related records. 

 Perform preventive maintenance on locks and hardware including cleaning, lubricating and 
tightening parts; adjust hinges and other door components as necessary. 

 Respond to emergency lock opening and key needs as required; open and re-key locked 
automobiles. 

 Operate a variety of equipment including a key code machine, pin kits, key gauges. 
 

 
Glazier 

 Perform journey-level work in the installation and replacement of glass in facilities and 
equipment; remove putty and broken glass from windows, doors, skylights, walls, cabinets, light 
fixtures and related materials; measure size of opening; cut and set new glass. 

 Install, troubleshoot, remove, repair and finish glass and plastic materials for doors, windows, 
mirrors, skylights and related structures. 

 Repair and replace metal, molding and sash. 
 Determine proper type of grade, size and type of glass, plastics and other materials needed for 

installation and replacement projects. 
 Operate a variety of hand and power tools including drills, saws, cutters and grinders; set up 

ladders and scaffolding as needed. 
 
Painter 

 Perform a variety of journey-level activities in the painting of designated buildings and facilities 
and preparation of related surfaces; ensure compliance with building, health and safety laws, 
codes, regulations and standards applicable to the painting trade. 

 Perform in the preparation of various surfaces such as wood, concrete, metal and plaster for 
surface coverings; strip, sand and remove existing paint as necessary; patch and plaster holes; 
remove dents and sand rough surfaces. 
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 Mix and match paints and finishes to blend, harmonize or contrast colors; apply primers and 
finish coats. 

 Perform a variety of duties related to the painting of designated buildings, facilities, furniture 
and equipment to maintain proper appearance and protection from rust and decay; mask, 
sandblast, cover or remove graffiti from walls, doors and windows; utilize chemicals as needed. 

 Patch walls and repair wall coverings as needed; repair sheetrock, masonry and other building 
materials; refinish or repaint wood, furniture and other equipment as needed. 

 Develop and implement painting projects; create signs and nameplates; monitor, assess and 
modify activities in response to project progress. 

 Clean and maintain brushes, tools and other equipment; erect, move and work from ladders, 
scaffolding and platforms. 

 Operate a brush, roller or spray gun to apply a variety of surface coverings such as paint, 
varnish, enamel, lacquer or other protective or decorative finishes to a variety of surfaces, 
including wood, metal, glass, plaster, stucco, wallboard, brick, cement and roofs. 

 
Other Duties: 

 Perform related duties as assigned. 
 
QUALIFICATION GUIDELINES 
  
Knowledge of:  

 Methods, procedures, equipment and materials used in the installation, maintenance, repair 
and adjustment of District buildings, locks, facilities and equipment. 

 Applicable Building codes, ordinances, fire regulations and safety precautions related to an 
assigned trade. 

 Operation and maintenance of tools and equipment used an assigned trade. 
 Proper methods of storing equipment, materials and supplies.  
 Principles of training and providing work direction. 
 Interpersonal skills using tact, patience and courtesy. 
 Oral and written communication skills. 
 Basic record-keeping techniques. 
 Basic math calculations applicable to building trades. 
 Technical aspects of the building maintenance trades. 
 Operation of a computer and assigned software 
 Preventative maintenance principles and practices. 
 Health and safety regulations and procedures. 

 
Ability to:  

 Participate in a variety of skilled activities in the installation, maintenance, repair and alteration 
of District buildings, locks, facilities and equipment. 

 Inspect, troubleshoot, diagnose, maintain, replace a variety of parts and equipment related to 
building trades. 

 Develop and implement work projects. 
 Estimate material, equipment and supply needs. 
 Train and provide work direction and guidance to assigned personnel. 
 Replace defective parts and components as necessary. 
 Observe health and safety regulations and procedures. 
 Communicate effectively both orally and in writing.  
 Establish and maintain cooperative and effective working relationships with others. 
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 Meet schedules and time lines. 
 Understand and follow oral and written instructions. 
 Work independently with little direction. 
 Maintain various records related to work performed. 
 Read and understand blueprints and trade related drawings. 
 Operate and maintain a wide variety of hand and power tools and equipment.  
 Plan, organize and lay out projects. 

 
Education and Experience: Any combination of training, education and experience which demonstrates 
possession of the knowledges and abilities stated above, and the ability to perform the duties of the 
position.   
Education:   Graduation from high school supplemented by completion of an approved apprenticeship 
program in an assigned building trade. 
 
Experience: Two years increasingly responsible journey-level experience in the installation, maintenance 
and repair of an assigned building trade 
  
License(s), certifications or other requirements:  

 Valid California Class C driver’s license. 
 
 
PHYSICAL ELEMENTS AND WORKING CONDITIONS  
 
Working Conditions:  

 Indoor and outdoor work environment. 
 Regular exposure to fumes, dust, dirt, oil/grease. 
 Driving a vehicle to conduct work. 

 
Physical Abilities: 

 Dexterity of hands and fingers to operate specialized equipment and tools. 
 Standing for extended periods of time. 
 Seeing to perform repairs. 
 Hearing and speaking to exchange information. 
 Lifting, carrying, pushing or pulling heavy objects as assigned by position.  
 Bending at the waist, kneeling or crouching.  
 Reaching overhead, above the shoulders and horizontally.  
 Climbing ladders. 
 Heavy physical labor. 

 
Hazards: 

 Working around and with machinery having moving parts. 
 Regular exposure to chemical fumes and vapors. 
 Working at heights. 
 

   


