Job Description
Maintenance I

Site: Community Heritage Senior Housing
City: Richmond, CA
Number of Units: 52
Type of Property: Senior
Apartment Location: North Richmond
Apartment Size: 1 Bedrooms only
Posting Date: 03/24/2011
Closing Date: Open Until Filled

SUMMARY
The Maintenance I staff will be responsible to perform light plumbing, light electrical, light carpentry, painting, sheet rock repair, refurbishing, irrigation, and common area cleaning in housing project. 
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be assigned.

Efficiently and effectively schedules work order requests, adhering to maintenance priorities. Performs light plumbing work, irrigation, replacement of broken glass, tile, carpet, screens, garbage disposals, fixtures, appliances, draperies, locks, etc.; paints interior and  limited exterior; performs carpentry work such as fitting doors, freeing windows, replacing and building shelves,  
Assists in custodial work/cleaning of common areas, including sweeping, mopping, vacuuming, emptying trash, cleaning windows, etc. Assists in limited grounds work minor repairs for the two commercial spaces when necessary.

Identifies and assesses problems and needs and communicates these to Property Manager.

Maintains congenial relationships with all residents; is professional and polite; communicates easily with residents using strong interpersonal skills. Is understanding of and sensitive to cultural background, economic status, and those with disabilities, and adheres to Equal Housing Opportunity requirements.

Participates in an on-call emergency schedule for evening, weekend, and holiday coverage of the property. Maintains knowledge of water, gas meter cutoffs, all building and fixture cutoffs, sewer cleanouts and maps and diagrams of the property. Maintains security of property.

Under the general supervision of the Property Manager or Maintenance Supervisor, maintains inventory of, places monthly orders for, picks up supplies and utilizes materials for maintenance and repair.

Periodically inspects building exterior and common areas, performing repairs and janitorial assistance as needed, assists with scheduled annual unit inspections, refurbishes apartments prior to occupancy and maintains accurate records regarding preventative monthly maintenance on all equipment based on manufacturer recommendations or as required by housing regulations or codes. Completes and maintains the YARDI maintenance program.

SUPERVISORY RESPONSIBILITIES
This job has no supervisory responsibilities. 

QUALIFICATIONS
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/ or ability required. Reasonable accommodations may be made to enable' individuals with disabilities to perform the essential a functions.

EDUCATION AND EXPERIENCE
Two years experience in a maintenance environment.

LANGUAGE SKILLS
Ability to read and interpret documents such as safety rules, operating and maintenance instructions, and procedure manuals. Ability to contribute to routine written reports and correspondence. Ability to communicate effectively with residents or employees of organization.

REASONING ABILITY
Ability to solve practical problems and deal with a variety of situations. Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule form.

CERTIFICATES, LICENSES, REGISTRATIONS
Must have a valid California Driver's License and insurance. 

OTHER SKILLS, ABILITIES, QUALIFICATIONS
· Demonstrated experience with preventive and on-going maintenance of a property 

· Ability to work with a minimum of supervision. 

· Attentive to detail. Desirable second language skills may vary site by site

· Ability to learn the YARDI maintenance computer program
· This position also includes resident manager duties and a 2 bd apartment is provided rent free.

North Richmond Economic Development Corporation is an Equal Opportunity Employer
