Maintenance Supervisor

The Maintenance Supervisor will be responsible for the supervision of all maintenance as well as act as adviser in matters of maintenance problems to the Executive Director and to the Public Housing Supervisor.  He is responsible for the proper repair, improvement, and maintenance of the Authority's buildings and grounds.  He Cooperates with the Public Housing Supervisor in organizing their project maintenance staffs and coordinates and supervises all maintenance activities.  He is responsible for selecting, recommending for appointment, classifying, and training maintenance personnel.  He analyzes the workload and devises methods of accomplishing such work in the most economical and efficient manner.  More specifically, to perform related work as required, to include:

1.
Plans, assigns, coordinates, directs, and monitors the work of subordinates, engaged in all aspects of maintenance in this Authority.

2.
Develops and implements policies, methods, and procedures to be followed by subordinates while performing work activities.

3.
Monitors subordinates to assure that leave tickets are forwarded to the office for time taken off the job.

4.
Present fair and accurate rating sheets to the Executive Director upon request.  To accurately rate all employees under his supervision in a fair and reasonable manner.

5.
Inspects work activities of subordinates to ensure a proper quality of work and  efficiency and economy of operations.

6.
Administer internal safety programs and supervising that they are followed.

7.
Purchasing of supplies, monitoring their performance, and watching prices.  

8.
To follow this Authority's Procurement Policy.  Monitor the equipment utilization and maintenance.

9.
Responds to emergency calls as needed.

10.
Operates trucks, and other machines and tools, assisting subordinates in there proper use and maintenance.

11.
In cooperation with the Public Housing Supervisor, establish a Preventive Maintenance Plan for all complexes to be reviewed and updated as necessary.

12.
Oversee and assist in inspecting existing housing for conformance to HUD Housing Quality Standards and the standards of this Authority, by the maintenance staff.

Must have pleasant demeanor when working with the office staff and residents, in person or by phone.

