SPECIAL SERVICE FOR GROUPS 
Title:  Facilities Supervisor




Division: HOPICS
FLSA: Full-time (Non-Exempt)



Supervisor: Program Manager
Pay range or Rate: DOE




Revised:  11/20/2020
TTTkkkkkkkkkkkkkTitle: Dri
Pay Range or Rate: $12.50 per hour
Summary

Under the supervision of the Program Manager, the Facilities Supervisor will be responsible for the overall maintenance of the physical site and supervision of entire Facilities Services team. 
Essential Functions 
· Work closely with Program Manager to maintain integrity of property within established budget.
· Supervise and assist in all maintenance issues including, but not limited to, electrical repairs, plumbing repairs, custodial work and concrete, masonry, roofing fencing and signage when needed.
· Assist with cleaning of rooms once clients exit the rooms.
· Perform building maintenance duties including, carpentry, and masonry tasks

· Perform other building and grounds maintenance tasks (i.e. recycling, cleaning, insect/rodent control, etc.)

· Perform unit turnovers, including routine repairs in coordination with contractors and outside vendors.
· Perform spot and touch up painting.
· Perform plumbing tasks such as replacing faucets, resetting toilets and sinks, repair water leaks and clearing clogged drains.
· Operate a variety of machinery and tools including grounds equipment, and various hand and power tools
· Estimate labor, materials and equipment needed for assigned projects
· Perform carpentry work, such as fitting doors, freeing windows, replacing, and building shelves, sanding and refinishing floors.

· Monitor all incoming after-hour emergency calls and participate as needed.

· Assist in scheduling and completing room inspections, including annual and turnover inspections.

· Be responsible for the refurbishing of rooms prior to resident occupancy.

· Keep accurate records regarding preventive maintenance, work orders, apartment refurbishing, annual inspections, inventories, purchase orders.

· Perform scheduled maintenance on all equipment based on the manufacturers' recommendations and operating manuals.

· Periodically inspect all units, buildings, and common areas, performing repairs and janitorial assistance as needed.

· Have knowledge regarding water and gas meter shutoffs, all apartment and fixture shutoffs, sewer cleanouts and post map of the same.

Secondary Functions 
Perform any other appropriate responsibilities as assigned by the Facilities Supervisor.
Minimum Qualifications - Knowledge, Skills and Abilities Required 
· High School Diploma or GED equivalent or 1 year relevant work experience. 

 Environmental Conditions (Working Conditions) 
The Facilities Assistant will work in an office setting.  S/he may be exposed to aggressive, sometime noisy, loud and disruptive clients and must work in conjunction with other staff members; interface with courts, LA County Probation, Sheriff’s Department and Mental Health Departments and other community agencies. There is some responsibility to work in noisy environments where adults are free to talk loud and expressive.
Physical Requirements 
This position demands good physical and mental health. The Facilities Assistant will be required to lift, carry, walk, sit, push, pull and work a flexible schedule, must be able to move continuously during work hours and able to lift and/or carry 50 to 75 pounds.
Mental Requirements 
The Facilities Assistant must be able to handle any/all of the following: interruptions, changes in priorities/work schedules; be able to process information, think, and conceptualize.
I have been given a copy of this Job Description. I understand that I may be asked to perform duties not listed on the description and that management may change this position description at any time, according to Agency needs.
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Special Service for Groups is an Equal Opportunity/Affirmative Action Employer 
