WATERLOO

Job Description

Job Title: Asset Analyst

Department: Plant Operations

Reports To: Director, Business Services
Jobs Reporting: None

Salary Grade: UsG 9

Effective Date: March 2021

Primary Purpose

Reporting to the Director, Business Services, the Asset Analyst oversees three major functions:

¢ Management of several extensive databases and completing detailed analysis used to support
departmental leadership in making strategic decisions, preparation of busines cases, funding
applications, and government submissions.

e Coordination of updates to campus-wide infrastructure assessments covering all academic, residential,
administrative and technical buildings as well as buried assets as required by UW reporting and
various government bodies.

¢ Management of the university’s key & lock operation including existing spaces, operational changes,
and newly constructed or renovated spaces.

University of Waterloo infrastructure comprises of over eight million square feet of space powered by a 1st
Class High Pressure Power plant feeding a sophisticated district energy system connecting over eighty
major academic buildings supporting state of the art teaching and ground-breaking research.

Responsibilities will align with Plant Operations’ goal of contributing towards providing a safe and
accessible, invitingly clean and comfortable, functionally-enriched and well-maintained campus
environment through service excellence.

Key Accountabilities

Strategic Planning

e Supports the Associate Director in preparation of strategic infrastructure plans for Plant Operation by
completing various analysis utilizing data available within assigned databases.

Database Analysis

e Manages, updates, and coordinates reconciliation of several database systems utilized by Plant
Operations such as Building Condition Assessment database, Capital Repairs Database.

¢ In collaboration with Maintenance, Grounds and Design & Construction divisions, ensures that all
databases are kept up to date and data reconciled including updates for new constructions,
renovations, and deterioration.

e Accesses and analyzes data within available databases in preparation of business cases,
government reports, grant applications, and university studies as requested by Plant Operations
Directors.

e Acts as subject matter expert related to the capital asset database systems provides training to
others, prepares reports, provides advice to the Plant Operations leadership in representing UW at
various OAPPA decisions.




WATERLOO

Job Description

¢ Manages user accounts, provides training and support for all users both internal and external to the
department.

Building assessment

¢ Responsible for coordination of timely and accurate updates to campus-wide infrastructure
assessments covering all academic, residential, administrative and technical buildings as well as
buried assets.

e Evaluates options for capital asset data management and advises the Associate Director on
systems, processes, platforms, and providers.

e Coordinates work of consultants and contractors related to asset inventory assessment and campus
wide system evaluation including document preparation, access setup, and review of submitted
reports.

e Ensures that requirements from the Ministry and COU are met and reports are prepared accurately
with appropriate level of detail.

e Tracks large infrastructure improvements and ensures the data in UW building condition inventory is
up-to-date and accurate.

e Ensures that building condition inventory and FCI generated are accurate and representative of UW
infrastructure condition.

e Liaises with Housing to ensure coordination of building condition assessments and other
infrastructure related information.

Key planning

e Develops standards for key control maintenance.

e Ensures adherence to UW key control measures and standards.

¢ Develops hierarchical matrix of key and lock codes to meet current & future needs.

e Coordinates planning of key and lock systems for newly constructed and renovated spaces, in
collaboration with Design & Construction and clients.

o Liaises with departmental representatives in matters of security access requirements to determine
security levels appropriate for various user groups.

e Assists UW clients with hardware and code updates.

o Works closely with Materials Management & Key Control to ensure that key control measures are
efficient, adhered to, and updated as required.

o Responds to emergencies and supports UW Special Constable Services in securing sensitive areas
of campus.

Space Planning

e Represents Plant Operations in all matters related to departmental space coding and reporting.

e Provides support and connection to Space Planning as required.

¢ Updates area measurements and utilization changes to all Plant Operations space in accordance
with COU requirements and the University of Waterloo space formulas.

e Assigns room numbers to new or renovated spaces according to established UW standards.
Reconciles building area changes and ensures accuracy of reporting.

[ ]
Other
o Performs other related duties and responsibilities as assigned and supports departmental activities.

*All employees of the University are expected to follow University and departmental health and safety policy,
procedures and work practices at all times. Employees are also responsible for the completion of all health and
safety training, as assigned. Employees with staff supervision and/or management responsibilities will ensure that
assigned staff abide by the above, and actively identify, assess and correct health and safety hazards, as required.

Required Qualifications
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Education
e Undergraduate degree, preferably in mathematics, science or engineering.

Experience

e The incumbent will have minimum five (5) years of progressive experience managing and analyzing
complex sets of information.

e Experience working in facilities environment in a post-secondary sector is an asset.

Knowledge/Skills/Abilities

Excellent communication skills with a deep commitment to customer service is essential

Demonstrated ability to take initiative, incorporate innovation and independent thinking

Exemplary organizational skills and attention to detail is essential

Strong analytical and problem-solving skills is critical

Ability to exercise prudent judgement and high level of confidentiality is essential

Broad understanding of all aspects of building design and construction.

Experience in institutional projects is preferred.

Excellent judgment and strong problem-solving skills, including the ability to understand the financial

impact of relevant options.

e Ability to support cross-functional teams.

e Proficiency in MS Office and Power Bl is essential

¢ Proficiency using large scale computerized work order system (e.qg. Archibus) is essential

e Excellent understanding and high level of proficiency using asset management databases is
essential.

Nature and Scope

o Contacts: This position comes in contact with a wide variety of internal and external people at all
levels of responsibility. Must maintain excellent relationships with all of these people. This requires
excellent personal and communication skills.

o Level of Responsibility: The incumbent is responsible for maintenance and analysis of large amount
of data required by various levels of government for operation evaluation and funding allocation.

o Decision-Making Authority: Ensures that data within assigned databases are correct, decides on
actions to rectify any irregularities, make recommendations on improvements. Conducts extensive
analysis based on industry knowledge and UW experience. Recommends improvements and strategic
changes to key infrastructure and makes operational decisions required for normal operation of
campus wide key control.

e Physical and Sensory Demands: Attention to detail ability to focus and prioritize, distractions.

e Working Environment: Team environment set in predominately office-based environment, and
involving collaborationwith all business and operating units within the department and across the
University.




