Williamsburg Christian Retreat Center

JOB DESCRIPTION: Maintenance Director 

Revised 1/31/2013

SUMMARY: The Maintenance Director of the Williamsburg Christian Retreat Center (WCRC) provides routine and special maintenance of the buildings, grounds and equipment, supervises the paid and volunteer maintenance staff and contract labor, records maintenance information and coordinates special projects. All of this is performed in accordance with regard to the mission and purpose of WCRC. 

ACCOUNTABILITY: Executive Director 

GENERAL QUALIFICATIONS: 
· Has committed faith and belief in Jesus Christ as personal savior

· Desires to serve the Lord and make him known to others

· Agrees with and is committed to WCRC’s mission, core values and faith statement 

· Is flexible and able to work well with others

· Has a strong sense of calling to Christian camping ministry

SPECIFIC QUALIFICATIONS: 

The Maintenance Director: 

· Has experience in buildings, grounds, and equipment maintenance and supervision
· Possesses a good overall knowledge of maintenance skills: carpentry, plumbing, electrical, mechanical, janitorial, and housekeeping

· Understands basic management concepts: planning, organizing, delegating, directing, problem solving and controlling labor, finances and other resources

· Has good organizational skills and is detail oriented 

· Has good decision making abilities

· Is able to do quality research regarding purchases

· Is able to operate effectively under pressure

RESPONSIBILITIES: 
· Routine and Special Maintenance

· Facilities – service and perform minor repairs to the heating, ventilating and air conditioning units, utility supply and discharge (interior and exterior) systems, lighting, fire detection and control units, miscellaneous appliances and structural and aesthetic components

· Grounds – maintain grass and shrubbery, trees, roads, walks and trails, fences, signs, playground equipment, ball fields, camp sites and exterior lighting

· Pool House – maintain water chemical levels according to James City County health regulations, filter and chemical regulation system, physical cleanliness and oversee winterization

· Maintenance and Management of Vehicles – service the truck, van, tractor, mower, gators and golf carts according to regulatory and industry safety standards and regulate staff usage

· Emergency Response – respond to urgent building and ground needs

· Equipment – maintenance, transport, and storage according to staff and guest needs 

· Supervisory

· Technical and spiritual leadership, scheduling, training and evaluation – provide supervision and development of the paid and volunteer maintenance staff

· Delegation – delegate routine and special maintenance responsibilities to paid and volunteer staff

· Financial – develop and monitor maintenance budget as well as the research and purchase of maintenance supplies and equipment within WCRC’s approved budget 

· Building and Grounds Committee Member

· Professional Development – attend training seminars, conferences and workshops to stay current in maintenance related topics and skills 

· Communication, Information and Record-keeping 

· Routine Communication – provide weekly written and verbal communication concerning the maintenance activities, needs and concerns to the Executive Director, Operations Manager and staff – provide written bi-monthly report on buildings and grounds (per Board of Director’s meeting) to the Executive Director (due on 1st of the month)

· Maintenance Schedule Record Book – keep journal of all routine and special maintenance contracts, and regular correspondence from vendors (coordinate with bookkeeper) 

· Time and Duty Records of Maintenance Personnel 

· Special Projects Coordinator

· Project Coordinator – coordinate the various WCRC building and grounds improvement projects in compliance with James City County building codes and other government regulations or inspection guidelines

