	Maintenance Director
Dakar Academy Job Description

	Division/Department:
 FORMDROPDOWN 

	Location:
 FORMDROPDOWN 


	Job title:
Maintenance Director
	Reports to:
 FORMDROPDOWN 

Supervises:
Maintenance, Mechanic, Custodial, Grounds-keeping, and Security Staff

	Level/Grade:
 FORMDROPDOWN 

	Type of position:
 FORMCHECKBOX 
 Full-time

 FORMCHECKBOX 
 Part-time
 FORMCHECKBOX 
 10-month contract

 FORMCHECKBOX 
 11-month contract
	Hours:

At least 40 hours/week
(some hours outside regular work day required)

	General Description:

     


	Preferred Qualifications:

· Bachelor's Degree


	Major Responsibilities and Tasks:

A. Direct daily operations of department
1. Analyze workflow

2. Establish priorities

3. Develop standards

4. Set deadlines

5. Arrange work and vacation schedules
6. Submit hours for worker pay to business office
7. Assign and review the work of maintenance, mechanic, custodial, groundskeeping, and security workers
8. Train staff, as needed
9. Evaluate worker performance
10. Make recommendations for hiring and firing

B. Maintain buildings and grounds
11. Inspect buildings on- and off-campus: school, housing, and boarding
12. Provide rountine preventive maintenance
13. Service appliances
14. Diagnose problems and determine how to correct them
15. Oversee repair of appliances, furniture, etc.
16. Record maintenance and repair work performed and the costs of the work
17. Follow-up with person who requested work as to the status of the job
18. Maintain log of service and repair work
19. Evaluate the use and needs of building and grounds and recommend improvements

C. Maintain vehicle fleet
20. Schedule routine inspections and maintenace of vehicles with mechanic
21. Keep vehicle licenses, mileage logs, and other paperwork up-to-date
22. Order parts
23. Maintain log of service and repair work, along with the costs of the work
24. Oversee usage of vehicles
25. Make recommendations for purchasing and/or removing vehicles from fleet
26. Orient new staff members to driving in Senegal

D. Oversee campus security
27. Train security guards
28. Establish and maintain security systems
29. Report breaches in security

30. Change locks, as needed

31. Issue keys to staff

E. 
Maintain shop
32. Maintain inventory of equipment, parts, and supplies
33. Maintain supply of regularly needed parts

34. Keep shop clean and organized

35. Arrange for purchase of supplies and other resources to maintain buildings, grounds, and vehicles

F. Control operational budget and expenditures
36. Request budget needs based on needed improvements and routine maintenance
37. Track expenditures

G. Other duties as assigned


	Other Duties:

· Serves on Crisis Planning Committee
· Serves on Technology Team



	Characteristics:
· Accept responsibility

· Communicate clearly with director, co-workers, subordinates, contractors, and vendors
· Maintain good working relationship with staff and national workers
· Solve problems
· Work efficiently 

	Skills:
· Electrical
· Plumbing
· Welding (electric and gas)
· Woodworking
· Cement
· Appilances
· Auto Mechanics


	Approved by:
     
Title:
     
	Date posted:
     
Date hired:
     


