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JOB DESCRIPTION – MAINTENANCE MANAGER
	Department:
	Maintenance Department 

	Immediate Supervisor:
	Director of Maintenance and Facilities

	Fully Supervises: 
	Maintenance Department 


	POSITION SUMMARY

	Responsible for the safe maintenance, repair and replacement of school equipment; manages contracts for staff accommodation to ensure maximum quality and security; handles all school purchasing and inventory while supporting the policies, goals, and objectives of the school. 


	MAIN DUTIES AND RESPONSIBILITES

	Maintenance: 
· Oversee the preventive, predictive and corrective maintenance of buildings and electromechanical systems to ensure required tasks are completed for operational effectiveness. 
· Supervise all demolition and construction work at school. 
· Manage the daily schedule according to the priority of requests, operating conditions, and the availability of manpower and materials. 
· Schedule and document maintenance and repair activities; project costs as requested.  
· Review and maintain security and safety of the school premises and property. 
· Ensure the grounds, the parking lot and sidewalks are safe. 
· Perform all responsibilities in a safe manner observing all safety requirements. 
· Monitor and approve time records of all maintenance and custodial personnel, and approve all overtime using established procedures and budgets. 
· Maintain current drawings and engineering records describing district facilities, equipment, and grounds. 
· Setting Annual Maintenance budget. 
· Design, implement and oversee all maintenance projects.  

Purchasing and inventory: 
· Plan, organize and supervise the comprehensive purchasing functions for the school in compliance with school policy and ethical guidelines. 
· Negotiate terms and conditions with vendors and/or service providers; and achieve department objectives and goals. 
· Oversee inventory management. 

Staff: 
· Ensure the right caliber of staff are recruited; and in accordance with policy and procedures. 

· Lead, motivate, communicate with, develop, appraise and performance manage staff to ensure staff are fully motivated to achieve best performance to meet the department’s needs. 

· Ensure the Department runs in accordance with school’s Policies and Procedures. 
· Ensure compliance with the Group’s Health, Safety and Environment Policy within the functions. 
 

	SKILLS 

	· Demonstrated leadership skills.  

· Good interpersonal skills.  

· Must be a team player and get along with all types of people. 

· Work in fast paced environment and juggle multiple high priorities. 



	QUALIFICATIONS AND EXPERIENCE

	· Bachelor’s degree, preferably in engineering. 

· Minimum five years’ experience as a Deputy Maintenance manager, preferably in educational organization. 


* This job description describes in general terms the normal duties which the post holder will be expected to undertake.  However, the duties may vary or be amended from time to time without changing the level of responsibility associated with the post.  
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