ADETIM – Economical  Development  Agency  TIMIS

Management and Administration Department  of the Technological and Industrial Park, TM
                                JOB DESCRIPTION                     Position No:

Position: 


Administrator – PITT
Location: 


Administration of PITT, Timisoara
Level:   


Executive  Management – level 2
Immediate Supervisor: 
Executive Manager PITT and General Manager  ADETIM

Sub-ordinates: 

Workers
______________________________________________________________

Responsibilities / obligations:

Facility manager has in administration 

· Building (administrative building)

· All the park’s utilities and services 

Administrator has to understand technical and contractual structure of these aspects. He runs this infrastructure, providing to the concessionaires and lodgers optimal conditions for developing their business. He has to be sure that all the facilities are in good repair.

He is responsible for keeping and recovering the utilities, using his own workers and services provided by others trough contracts, warranty contracts, applying technical norms and European standards.

Taking into consideration the security, the facility manager has to be informed permanently about the legislation and industrial regulations, to apply these in PITT and to assure the specified organization.     

Capabilities:

· Collaboration with all the personnel of PITT;

· Keeping and recovering the infrastructure and suggestions for investments;

· Competence and capacity to evaluate and to estimate correctly preventive intercessions, elaboration of essential materials and keeping-works;  

· Applying the standards and norms for labor protection;

· Supervising the activity according to attaching plug, training and tending the auxiliary personnel;

·  Keeping the utilities at the designed level;

· Administration of a phone-station 24 hours / day for urgencies

Personal characteristics:

· Safety and understanding

· Abilities in organizing for urgency

· Truest and attention to details 

· Natural availability  to be useful

Selection Criteria :


Qualifications:

	Criterion
	Parameter
	Score weighting
	Score 
	Product

	Technical knowledge

(electricity, mechanical, electro-technical)
	University degree or post lyceum studies
	compulsory
	
	

	Knowledge in electronic and mechanic 
	Courses,  special trainings, or references
	0.4
	
	

	Knowledge of industrial and town infrastructure (in Timisoara, or Romania)  
	Local inhabitant, in Timis, with experience in similar services (test)
	0.3
	
	

	Foreign language
	English – medium level
	0.2
	
	

	computer application skills
	MS-literacy (word, excel, access)
	0.1
	
	


Experience:

	Criterion
	Parameter
	Score weighting
	Score 
	Product

	Technical revise, maintenance and repairs
	10 years experience in at least 3 different domains, comparable with the PITT future activity 
	0.5
	
	

	Personal management between routine and urgent tasks

	5 years of service experience in similar management position, or supervisor.
	0.3
	
	

	Social relationship  with the services suppliers in the field
	Experience and references in  organising services
	0.2
	
	


Approved :






Date:


Sergiu Balasa
Executive Manager ADETIM
Advised :

Nicoleta Tisu

Executive Manager PITT
