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Itasca County Housing & Redevelopment Authority 

 
Position:  Maintenance Director  

 

Status:  Exempt 

 

Reports To:  Executive Director 

 

Supervises:  All maintenance and housekeeping staff (maintenance team) 

 

Scope 

 

The Director of Maintenance is responsible for the overall maintenance and inspection functions 

of all HRA owned buildings, including the central office location.  

 

Organizational Relationship 

 

▪ Reports to the Executive Director 

 

Essential Functions 

 

▪ Supervises all maintenance and housekeeping staff and ensures team is properly staffed 

▪ Ensures proper workload leveling between maintenance team members 

▪ Coordinates, schedules, and assists with all required building and unit inspections 

▪ Conducts all move in/move out unit inspections and coordinates any related charges with 

Housing Specialists 

▪ Procures repair parts, major repair/replacement items, and maintains inventory of 

consumables 

▪ Ensures required inspections and preventative maintenance tasks are completed on time 

▪ Ensures repair work orders are completed in a timely fashion 

▪ Identifies current and future maintenance needs, resource planning 

▪ Ensures all health and safety (OSHA) regulations are followed 

▪ Assists Executive Director in planning and supervising capital fund projects  

▪ Assists Executive Director with annual maintenance costs for budgeting purposes 

▪ Operates the maintenance function within the budget parameters and communicates issues 

that might result in a need for additional funding to the Executive Director 

▪ Tracks schedules for building maintenance needs (appliances, flooring, painting) 

▪ Monitors contractor performance on all work especially life safety items (alarms, sprinklers, 

extinguishers) 

▪ Provides a weekly schedule of maintenance activities to the Executive Director 

▪ Reviews and approves contractor and purchasing invoices 

▪ Communicates with Housing Specialists to ensure timely turn-over of units 

▪ Ensures cleanliness of all buildings and grounds 

▪ Ensures tenant issues related to maintenance are addressed 

▪ Assists maintenance staff with work at properties 

▪ Participates in Management Team meetings 

▪ Provide training opportunities for maintenance team 

▪ Monitors building systems and equipment and determines repair/replacement needs 

▪ Ensures staff is available to respond to emergency calls during non-business hours 
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▪ Works with contractors and the maintenance team to deliver competent services and provide 

excellent customer service 

▪ Other duties as assigned  

 

Required Knowledge, Skills and Abilities 

 

▪ Knowledge of HRA’s buildings and sites 

▪ Knowledge of building systems and building maintenance practices and procedures 

▪ Knowledge of applicable state and federal safety laws, rules and regulations, pertinent 

City/County/State ordinances and building/plumbing/electrical codes 

▪ Excellent planning and organizational skills 

▪ Adaptable to changing priorities 

▪ Knowledge of budget planning and tracking 

▪ Excellent communication skills 

▪ Knowledge of OSHA and other safety requirements and practices 

▪ Skill in trouble shooting and solving building equipment problems 

▪ Ability to manage contractors, vendors, and direct reports 

▪ Ability to perform basic carpentry, plumbing and electrical work 

▪ Ability to work independently and initiate work tasks and follow through on them 

▪ Ability to work flexible hours  

▪ Basic computer skills (Excel, Word, Etc.) 

 

Minimum Qualifications 

 

▪ High school degree or equivalent 

▪ 3 years’ experience in Maintenance and Custodial tasks 

▪ Valid Minnesota Driver’s License and reliable vehicle 

▪ Must obtain Special Engineer’s Boiler’s license (within employer’s specified timeframe) 

▪ Familiar with maintenance planning best practices 

 

Preferred Qualifications 

 

▪ 3 years’ experience in managing maintenance planning and scheduling 

▪ Previous maintenance management experience in large building systems 

▪ Staff supervision experience 

▪ Current Special Engineer’s Boiler’s license or higher 

▪ Experience with Computerized Maintenance Management systems (CMMS) 

 

Working Conditions 

Position requires travel from building to building and both indoor and outdoor work.  Time is 

spent outdoors mowing, removing snow and attending to exterior maintenance.  Performs 

physical movements such as bending/stooping, crouching/kneeling, pushing/pulling and 

twisting/turning for routine maintenance and plumbing /electrical/carpentry tasks.  Can stand and 

walk for extended periods of time.  Performs repetitive movements for routine and 

carpentry/plumbing/electrical tasks.  Occasionally works in confined spaces or on ladders.  Lifts 

heavy objects (such as salt bags and toilets) using a variety of movements.  Exposure to 

irritants/fumes, hazardous chemicals, infectious diseases and noise.  Uses vision, hearing, sense 

of touch and sense of smell. 
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ACKNOWLEDGEMENT 

 

I acknowledge the receipt of my job description and understand the responsibilities, duties, and requirements to 

perform the position.  In addition, my supervisor has provided me with answers to any questions I had concerning 

the position.  

 

I as an employee know that I am expected (and required) to perform the duties outlined in this job description.  Any 

refusal or willful violation to perform such duties may result in disciplinary action. 

 

I expressly acknowledge that (1) I have not been employed for any definite period of time; (2) my employment is 

terminable at any time at the will of either the ICHRA or myself; and (3) no change in the “at will” nature of my 

employment will be valid unless made in writing and signed by the Executive Director of ICHRA. 

 

I am also aware that this position will include any and all (various) duties assigned to ensure the proper functioning 

of operations at ICHRA.  The omission of specific statements of duties does not exclude them from the position if 

the work is similar, related, or is determined by ICHRA to be a reasonable assignment to the position. 

 

 

 

_______________________________ __________________________________________ 

Employee Name – Printed   Employee Signature   Date 

 

 

 

_______________________________ __________________________________________ 

Supervisor Name – Printed  Supervisor Signature   Date 

 

 

Itasca County HRA is an Equal Opportunity Employer 

 

 
 


















	Maintenance Director
	Employment App

