
Shop & Facilities Manager - Dept. Environmental Conservation 
About UMass Amherst 

UMass Amherst, the Commonwealth's flagship campus, is a nationally ranked public research 
university offering a full range of undergraduate, graduate and professional degrees.  The 
university sits on nearly 1,450-acres in the scenic Pioneer Valley of Western Massachusetts, and 
offers a rich cultural environment in a bucolic setting close to major urban centers.  In addition, 
the University is part of the Five Colleges (including Amherst College, Hampshire College, Mount 
Holyoke College, and Smith College), which adds to the intellectual energy of the region. 

  

Job Summary 

Under the general supervision of the department chair, the Shop and Facilities Manager for 
Environmental Conservation will support the department’s shop and lab facilities, including the 
Gloucester Marine Lab; be responsible for all lab renovation and building maintenance projects; 
coordinate all lab safety; coordinate maintenance of vehicle fleet; coordinate maintenance needs 
on forest properties; and coordinate logistical services including supervising technical and shop 
personnel and providing technical assistance with the Shop and Facilities Manager at the Olver 
Design Building (requiring cross-training in woodworking, CNC milling, 3D printing, laser cutting, 
vacuum forming and materials fabrication and testing). Will also devise, modify and construct 
equipment and specialty items for classes and research. 

  

Essential Functions 

• Maintains a safe work environment for users by supervising activity in the fabrication shop 
space and promoting safe work practices. Maintains equipment so that it can be used 
safely. Documents safe environments so that it can be inspected by Environmental Health 
& Safety (EHS). Be the EHS liaison for all department facilities, including the Gloucester 
Marine Lab. 

• Coordinates all work done in the Department by Physical Plant, Design & Construction 
Management and/or independent contractors.  Acts as a liaison with these departments 
and outside contractors. Advises Department Chair, department members, and other 
building occupants of work. Monitors utilization of department space for teaching, 
research, and service facilities.  Oversees distribution of furniture, fixtures, and 
equipment.    

• Coordinates shop safety initiatives and implements guidelines established by EHS.  This 
will involve going into labs where research is being conducted involving hazardous 
materials that could be carcinogenic, radioactive, and/or explosive.  Functions as 
department Safety Coordinator, representing department in appropriate 
meetings.  Maintains up-to-date safety training profile for faculty, staff and students 
utilizing department labs and shop resources. 

• Provides mentorship and guidance to students and faculty in coordination with the Shop 
and Facilities Manager at Design Building on a wide range of project types, including but 
not limited to projects involving laser cutters, CNC router, 3D printers, and assisting 
students with troubleshooting digital and analog fabrication issues. Assists with training 
sessions and workshops via machine maintenance, setup and prep, cleanup, etc.  This 
will require cross-training with the Shop and Facilities Manager at Design Building. 

• Oversees operation and maintenance of all departmental shared equipment (including but 
not limited to centrifuges, -80 freezers and other refrigeration equipment, water 



purification systems, digital fabrication, and department vehicles). Is responsible for 
routine maintenance, negotiating service contracts, and arranging for outside vendors to 
repair equipment.  Advises researchers on specific research equipment.  Serves as 
liaison to Property & Inventory for monitoring research equipment. Work collaboratively 
with Main Office staff to assist with annual equipment inventory for ECO. 

• Coordinate the maintenance of equipment and weekly collection of precipitation samples 
from the Quabbin Reservoir as part of the National Atmospheric Deposition Program 
(NADP); maintain collection records, and process samples for shipment to the NADP 
Central Analytical Laboratory for chemical analyses. 

• Serves as Building Coordinator for all buildings housed in the Environmental Conservation 
Department, including the Gloucester Marine Lab and forest properties.  Responds to 
building emergencies or related problems.  His/her cell/home phone number will be 
posted on all Departmental Lab Safety Cards as a back-up to the PI in the case of a lab 
accident after normal business hours. 

• Designs and fabricates unique experimental equipment for research and advanced 
instruction in Environmental Conservation.  Maintains inventory for all materials, parts, 
supplies, and equipment necessary for departmental maintenance and shop services. 

• Coordinates all departmental moves, maintains storage of all Environmental Conservation 
equipment and furniture, and maintenance and service of all Department vehicles. 

• Composes and distributes emails to occupants of the the department; written 
communication among new faculty, design and construction management staff and 
outside designers on lab requirements; draft emails and memos for Dept. Chair to 
advocate for building needs. 

• Acts as backup for the Shop and Facilities Manager at the Olver Design Building. 
• Drives to the Gloucester Marine Lab facility as needed. 
• Other duties as assigned. 

  

Other Functions 

§ Work collaboratively and effectively to promote teamwork, diversity, equality and 
inclusiveness.  

§ Work in partnership with colleagues within the CNS community and across the campus to 
support the Dean’s strategic priorities. 

§ Perform other duties as assigned in support of the mission and goals of the College of 
Natural Sciences. 

  

Minimum Qualifications (Knowledge, Skills, Abillities, Education, Experience, Certifications, 
License 

• High school diploma plus a minimum of 4 years experience with building repairs, lab 
renovations and maintenance experience. 

• Excellent organizational and interpersonal skills and ability to interact effectively and work 
productively in establishing and maintaining harmonious working relationships with a 
diverse population of faculty, staff and students. 

• Knowledge of safety practices and proper procedures involving large stationary machinery 
and power tools. 

• Knowledge of building construction and practices. 
• Ability to read and interpret specifications, drawings and plans. 



• Moderate to advanced wood working and digital fabrication skills. 
• Experience with maintenance and operation of large and small equipment. 
• Strong written and verbal communication skills required. 
• Demonstrated ability to work independently to organize multiple tasks and set priorities for 

action, take initiative, be creative, and operate with self-direction in a fast paced work 
environment. 

• Be available for after hours job emergencies, when PI is unavailable. 
• Work may involve light to moderate exertion of physical effort in transporting, or lifting, 

moving, or carrying light-weight materials or equipment. 
• Basic carpentry, electrical and plumbing knowledge. 
• Some night and weekend work may be required. 
• Driver's License required. 

  

Preferred Qualifications (Knowledge, Skills, Abilities, Education, Experience, Certifications, 
License 

• Bachelor's degree in construction related field preferred. 
• Supervisory skills preferred. 
• Two years experience with occupational and laboratory hazards and safety precautions 

preferred. 
• Construction or trades license desirable 

  

Physical Demands/Working Conditions 

Work may involve occasional light to moderate exertion of physical effort in transporting, or lifting, 
moving, or carrying light-weight materials or equipment. 

  

Work Schedule 

Standard business hours; some night and weekend work required. 

  

Salary information 

Level 26 

PSU Salary Schedule 

  

Special Instructions to Applicants 

Submit a letter of application, resume and contact information for three professional references. 
Apply by March 31, 2020 in order to ensure priority consideration. Search may remain open until 
a suitable candidate pool has been identified. 



As part of a commitment to their own multicultural community, CNS seeks an individual with a 
demonstrated commitment to diversity and one who will understand and embrace university 
initiatives and aspirations.  (https://www.cns.umass.edu/diversity-equity-inclusion) 

UMass Amherst is committed to a policy of equal opportunity without regard to race, color, 
religion, gender, gender identity or expression, age, sexual orientation, national origin, ancestry, 
disability, military status, or genetic information in employment, admission to and participation in 
academic programs, activities, and services, and the selection of vendors who provide services 
or products to the University.  To fulfill that policy, UMass Amherst is further committed to a 
program of affirmative action to eliminate or mitigate artificial barriers and to increase 
opportunities for the recruitment and advancement of qualified minorities, women, persons with 
disabilities, and covered veterans.  It is the policy of the UMass Amherst to comply with the 
applicable federal and state statutes, rules, and regulations concerning equal opportunity and 
affirmative action.  

 


