JOB NUMBER  623
LAKE COUNTY FOREST PRESERVES DISTRICT
FACILITY MAINTENANCE COORDINATOR
The Facility Maintenance Coordinator is responsible for general maintenance and housekeeping at either the General Offices, Dunn Museum, the Lodge at Thunderhawk Golf Club or the Greenbelt Cultural Center. Additionally the position monitors building systems. notifies Operations staff when problems arise and follows-up to ensure timely resolution.  Responsible for the set-up and take down of District and private events.  Reports to the Museum Operations Manager or Superintendent of Fleet and Facilities.
ESSENTIAL FUNCTIONS
1. Oversees the daily maintenance of the Museum, Cultural Center, and/or Thunderhawk. This could include minor repairs to the building and exhibits.  Coordinates repairs with Operations staff when necessary and follows-up to ensure timely resolution. 
2. Responsible for general housekeeping throughout the facility which could include either the monitoring of contract custodial services or performing daily cleaning duties.
3.
Coordinates the set-up for District events including large outdoor public programs and interior set-up for private rentals and educational programming.
4. Maintain District equipment in good clean working order including tables, chairs, carts, furniture, and equipment.
5. Obtains and maintains all cleaning and building supplies. 
7.
Maintains good public relations with customers.
8.

Performs tasks that require walking, bending, stooping, standing, kneeling, climbing, reaching, and sitting.
9.
Drives a motorized vehicle to travel to different locations.

10 Performs heavy lifting tasks up to 50 pounds.
MARGINAL FUNCTIONS
1. Assists with District wide events and programs.
2. Performs routine inspections of vehicle sleet and coordinates vehicle service scheduled with Mechanic Services staff.

QUALIFICATIONS
1.
High School diploma or equivalent.
2.
One year of experience relating to facility maintenance or repairs.
3.
Familiarity with OSHA requirements and how to maintain a safe environment for the public/staff.
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4.
Knowledge of hazards and safety precautions pertaining to facility maintenance.
5.
Ability to use a computer for word processing, helpdesk tickets, and event planning software.
6.
Ability to use a variety of power tools.
7.
Must possess a valid driver’s license.
PSYCHOLOGICAL CONSIDERATIONS
1.
Must have the ability to work around general population in public areas.
2.
Must be able to work flexible hours including weekends and late evening.
3.
Must be able to work alone.
PHYSIOLOGICAL CONSIDERATIONS
1.
Ability to climb, bend, reach, stoop, walk, sit, kneel, or stand for long periods of time.
2.
Ability to lift up to 50 pounds.
3.
Ability to drive motorized vehicle to travel to different locations.
COGNITIVE CONSIDERATIONS
1.
Interpersonal skills necessary to communicate tactfully and courteously with all levels of employees and the general public.
2.
Ability to follow and design room layout plans.
ENVIRONMENTAL CONDITIONS
1.
Worker performs activities indoors. Indoor environmental conditions will include lighting and temperature.
2.
Occasional exposure to inclement weather, extreme heat, cold, and rain.
The above is intended to describe the general content of and requirements for the performance of this job. It is not to be construed as an exhaustive statement of duties, responsibilities or requirements.
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