JOB DESCRIPTION - Maintenance Mechanic "A" (or Working Foreman)

Job Summary:

This employee supervises all maintenance employees in the performance of their duties of maintaining all buildings, structures, equipment and appliances in top condition and working order while actively assisting when time permits. This position is a working supervisor. This position requires a skilled working knowledge of all maintenance crafts and trades with a high degree of skill and knowledge in the performance of at least one craft or trade. The position requires administrative knowledge in record keeping, ability to order material and supplies, knowledge of inventory record keeping, time cards, and employee relations. Basic knowledge of understanding budgets and communications with staff. Must exhibit leadership skills.

Specific Job Functions:


1.
hiring and dismissal of maintenance personnel with approval of Executive 


Director


2.
plans maintenance work and assigns work to maintenance staff


3.
plans and carries out annual inspection of units and complete any follow 



up; inspects all units on new move in and move out and completes paper 


work; organizes maintenance staff to refurbish vacancies; determines 



damage if any and costs out job according to Authority policy


4.
responsible for all equipment , vehicles, lawn mowers, edgers, tools, etc.;


equipment should be maintained in good working order and repairs made 


as necessary


5.
makes off-duty service calls as emergencies arise


6.
supervises gas meter reading on a monthly basis


7.
orders supplies, materials and equipment as required for maintenance 



functions with the approval of Executive Director


8.
maintains cost for maintenance as directed by budget and Executive 



Director


9.
assists Executive Director on maintenance requirements in the preparation 


of annual budget and budget revisions


10.
maintains a regular schedule for daily inspections of property for unsafe 



conditions, reports same to Executive Director, and performs follow up


11.
assists and leads in all technical services, such as installations of hot water 


heaters, commodes, adjustments and repairs to ranges and refrigerators, 


heaters and service to motor vehicles and other repairs as needed


12.
assists in gas line inspections as required and completes follow up


13.
responsible for inventory control and work order control by designated 



system of the Authority


14.
responsible for the overall maintenance functions of the Authority to 



insure that all dwellings and grounds are maintained in a safe and sanitary 


condition


15.
responsible for daily time sheets of maintenance employees and assists the 


Executive Director in evaluations of maintenance staff


16.
responsible for reporting to Executive Director any and all criminal activity 


that occurs on the property and reports lease violations to the Executive 



Director


17.
performs other duties in relation to maintenance as required or requested by 


the Executive Director or duties that arise because of a natural or man made 


disaster

Equipment/Materials Used

Use various carpentry, plumbing, electrical, welding and mechanical tools and equipment such as saws, hammers, drills, paint brushes, rollers or sprayers, power tools such as jointers, sanders, saw and pipe die, lawn mowers, edgers, roto-rooters, etc. Must have valid Texas driver's license and ability to drive Authority vehicles.

Working Conditions

Works in all types of conditions and weather. May be working in heated and unheated buildings or outdoors in winter and summer.

Physical Demands

Vigorous, strenuous work with lifting demanded. Some administrative work with reading, writing, and math skills. A physical examination and a drug test is required prior to final approval for employment. The Authority will be responsible for payment of physical exam and drug test.

Special Conditions

Employee must submit to random drug testing according to Authority's policy on drug free workplace. Employee must be available for emergency calls after working hours. A home telephone is required.

