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JOB TITLE: Director of Maintenance







DEPARTMENT: Maintenance








DATE: March 1, 2016







STATUS: Exempt
JOB DESCRIPTION
REPORTING RELATIONSHIP


REPORTS TO:
Administrator 


SUPERVISES:
Maintenance Tech

JOB SUMMARY

The Maintenance Director is responsible for maintaining a high standard of appearance, usefulness, cleanliness, safety, and overall general and preventive maintenance within the building, grounds and all associated equipment of the facility.

QUALIFICATIONS



EDUCATION:
High School Diploma


EXPERIENCE:
Three (3) years experience in maintenance of buildings, apartments or eldercare facility.
OTHER SKILLS AND ABILITIES REQUIRED:
· Management of supplies, inventories and departmental budgets.

· Excellent general mechanical aptitude and ability to use hand tools.

· Understanding and knowledge of preventive maintenance practices and procedures.

· Management and supervisory experience.

· Knowledge of appropriate janitorial techniques.

· Ability to understand and comply with State and Federal Regulations and laws as they relate to each entity.

· Ability to carry and lift 50 pounds.

· Ability to respond to calls on/off duty hours.

· Ability to get along with peers, subordinates and supervisor.

· Ability to work within an elderly population.

· Ability to build good interpersonal relationships with peers, subordinates and supervisor.

· Regular and punctual attendance

JOB TITLE: Maintenance Supervisor
· Ability to work as part of a team

· Willingness and ability to implement facility policy & procedure

· See physical demands list
JOB RESPONSIBILITIES
A. Responsible for the day-to-day supervision of the Maintenance Department.

a.1. Provide leadership and organizational skills.

a.2. Supervision and timely evaluation of staff performance.

a.3. Prepare employee work schedules and monitor progress monthly.

a.4. Review and make recommendations to Administrator regarding maintenance contracts and building improvements.

a.5. Develop and maintain excellent departmental rapport with all residents, staff members, and visitors.
B. Maintain systems for the receipt, scheduling, and timely completion of all maintenance work orders for, but limited to, repairs and maintenance of the following as specified in departmental policies:

a.1. Mechanical/electrical equipment.

a.2. Electrical systems.

a.3. Trash chutes and receptacles.

a.4. Plumbing systems/eyewash sinks.

a.5. Public address, Resident call systems, and other communications systems, including audio/visual surveillance system.

a.6. Laundry room facilities.

a.7. Maintains outdoor pool and indoor spa systems.

a.8. Heating/Air conditioning systems.
C. Maintain a comprehensive preventive maintenance program.

a.1. Review manufacturer’s manuals, warranties, and facility blueprints to determine preventive maintenance procedures and frequency schedule.  Implement as action plan and review quarterly.

a.2. Develop and maintain appropriate preventive documentation as per corporate, local, state, and federal guidelines.
D. Maintain fire/life safety and security systems.

a.1. Monitor service contracts with all fire extinguishing systems.

a.2. Maintain fire alarm systems panels, fire doors, sprinkler system, and smoke detectors.

a.3. Develop Emergency Fire Plan and review annually.
a.4. Responsible for accurate MSDS records and update to Corporate.
a.5. Responsible for implementation of OSHA requirements as they relate to each entity.

a.6. Maintains Protect System.

a.7. Supervision and staffing of security personnel.
JOB TITLE: Maintenance Supervisor
E. All janitorial and housekeeping services such as:

a.1. Maintain a comprehensive housekeeping schedule to ensure that the facility is properly cleaned and maintained.
a.2. Assign and evaluate work related tasks and duties for housekeeping staff.
a.3. Ensure that all areas of the buildings and adjacent grounds are neat and clean in appearance.

a.4. Complete walk-through assessment on a monthly basis to assure cleanliness/safety.

F. Monitor service contracts to assure prompt, efficient, and effective service and necessary compliance paperwork for OSHA and worker’s compensation for:

a.1. Heating, ventilating and air conditioning systems maintenance.

a.2. Fire suppression system maintenance.

a.3. Electrical system maintenance.

a.4. Trash removal.

a.5. Company owned/leased vehicle maintenance.

a.6. Other miscellaneous service contracts.

G. Monitors and maintains departmental expenditures as required to stay within departmental budgets.
a.1. Make routine and recurrent expenditures as per budgeted line items.
a.2. Maintain departmental inventory such as light bulbs and minor plumbing parts.

a.3. Follow facility policy and procedures for purchasing, recording and processing invoices.

H. Participate as a team member to assure optimum living standards to residents.

a.1. Maintains open lines of communication with staff, residents, and visitors, especially when relating the status of work projects in respective areas.

a.2. Assists Administrator with special projects as requested.

a.3. Attends staff meeting.

a.4. Interacts with residents and their families in an appropriate and professional manner.

I. Other Duties:

a.1. Active participant in the QI Program.

a.2. Adherence to all corporate/facility policies and procedures.

a.3. Implementation of all State and Federal Regulations.

a.4. Attends other meetings as scheduled.

a.5. Other duties as assigned.

Physical and Sensory Requirements (With or Without Aid of Mechanical Devices): 
Walking/mobility, reaching, bending, fine hand coordination, grasping, pushing carts, pulling, lifting; ability to hear and respond to pages; ability to distinguish smells, tastes, and temperature; ability to read and write; ability to understand and follow written and oral instructions; ability to verbally communicate with residents and others; ability to understand and apply training and in-service education; and ability to remain calm in emergency situations and when handling multiple tasks.

Acknowledgment
I have read this job description and fully understand the requirements set forth therein. I hereby accept the position of Director of Maintenance and agree to abide by the requirements set forth and will perform all duties and responsibilities to the best of my ability. I understand that as a result of my employment, I may be exposed to the AIDS and Hepatitis B viruses and that the facility will make available to me, free of charge, the Hepatitis B vaccination.

I further understand that my employment is at-will and thereby understand that my employment can be terminated at-will by the facility or myself and that such termination can be made with or without notice.

_____________________________________________

________________________

Employee







Date

_____________________________________________

________________________

Supervisor







Date
