SOUTHWEST BUSINESS CORPORATION
Job Posting/Job Description

March 31, 2019
· For any employee interested in this position, an internal Job Posting Application Form needs to be completed and submitted to Human Resources.

· For any employee who occupies or may occupy this position, this job posting/job description in no way states or implies that these are the only duties to be performed by the employee in this position. Requirements are representative of minimum levels of knowledge, skills, and/or abilities.  Additionally, this document does not create an employment contract, implied or otherwise.

POSITION:        Maintenance Technician





DEPARTMENT:
Administration
REPORTS TO:
Director of Administration  




CLASSIFICATION:
Non-exempt
 

SUMMARY:  Performs general and routine maintenance and repair on the interior and exterior of buildings, building equipment, property grounds, operating equipment and furniture to include minor plumbing, HVAC, and electrical repairs. 

ESSENTIAL DUTIES:

1. Performs routine interior building maintenance to include painting, replacing ceiling tiles, light bulbs, tile and carpet repair, general carpentry and minor plumbing, HVAC, and electrical repairs in a timely and courteous manner.  Value:

2. Maintains outside property appearance and equipment to ensure operational performance and operational efficiency and safety to include installing and repairing fixtures and equipment, inspecting and maintaining fire extinguishers, and performing a variety of maintenance tasks.  Value:
3. Performs routine inspections of the facilities and equipment to determine repair work or maintenance requirements and provides management with documented reports of inspection finding and preventative maintenance activities.  Value:
4. Oversees daily cleaning of the building office space to include empting trash and garbage containers, maintaining the carpets and floors, and keeping lavatories, windows, and desk spaces clean.  Value:

5. Provides office furniture and equipment moves and set-up support to include rearranging or setting up meeting and conference rooms, mounting artwork and project screens, and special event set-up and support.  Value:
6. Maintains and oversees vendor activities providing or seeking to provide building maintenance services to include after-hour service agreements.  Value:

7. Performs other duties as required.
EDUCATION:

Must have a High School Diploma or equivalency.

Bi-lingual abilities preferred.

EXPERIENCE:

Must have a minimum of 2 years work history in building maintenance, general carpentry, plumbing, HVAC and electrical repairs activities. 
SKILLS:

Must have the ability to operate general carpentry, plumbing, HVAC, and electrical hand tools and power tools.

Must have the ability to operate general building maintenance equipment and mechanic’s hand tools. 

Must have the ability to operate cleaning equipment and knowledge of custodial services practices and procedures.  
Must possess good math and communication skills and have a working knowledge of general office equipment.  

Must have a working knowledge of PC’s and Microsoft Office Word, Excel and Project.

PHYSICAL REQUIREMENTS:

Must be able to lift, push or pull up to 85+ lbs. of building materials, equipment, supplies, or waste. 

Must be able to stand, stoop or kneel to make repairs or clean areas of the building.

May be exposed to chemical, mechanical or electrical hazards.  
Must have a valid Texas driver’s license with a good driving record and proof of insurability.
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