

Purpose:

To identify responsibilities and duties.
Building:

· Make other occupants aware of work being performed in the building

·  Enter work requests for billable work
·  Act as contact person for Facilities Maintenance staff responding to a 

           maintenance request

·  Make Deans and Department Heads aware of facility issues

Routine:

· Enter work requests for observed maintenance needs
· Make sure work requests are completed and report status to building occupants

· Evaluate problems to determine if routine or emergency

Projects:

· Contact for Construction Management Project Managers
· Attend meetings with Project Managers to gather information about upcoming projects

Facilities Operations:

· Notify liaisons of work being performed in their building
· Inform liaison of the status of work being performed

· Make liaison aware when work is completed

· Advise liaisons of utility outages
