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UNITED CEREBRAL PALSY ASSOCIATION OF MIAMI, INC.

EMPLOYEE JOB DESCRIPTION
NAME:                                                                         



DEPARTMENT:   RESIDENTIAL                __                                                                              

POSITION:  MAINTENANCE ASSISTANT / HELPER



DATE EMPLOYED: _             ____________

	Specific Duties & Responsibilities

	 1. 
General Repairs (IE: carpentry, electrical, plumbing, etc.) As needed.

	 2.
Assist with minor repairs as needed.

	 3.
Housekeeping - move appliances and furniture for housekeeping to coincide with minor repairs at the home.

	 4. 
Assist Maintenance Supervisor with special projects.

	 5. 
Assist Maintenance Supervisor as needed or directed.

	 6.
Septic tanks -check monthly.

	 7.
Report in maintenance log book on all repairs needed.

	 8. 
Report progress of all repairs in maintenance log book.

	 9.
Maintain an inventory of all repair supplies.

	10.
General painting for all adult group homes.


	11.
Arrange move of residents as needed or directed.

	12.
Move furniture as needed.

	13.
Monitor air conditioning maintenance (filters & coils).

	14.
All lawn upkeep including cut grass, edge, trim bushes, pick up trash in yard at Spur Drive, Highland, Windward and Oak Grove.

	15.
Clean ceiling fans & wash windows and screens monthly.

	16.
Clean dryer exits and floor drains.

	17.
Completion of monthly maintenance checklists for each group home.

	18.
Ensure compliance of Q&A/DCF inspections on monthly maintenance checklist for each group home.

	19.
Test generators at Spur Drive & Windward.

	20.
Be on-call 24 hours and respond to beeps promptly in absents of Maintenance Supervisor.

	21.
Secure group homes for hurricane preparations.

	22. 
Perform other related work as required.


SPECIFIC DUTIES & RESPONSIBILITIES



Job Title:   MAINTENANCE ASSISTANT/HELPER 



Supervisor:  PROGRAM COORDINATOR     




Dept/Div.:  RESIDENTIAL/DIV. 1111              





 XX       Non-Exempt (hourly)      
QUALIFICATIONS:(Education/Experience/Licenses/Personal Characteristics)

Non-Exempt (hourly) 

MAINTENANCE ASSISTANT/HELPER                                





(POSITION)

1. High School diploma or equivalent preferred.
2. Technical certificate preferred
3. Valid Florida Class "E" Driver's License and acceptable MVR.
4. Ability to lift and carry 50 lbs without assistance.

JOB DESCRIPTION COMMITMENT:

A. 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 details considered necessary to describe the principal functions of the job.  It should not be construed as a complete description of all the work requirements that may be inherent to the job.

B. As an employee of United Cerebral Palsy, I understand that I am required to report to work (before, during and after) a period of civil unrest or natural disaster in accordance with the agency emergency procedures.

C. As an employee of United Cerebral Palsy, I am aware of and committed to a Drug Free Workplace.

D. As an employee of United Cerebral Palsy, I am aware of the reasonable risk of exposure and of the probability of exposure to bloodborne pathogens relative to my specific job duties.  I have been trained on the use, purpose and location of personal protective equipment (PPE) and may use additional PPE as I wish.

E. As an employee of United Cerebral Palsy, I understand I am required to comply with all safety and health related policies. 

SIGNATURES:  Sign and Date at review meeting.
                                   
                                      

                                        
___________________  
Employee

Date



Supervisor

Date
                                   
                                      

                                        
___________________  
Director


Date



Executive Director 
Date    
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