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Enhancing Quality of Life

Maintenance Coordinator

Reports To: Facilities Manager

Department:  Asset & Property Operations

Classification: Non-Exempt

Salary Range:  $28.00-$33.00 per hour

Location: San Ysidro, CA; some travel required within San Diego County
Apply: Submit resume to HR@casafamiliar.org

Mission Statement

Casa Familiar's mission is to enhance the quality of life for people living in underserved and underrepresented
communities.

Values: Respect, Integrity, Familia, Culture, and Community.

About This Position

Casa Familiar is seeking a skilled Maintenance Coordinator to oversee the maintenance operations for our portfolio of
affordable housing properties and community facilities. The Maintenance Coordinator will play a crucial role in ensuring
that our properties are well-maintained, safe, and conducive to community living and daily facility operations. This
position offers an exciting opportunity to make a meaningful impact by contributing to the upkeep and improvement
of our housing developments and community facilities.

Job Summary

Responsibilities includes improving functionality of all facilities and reliability of all facilities equipment; managing and
scheduling all facility work orders, collaborating with other departments, performing and scheduling all preventative
maintenance plans; identifying and evaluating suppliers, negotiating with inside and outside service vendors;
conducting training for all maintenance staff; responding to emergency alarms or situations after hours as necessary;
ensure the maintenance team are using appropriate safety gear, attire, and shoes to perform duties; ensure that all
market-ready repairs and services, as requested are completed correctly and scheduled; lead efforts to keep grounds
neat and free of litter as needed. This is a non-exclusive list of duties identified for this position, expected duties are
subject to change based on the needs of the properties and the organization at the direction of the Facilities Manager,
Portfolio Manager, Officers, Director, or C-Level staff.

Key Responsibilities

e Develop and implement maintenance plans for all properties, including preventative maintenance schedules
and routine site exterior inspections.

e Coordinate and oversee maintenance activities such as repairs, renovations, and upgrades.

e Schedule routine maintenance on all appropriate equipment on a regular basis.

e Establish, maintain, and continually update the facilities manual that identifies various protocols and/or
standards designated for the properties.

e Inspect the properties regularly to ensure the highest standards are maintained.

e Conduct periodic inspections of work performed to ensure quality control.
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e Conducts periodic inspections of vacant apartments

e Assists in the update, revision and/or development of forms, reports, and manuals relating to property and
maintenance issues and operations. Ensures implementation, as appropriate.

e  Work with cross-functional teams on any needed communication and engagement strategies necessary for
successful operation of the properties.

e Receives, manages, and processes work order requests; ensures problems are resolved quickly.

e Acts as liaison between employees and any outside contractors as needed to resolve specialized problems.

e Ensure safety standards are followed throughout facilities.

e Participates in an emergency preparedness planning team.

e Maintains inventory of supplies; reorders as needed.

e In collaboration with the Facilities Manager, Portfolio Manager and Asset Manager, prepares annual
operating and capital budgets; monitors budget performance and prepares summary reports of same.

e  Procure supplies, equipment, and services for maintenance operations.

e Monitor, log and submit required documentation for expenses and identify cost-savings opportunities while
maintaining quality standards.

e Maintain effective relationships with residents, community and industry groups, including partners, investors,
lenders, vendors and regulatory agencies.

e In coordination with the Facilities Manager, Portfolio Manager and Asset Manager work with the Finance
Department to review and deliver audits, budgets, monthly reports and updates to required parties including
executive leadership.

e Assist the Facilities Manager, Portfolio Manager and Asset Manager with project management for repairs,
renovations and capital improvements, including obtaining vendor proposals, tracking schedules and costs,
maintaining project records, and following up on outstanding work.

e Assist with city and state programs related to property maintenance and improvements, including gathering
application materials, coordinating with agency representatives, scheduling inspections, and tracking
required documentation, reports and deadlines.

e Participate in various external working groups dedicated to property management, asset management and
community development.

e Participate in various agency events and initiatives as required or needed

e Effective listening, communications, management expectations, and demonstrates the ability to request
assistance when needed in a timely manner.

e Know Casa Familiar’s mission, values, policies and procedures, and share these expectations with the entire
maintenance department.

e  Work with Facilities Manager, Portfolio Manager and Asset Manager to develop and implement procedures
to establish and maintain best practices

e Ensure the team follows best practice and maintains service level agreements and reports.

e Oversee and guide staff program activities while collaborating with other program managers as needed.

e Set appropriate goals and actions to pursue and determine what strategies are needed to achieve goals.

e Attain objectives and complete tasks and priorities determined by budget and urgency.

e Create and close out service requests using web-based systems such as AppFolio ensuring proper notes,
photos and supporting documentation are maintained.
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e Assist staff with AppFolio and other property management, maintenance and inspection software, including
data entry, reports, user training and basic troubleshooting; coordinate unresolved issues with the
appropriate support team.

e Plan and implement procedures and systems to maximize operating efficiency at various service centers to
better enhance service provisions while coordinating with other team members that may be impacted by
changes or enhancements, adjustments, issues/solutions, and transitions be shared with Portfolio Manager
and/or Community Development Officer.

e Addresses maintenance request and concerns from tenants in a timely and professional manner.

e Foster positive relationships with tenants and community members through effective communication and
responsiveness.

e Implement tenant engagement initiatives to promote community involvement and satisfaction.

e Any other duties assigned by Facilities Manager, Portfolio Manager, Officers or C-Level staff.

Education & Experience

e Working knowledge of day-to-day property management of multifamily, facilities and commercial properties

e Minimum of 4 years of experience in maintenance coordinating for property management, preferably in the
affordable housing or nonprofit sector.

o Ability to execute professional level customer service and multitask effectively.

o Excellent oral and written communication skills.

o Knowledge of applicable regulations and codes related to housing maintenance and safety.

e Excellent organizational, problem-solving, and decision-making skills.

e  Proficiency in Computer and Web based programs including but not limited to; Microsoft Office, Adobe,
AppFolio and other Property Management Cloud based Software. Ability to learn new systems and assist staff
with their use.

e Ability to identify, utilize and organize intellectual and physical resources.

e Ability to effectively prioritize tasks and work independently and in groups.

e Ability to handle sensitive and confidential information.

o Ability to work with diverse cultures and aptitudes.

e Bilingual English/Spanish (written/oral) required.

e Valid California driver’s license and regular availability of an insured vehicle for travel within the San Diego
County area.

Physical Requirements & Work Conditions

This position requires sitting at a desk or workstation, walking, standing, climbing stairs, hearing, speaking, and the
ability to lift up to 25 lbs. Some driving between locations and occasional evening/weekend work may be required
depending on the organizational calendar. A background check is required. In compliance with federal law, all persons
hired must verify identity and employment eligibility in the United States.
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To Apply

Please submit a current resume and cover letter to HR@casafamiliar.org. Applications will be reviewed on a
rolling basis until the position is filled.

Benefits
¢ Medical, dental, life, and vision insurance
e 403(b) retirement plan - Casa contributes 3% of the annual income.
¢ Paid Bereavement, Vacation, Sick Leave, Jury Duty, and Time off
e 12 paid holidays (subject to change)
e Wellness days (6 per year)
e Winter break (subject to change)

Casa Familiar does not discriminate in employment, recruitment, compensation, termination, promotion, or any other condition of
employment against any employee or job applicant on the basis of race, religion, color, national origin, ancestry, marital status, political
affiliation, age, sex, gender, sexual orientation, military/veteran status, physical or mental disability (including perceived disability), medical
condition (including cancer-related), pregnancy, genetic information, gender identity or expression, or any other category protected by
federal, state, or local law, as those categories now exist or may be amended in the future.
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