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JOB DESCRIPTION

JOB TITLE:

Maintenance Assistant
DEPARTMENT:
 
Administration
REPORTS TO:

Facilities Supervisor
FSLA Status:

Non-Exempt
POSITION SUMMARY: Under direction of Facilities Supervisor, responsible for cleaning, maintenance and servicing of the Bank's office buildings and grounds. Maintains building's electrical, heating, air conditioning, fire and security systems and the building exterior, parking lot and grounds.
PRIMARY ACCOUNTABILITIES AND RESPONSIBILITIES:  

1.
Assists in cleaning, maintenance and servicing operations for Bank offices. Assists custodial staff to assure all areas of the Bank's office buildings are kept clean and orderly. Directs and coordinates activities of outside tradesmen or repair services for all Bank offices as needed to ensure requested work is performed properly and efficiently. 


2.
Maintains exterior, lawn and greenery, and parking lot.  Inspects grounds daily and collects refuse. Plows snow, cares for lawn and greenery, sweeps sidewalks and performs other maintenance activities to assure the building's exterior and grounds retain an orderly appearance.

3.
Maintains building's electrical, heating, air conditioning, fire and security systems to ensure all are operating properly. Performs minor repairs when possible. Contacts appropriate tradesmen or repair services as needed.  


4.
Performs minor maintenance and facilities care responsibilities. Examples include: changing light bulbs, company vehicle(s) serviced, filling branch supply inventory requests, filling postage meters, pick-up/delivery of gift certificates, 'police' Bank grounds, stock vending machines, etc.

5.
Collects and empties trash containers and operates shredder. Performs minor repairs on furniture and equipment, as requested. Receives, maintains, and distributes maintenance supplies.

6.
Assists with opening and closing the Bank each day.  Unlocks/locks doors, turn off/set alarms, etc. according to established procedures.
SECONDARY DUTIES AND RESPONSIBILITIES:  

1. Set-ups facilities (tables, chairs) for various Bank functions and activities and transports materials.

2. Maintains educational and professional expertise through attendance at job-related seminars, conferences and workshops.
3. Other duties as may be assigned.

The statements contained in this job description describe the general nature and level of work being performed by the person accepting this role. “Secondary Duties and Responsibilities” are considered incidental or secondary to the overall purpose of the job. This job description does not state or imply the only duties and responsibilities assigned to this job. Employees holding this job will be required to perform any other job-related duties requested by management. All job requirements are subject to possible modification to reasonably accommodate individuals with a disability. 

ROLE QUALIFICATIONS:

Education

· High school diploma or general education degree (GED)

Experience
· Six (6) month related experience and/or training 

· Or equivalent combination of education and experience

Other Skills/Characteristics

· Attention to detail
· Follow through on project completion
· Ability to organize projects

· Ability to prioritize

Performance Measures

· Takes an active interest in the maintenance and protection of all equipment, supplies, and property belonging to the bank

· Maintains professional and service oriented behavior in all work-related functions

· Completes work/projects on time

By signing below, I acknowledge I have read and understand the Job Description above.
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