MT. WEST RETIREMENT CORP.

JOB DESCRIPTION
JOB TITLE:

Maintenance Director
REPORTS TO: 
Adminstrator
JOB SUMMARY:
The Maintenance Director is responsible for the total maintenance and repair of the facility including both the building – plumbing, masonry, carpentry, painting, electrical, refrigeration, air conditioning, flooring, and grounds.  This responsibility includes a preventative and responsive maintenance schedule.

DUTIES AND RESPONSIBILITIES:

· Ensure that managed facilities are properly maintained for efficient and safe operation

· Develop and implement a preventative maintenance schedule
· Keep accurate maintenance records on all systems and equipment for each facility
· Refurbish vacated apartments
· Supervise proper storage and labeling of all equipment and supplies

· Checks maintenance supplies and submits orders on a timely basis.  
· Interact positively with the residents

· Maintains tool inventory

· Perform limited plumbing, electrical, equipment, and structural repair work on facility buildings
· Work with facility management team members and/or supervise independent contractors in performing necessary and/or assigned repair work
· Perform all work in a timely manner which may necessitate a fluctuating work week and ability to travel to assignments on short notice
· Perform all work assigned for agreed upon wage accepting no additional payment or non-perishable gifts from residents, vendors, facility management, or others
· Meet the assigned work hour requirements of the job

· Perform other duties as assigned by the supervisor

QUALIFICATIONS/SPECIFICATIONS:

· Valid driver’s license

· Ability to perform and/or coordinate emergency building repairs

· Experience working on electrical and plumbing projects

· Working knowledge of construction-related repairs

· Ability to travel in assigned region, as needed, often on short notice
· Ability to work a fluctuating work week

· Ability to service and inspect HVAC and emergency generator systems

· Ability to train facility management teams in the operations of emergency systems

· Excellent oral communication skills and ability to work well with others

PHYSICAL DEMANDS:

· Standing, walking for 95% of the work day

· Lifting and/or carrying up to 50 pounds may be required

· Bending, twisting, and/or reaching is frequently and consistently necessary while performing maintenance tasks

· Climbing on ladders may be necessary

· Traveling by vehicle as needed to get to work assignment

EDUCATION:
High school diploma or equivalent GED

EXPERIENCE:
Previous experience with large building maintenance preferable

REFERENCES:
Demonstrate successful experience in construction and/or maintenance work

I acknowledge I have read and understand the above job description entitled Maintenance Director.  It is my further understanding that my job performance will be evaluated upon the outlined responsibilities.
______________________________________

_______________________

Signature of employee




Date
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