

UNITED CEREBRAL PALSY OF BROWARD COUNTY, INC.


POSITION DESCRIPTION 
Position Title: Maintenance Coordinator              
Employee:   ____________________          
Department:   Maintenance                              
Location:  ____Broward       

_  
This position reports to:




 

_ 

Date of Hire:    _________________
Date of Position:    ________
________     
(1) Position Statement:  Responsible for the general interior and exterior care of Preschool, Adult Program Main Office and Little House offices.  

(2) Available for emergency situations after hours.  Work with sub-contractors on major repairs to site. 
(3) Available for Group Home emergency situations after hours.
(2)
Responsibility for Personnel Supervised:
Exempt              
Hourly Non-exempt        X       
TOTAL                       
(3)
Vacation Schedule:
 Refer to Personnel Policies.

(4)
Key Working Relationships:

(a)  Internal:
Directors and Supervisors in Preschool, Therapy, Adult and Residential Programs and Executive Assistant, all office personnel and Personnel Department to insure that there is a clear understanding among the directors and with the Transportation/Maintenance Coordinator concerning all issues of transportation for children and adults with developmental disabilities, as well as all maintenance concerns.

(b)  External:
Vendors used for repairs used on an as needed basis; cleaning contract personnel.

(5)
Responsibility for Agency Resources
(a)  Agency Assets:
Keys, Cell phone

 (6)
Education & Experience Requirements.
(a)  Education:
High School Diploma and or GED
(b)  Experience:
3-5 years of maintenance experience 

SPECIFIC DUTIES
1. Provide direct supervision to all sub-contractors.

2. Complete all maintenance repair requests assigned in a timely manner for main facility.  
3. Assure completion of all adaptive equipment requests in a timely manner, not to exceed 3 days.
4. Performs any minor electrical and/or plumbing work as assigned.
5. Maintain on-call status on evenings and weekends for main facility, fire and burglar alarm.

6. Assure that all facility buildings surrounding grassy and paved areas are inspected and maintained in a safe and clean manner on a daily basis.
7. Paint/repaint interiors and exteriors as assigned.
8. Make new keys as assigned.
9. Make purchases using local billing accounts and purchase requisitions as assigned using Agency Policies and Procedures.
10. Communicate openly with the Supervisor/Executive Assistant and Executive Director. 
11. Complete UCP maintenance check list on an ongoing basis.

12. Complete monthly check list for Preschool as required by county licensing.

13. Report any immediate minor or major maintenance needs to the Executive Assistant and discusses any future building improvements.
14. Uses the least costly, yet most effective maintenance principles.

15. Assure that all deliveries to the main facility are delivered to appropriate department within    twenty four hours; maintaining safe egress in all buildings at all times. 
16. Complete outside deliveries and pickups as requested by Executive Director and Executive      Assistant.

17. Pick up lunches for pre-school by 12 noon on school days. 

18. Complete all other duties as assigned.

Position Title:  Maintenance  Coordinator                       
United Cerebral Palsy of Broward County, Inc. is in full compliance with the Americans with Disabilities Act (ADA) and does not discriminate with regard to applicant or employees with disabilities and will make reasonable accommodation when necessary.  The following are abilities and physical requirements for this position at United Cerebral Palsy of Broward County, Inc.
-
Ability to orally communicate effectively with others, with or without the use of an interpreter.

-
Ability to communicate effectively in writing, using the English language, with or without the use of auxiliary aids of services.

-
Ability to work cooperatively with all levels of staff.

-
May be exposed to short, intermittent, and/or prolonged periods of sitting and/or standing in performance of job duties.

-
May be required to accomplish job duties using various types of equipment / supplies to include, but not limited to, pens, pencils, calculators, computer keyboards, telephone, etc..

-
Ability to drive all United Cerebral Palsy vehicles with or without adaptive equipment.

- 
New hire must pass Flexibility Dexterity examination.


JOB DESCRIPTION COMMITMENT
I have read and am fully aware of all the responsibilities indicated in this position description, and I acknowledge the fact that I will be held accountable for insuring that all duties are carried out as deemed appropriate.  The job description reflects the general detail considered necessary to describe the principle functions of the job.  It shall not be construed as a complete description of the work requirements that may be inherent to the job.

                                                            

     _____________________________
Employee





Date

                                                           

   ________________________________
Supervisor





Date
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