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KETCHIKAN INDIAN COMMUNITY
JOB DESCRIPTION

	

	Position: 
	Facilities Manager I
	Reviewed by:
	

	Department:
	Maintenance
	Supervisor
	Oct 2011

	Reports to: 
	Lead Facilities Manager
	HR Director
	

	Status:
	(  Exempt
	(  Non-exempt
	Approved by:
	

	Full-time, Permanent
	General Manager
	

	Indian Preference:  In accordance with the Indian Preference Act of 1934, application for the position must include verification of Indian blood.  

	


Purpose
Ketchikan Indian Community (KIC) job descriptions are a management tool to help organize duties and provide employees with the employer’s expectations with regard to a specific job classification.  The duties listed are intended only as illustrations of the various types of work that may be performed.  The omission of specific statements of duties does not exclude them from the position if the work is a reasonable assignment for the position.  This job description is not an employment agreement or contract.  Management has the exclusive right to alter this job description at any time without notice.

Job Summary:  

Employee will be responsible to provide minor and major repairs to all building as well as working with sub-contractors on electrical, mechanical, plumbing, and other projects as needed.  
This position is responsible for the maintenance services for the Ketchikan Indian Community properties located at: 

· 2960 Tongass Avenue; 

· 615 Stedman Street; 

· 1158 Salmon Road; 

· 201 Deermount;

· 429 Deermount, 

· 2221 3rd Avenue;

· 1104 Woodland;

· 3221 Baranof Avenue
Essential Job Duties:
COMPLIES WITH LEGAL AND COMPANY REQUIREMENTS BY
· Complying with building codes;

· Following company systems, policies, and procedures;

· Maintaining safe and health work practices;

· Performing inspections;
· Correcting inspection deficiencies immediately.

MAINTAINS SAFE WORK ENVIRONMENT BY
· Following safety policies and procedures;

· Complying with federal, state, and local requirements;

· Assisting with the investigation of accidents and preventive improvements;

· Participates in safety and first-aid training.
ENSURES EQUIPMENT OPERATION BY:
· Performing preventive maintenance programs;

· Studying manufacturer’s instructions;

· Following repair and installation policies and procedures;

· Troubleshooting malfunctions;

· Coordinating tradespeople;

· Maintaining equipment inventories;

· Evaluating new equipment and techniques;

· Recommending equipment purchase and replacement.

KEEPS EQUIPMENT, SYSTEMS, AND BUILDING READY FOR USE BY:
· Completing preventive maintenance schedules;

· Following policies and procedures;

· Reporting needed changes.

SECURES BUILDING AND OCCUPANTS BY
· Maintaining alarm and fire protection devices.
· Locking and unlocking buildings based on a pre-determined schedule and as needed.
MAINTAINS GSA FLEET OPERATION BY
· Following GSA fleet operating policy and procedures;

· Identifying fleet requirements;
· Performing regular maintenance on fleet vehicles.

CONTRIBUTES TO TEAM EFFORT BY
· Demonstrating continuous initiatives for improvement of department operations;
· Taking a systems approach to problem solving and process improvement, which involves fellow staff;

· Demonstrating courtesy, diplomacy and tact during interactions with internal and external parties.

· Performing other related duties as directed by supervisor.
KNOWLEDGE, SKILLS, AND ABILITIES
· Knowledge materials, methods and techniques commonly used in construction, maintenance, and repair activities;
· Knowledge of prevention measures and structure safety;
· Ability to organize and prioritize work to meet deadlines;
· Ability to communicate professionally over the telephone and in person in a positive and clear manner;

· Ability to communicate orally, and in writing to staff members from a variety of backgrounds - professionals, technicians, and clerical;

· Ability to manage simultaneously multiple tasks, including telephone, computer operations and in-person visits;

· Ability to be flexible in order to perform at the highest level as a team player;

· Ability to utilize maximum degree of professionalism and diplomacy with those who may be experiencing a high degree of stress both mentally and/or physically;

· Ability to maintain confidentiality of all Tribal operations and staff.
Physical Demands  

Must be able to hear.  Specific vision abilities include close vision, distance vision, color vision, peripheral vision, depth perception, and the ability to adjust focus.  Ability to use hands to finger, handle, or operate objects tools, or controls; reach with hands and arms; climb or balance; stoop, kneel, crouch; and taste or smell.  Each of the listed activities also requires standing, sitting, walking, bending, and stooping, 

Physically able to care out duties and assignments i.e., various framing, climbing ladders, scaffolds, erecting scaffolds, pouring concrete, installing sheetrock, taping, mudding, painting etc.  Traveling occasionally, using air and/or water transportation, to out-of-town meetings and functions.

Licenses:  

Possess a current and valid State of Alaska driver's license with a record acceptable to KIC’s Insurance carrier.
Education and Experience:  

High school diploma or GED required.  Two years construction technique experience required.  Journey Carpenter with all phases of experience (rough framing to finish interior/exterior work) preferred. 
Any combination of related education and/or related experience will be considered if the candidate possesses the demonstrated ability.  

Pre-Hire Drug Screen and Full background check required.

Native Preference in accordance with P.L. 93-638

Full Job Description available at www.kictribe.org
Applications to:
KETCHIKAN INDIAN COMMUNITY


Attn:  Human Resources
2960 Tongass Avenue

Ketchikan, AK 99901
Fax:  1-800-757-7040
Closing Date:

Open Until Filled
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