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DALLAS HOUSING AUTHORITY 

JOB DESCRIPTION
	TITLE:
	Maintenance Supervisor I & II
	JOB CODE: 4039
	

	PREPARED:
	Rev. April 2010
	FLSA:  Non-Exempt
	

	
	
	
	


Summary:  Under general supervision of the Community Asset Manager, supervises and performs skilled work in the maintenance, repair and rehabilitation of the Authority’s properties. 

Essential Job Functions:  The following duties ARE NOT intended to serve as a comprehensive list of all duties performed by all employees in this classification.  Shown are duties intended to provide a representative summary of the major duties and responsibilities. Incumbent(s) may not be required to perform all duties listed and may be required to perform additional, position-specific duties.

· Inspects, monitors, coordinates, and prioritizes the activities of the Facility Maintenance Technicians.

· Assigns and reviews work; counsels, trains and costs staff; develops staff skills, and evaluates performance; assures a productive and safe work environment.

· Meets regularly with Housing Managers and Facility Maintenance Technicians to offer support and guidance; analyzes and evaluates issues and proposals, develops recommendations, and directs the implementation of solutions.

· Orders materials and supplies, maintains inventory.

· Responds to resident complaints, questions and inquiries; attends monthly resident meetings and other meetings as necessary; resolves tenant complaints in accordance with DHA policy.

· Assures the satisfaction of customers in quality and responsiveness of services.

· Inspects housing developments, and assures Facility Maintenance Technicians’ activities are in compliance with all laws, policies, regulations and goals.

· Explains nature of DHA programs, procedures and services to clients; maintains absolute confidentiality of work-related issues, client records and DHA information.

· Supports the relationship between DHA and the constituent population by demonstrating courteous and cooperative behavior when interacting with clients, visitors, and DHA staff.

· Enthusiastically promotes the President/CEO’s priorities for the operations of DHA.

· Conduct UPCS inspections on 100% of the units semi-annually. (Doors, Windows, Cabinets, Sinks, Tubs, Toilets, Est.)
· Conduct monthly UPCS inspections on the Site and Building Exterior. (Domestic Water, Electrical Systems, HVAC, Play Grounds, Est.) 
· Conduct monthly UPCS inspections on the Common Areas and Building Systems. (Management Offices, Maintenance Shops, Community Rooms, Est.)
· Conduct pre-UPCS inspection at least one week prior to scheduled HUD site visit.
· Schedules quarterly P/M’s on units, buildings, site, and common areas.   
· Performs other duties as assigned or required. 

Knowledge and Skills:

· Knowledge of DHA policies and procedures.

· Knowledge of HUD and DHA residential and multi-family building codes, maintenance and health standards, and inspection procedures.

· Knowledge of applicable building codes, ordinances, fire regulations and safety precautions.

· Knowledge of tools, equipment and practices associated with public housing maintenance.

· Knowledge of the techniques used in assigning and reviewing the work of others.

· Knowledge of the principles of record keeping and records management.

· Skill in understanding, interpreting and applying relevant standards and procedures, and applicable Federal rules and regulations.

· Skill in assessing and prioritizing multiple tasks, projects and demands.

· Skill in performing a variety of construction, maintenance, repair and remodeling tasks.

· Skill in assigning and reviewing the work of others.

· Skill in reading blueprints, shop drawings and sketches.

· Skill in operating a personal computer utilizing a variety of business software.

· Skill in effective communication, both verbal and written.

· Skill in interacting with people of different social, economic, and ethnic backgrounds.

MINIMUM QUALIFICATIONS:

High School diploma or GED equivalent, and five (5) years of building maintenance or plumbing or electrical maintenance experience, with at least two (2) years supervisory experience; OR an equivalent combination of education and experience.

State of Texas Drivers License.
 The positions in this job class are divided into the following grades which reflect current differences in level of difficulty and responsibilities of the supervisor’s job in terms of the number of dwelling units to maintain:

Maintenance Supervisor I …170 Units or less

Maintenance Supervisor II…171 Units or more
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