(Eldercrest)
Check One
[] JOB DESCRIPTION

[X] PERFORMANCE EVALUATION
POSITION TITLE: Director of Maintenance
QUALIFICATION STANDARDS:
1.
Knowledge, Skills and Abilities: Position requires demonstrated knowledge and skills in planning, organizing, developing and directing the overall operation of the maintenance department in accordance regulatory and company standards; maintaining the grounds in a first class condition; safely and properly maintaining facility and equipment in accordance with established policies and procedures of the facility; demonstrate effective verbal and written communication in English; be able to stand, walk, bend, stoop, climb, push, sweep, lift, and stretch for extended periods; be able to frequently move heavy furniture, boxes and equipment; lift and carry up to 75 pounds.
2. Education: High school diploma or equivalent.
3. Experience: Previous work experience in the health care of the older adult preferred.
4. Certificate/Licenses: HVAC certification preferred.  Valid (insert state) drivers license.

ESSENTIAL JOB FUNCTIONS:  the employee must be able to perform, including but not limited to, these essential functions with or without a reasonable accommodation by the employer, without posing a direct threat to himself/herself or to others.
JOB DESCRIPTION


   EVALUATION:  Check appropriate rating

	Description
	Outstanding = 4
	Satisfactory = 2
	Needs Improvement = 0

	1.  Coordinate routine maintenance of grounds, parking areas, driveways, and sidewalks by cutting, trimming, sweeping, snow removal, contract snow-plowing, etc.
	
	
	

	2.  Perform routine maintenance and repair on the facility equipment and assign repair work for maintenance assistant.
	
	
	

	3.  Review written requests for repairs and maintenance on a daily basis and schedule repairs on a priority basis.
	
	
	

	4.  Coordinate inspection program for all resident rooms and public areas to ensure that proper housekeeping standards are met and upheld.
	
	
	

	5.  Establish and schedule preventative maintenance program of all facility machinery and systems.
	
	
	

	6.  Ensure maintenance supplies are available as necessary, using purchase order system.
	
	
	


	7.  Perform unscheduled maintenance tasks as directed.
	
	
	

	8. Assure that the facility HVAC equipment is properly maintained for resident comfort and convenience.
	
	
	

	9.  Attend and participate in “in-service” education classes and staff meetings as scheduled.
	
	
	

	10.  Maintain CONFIDENTIALITY of all pertinent resident care information to assure resident rights are protected.
	
	
	

	11. Assure that all work areas are clean and equipment, tools, supplies, etc. are properly stored before leaving such areas on breaks or at the end of work day.
	
	
	

	12.  Keep work areas free of hazardous conditions and assure that all safety rules and regulations are followed at all times.
	
	
	

	13.  Accept and negotiate bids for outside contracts as directed by Administrator.
	
	
	

	14.  Act as a contact person for contractors performing maintenance jobs, and supervise accordingly.
	
	
	

	15.  Give input into operational and capital budgets, and be responsible for maintaining annual maintenance, housekeeping & laundry department budgets.
	
	
	

	16.  Act as head of facility Safety Committee and conduct regular meetings.
	
	
	

	17.  Obtain, organize, and orient staff on Material Safety Data Sheets (MSDS).
	
	
	

	18.  Evaluate work performance of Environmental Services employees on an annual basis, and as needed.
	
	
	

	19.  Be available via phone or pager for emergencies after normal work hours.
	
	
	

	20. Coordinate the operation of the maintenance, housekeeping and laundry departments within the facility to guarantee minimum disruption in the facilities overall operation.
	
	
	

	21.  Write, review, and update department policies and procedures manual for housekeeping, laundry & maintenance at least annually.
	
	
	

	22. Perform weekly inspections on emergency generator, fire alarm system, hot water temp, etc, and keep accurate logs.


	
	
	

	23. Practices safe working habits.
	
	
	

	24. Maintain strict inventory and purchase control over all controllable items.
	
	
	


	25.  Maintain control and security of linen rooms, storerooms, new linen, cleaning supplies, tools and equipment.
	
	
	

	TOTAL
	
	
	


AVERAGE SCORE ____________      TOTAL SCORE ____________
Equipment Operation to Perform Essential Functions:
5. Assorted power tools (drills, saws, sewer snake, etc.)

6. Facility vehicle

7. Lawn/Garden equipment (chain saw, snow thrower, etc.)

8. Various Housekeeping & Laundry Equipment

Non-Essential Job Functions:
9. Drive the facility vehicle

COMMENTS:
_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________
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_____________________________________________________
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