Unique People Services
Job Description

Job Title: 
Maintenance/Driver 
Department: 
Lynn’s Place 
Reports To: 
Program Director & Director of Facilities Management
SUMMARY:  Ensure that the minimal acceptable level of maintenance of office and residents apartments is present.
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be assigned.

· Maintain inventory of apartment furniture, office furniture and equipment.  Update as necessary; complete program inventory.

· Clean supported housing office on a regular basis.

· Complete monthly inspections of apartments. 
· Complete work orders as assigned.
· Clean and prepare apartment for new clients.
· Install curtain rods and window blinds.      

· Assist clients with moving in/out as needed.

· Make minor interior repairs in apartments as needed.
QUALIFICATIONS:  To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. High School Diploma/GED with 1-2 years related maintenance experience.  Must have knowledge of carpentry, plaster, locks etc.  Must have a valid NYS driver license. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
NOTE: This job description reflects management’s assignment of essential and 
              secondary functions.  It does not prescribe or restrict the tasks that may be

              assigned.  Tasks are subject to change at any time due to reasonable 

              accommodation or other reasons.
E-mail recruit@uniquepeopleservices.org with Word document attachments 

Only applicants being considered for an interview will be contacted.

Unique People Services is an Equal Opportunity Employer.
