(G REDMAN

TITLE: Maintenance Supervisor
REPORTS TO: Resident Manager

JOB STATUS: Full Time, Non-Exempt (Hourly)
SALARY GRADE: 4

SALARY RANGE: $24.09-536.15

POSITION SUMMARY

This position oversees and performs the day-to-day operations of the maintenance of all property units. This
may include electrical, plumbing, HVAC, carpentry, painting, and other building needs.

ESSENTIAL JOB FUNCTIONS
e Service appliances, equipment, plumbing, electrical, etc. as necessary per work requests.
e Respond and complete, in a timely fashion, resident service requests and work assignments as provided

by Resident Manager.

e Coordinate preparation of vacant units with Resident Manager based on move-in dates.
e Implement move-in/move-out procedures including inspection forms with the Resident Manager.
e Manage and oversee subcontractors and vendors while on site.
e Work with Resident Manager on securing bids from outside contractors.

Responsible for after hour’s emergency calls (as part of a staff rotation).

Ensure compliance with building, safety, and health codes.

Ensure resident compliance with property policies.

Keep property maintenance shop area clean and orderly at all times.

e Maintain inventories (tools, equipment, and supplies), as well as maintaining that all equipment is in
proper operating condition.

e Responsible for snow removal and/or managing any snow removal contractors as required by the
property.

e Responsible for the physical operations of the swimming pool as may be required by the property.

e Maintain positive relations with residents, staff, and vendors.

e Hire, train, provide direction, and assume responsibility for staff under the Maintenance Supervisor’s
supervision.

e Be familiar with, assist in the creation of and work within the annual budget.

e Maintains physical property to ensure a safe and habitable place to dwell.

e Complies with all safety regulations, including the use of safety shoes to prevent foot injuries.

OTHER JOB DUTIES
e Inspect property (inside and out) daily for overall curb appeal and rectify any problem areas.
e Maintain all maintenance forms and records as required.
e Maintain supportive relations with community, fire, and police agencies.
e Maintain an annual pro-active and preventative maintenance plan.
e Adhere to and review current policies/procedures and make suggestions to Resident Manager on how
to enhance the property.
e Make recommendations to improve the profit and productivity of the property.



Train and educate residents and employees on safety and compliance issues.

QUALIFICATIONS/EXPERIENCE REQUIREMENTS

Must have three years’ experience in property management, construction, or a related trade field.
Mechanically inclined with experience in some of the following areas: electrical, plumbing, HVAC,
carpentry, and appliance repair.

Supervisory experience preferred.

Must be able to work safely with all power tools, hand tools and safety equipment.

Basic technical skills are a plus; able to use tablet or smart phone for work orders.

Customer Service Oriented.

Have general knowledge of utility shutoffs, clean out traps, fire and safety equipment and fire hydrants.
Detail Oriented and have the ability to multitask.

Good decision-making abilities.

Clean, valid driver’s license and ability to travel by car required based on property location.

PHYSICAL DEMANDS AND WORK ENVIRONMENT

The physical demands described below are representative of those that must be met by an employee to
successfully perform the essential functions of this job. Reasonable accommodation may be made to enable
individuals with disabilities to perform the essential functions.

The position requires driving a vehicle to conduct work. Requires verbal and auditory abilities to effectively
communicate. Sitting, standing and walking for extended periods of time. Dexterity of hands and fingers to
operate a variety of specialized tools and equipment. Also requires reaching overhead and below the shoulders,
bending, squatting, crawling, and climbing. Ability to frequently lift up to 20lbs and occasionally lift up to 50Ibs.

Requires the ability to work in confined spaces, indoors and outdoors in all climates, including working in
extreme weather conditions such as snow, rain, storm, heat, etc., loud noises, and unclean environments.



