

ASHEBORO HOUSING AUTHORITY
JOB OPENING: ASSISTANT MAINTENANCE DIRECTOR  
May 12, 2022
If you would like to apply, please submit a resume to Robert Lawler, Executive Director rlawler@asheboroha.org 
Due by July 1, 2022
Position Description
The primary purpose of this position is to assist the Maintenance Director in overseeing the Authority’s public housing and other affordable housing properties maintenance operations, ensuring that all activities are completed in an expeditious and courteous manner. The incumbent performs work related to a variety of mechanical and building trade categories, including: carpentry, painting, electrical, and plumbing.

Essential Duties and Responsibilities
The position duties and responsibilities listed below describe the general nature and scope of work. Other responsibilities, duties, and skills may be required and assigned, as needed.
· Manages the work of staff including: assigning, planning, and reviewing work, evaluating work performance, coordinating activities, maintaining standards, allocating personnel, selecting new employees, training, acting on employee problems, and recommending and implementing discipline.
· Maintain properties in accordance with requirements of local building codes, HUD, the affordable housing industry including inspection protocols and requirements.
· Assists the Maintenance Director in planning and scheduling subordinates’ work assignments; monitors and reviews work to ensure compliance with established laws, codes, regulations, and policies; ensures that tasks are completed within appropriate timeframes.
· Oversees the maintenance staff in performing all phases of building and grounds maintenance including electrical, plumbing, carpentry, appliance repair, and mechanical systems repair.  
· Monitors service contracts and fees: including elevator, fire alarms/sprinklers, emergency generators, etc.
· Prepares specifications for renovations and maintenance of the Authority’s property, as directed Coordinates with subordinates and other AHA personnel to prepare vacant units for leasing within timeframes established by the Authority.
· Assists the Maintenance Director in coordinating with subordinates and other AHA personnel to prepare vacant units for leasing within timeframes established by the Authority.
· Prepares, processes, and maintains maintenance records and files; follows Authority guidelines in documenting maintenance activity.
· Completes work orders by employing a variety of maintenance skills, such as carpentry, painting and plastering, electrical repairs, and plumbing work.
· Performs other duties as assigned.
Education and/or Experience

High School Diploma or GED equivalent required and a minimum of 3 years of experience in construction or building maintenance, or vocational training focusing in carpentry, plumbing, and electrical repairs, with at least 1 year of supervisory experience. Experience with public & affordable housing preferred. Contractor’s license and/or HVAC Certification preferred. Must possess a valid North Carolina driver’s license and be insurable under the Authority’s plan.  
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