
 

 
Job Title:  Maintenance Technician 
Reports To: Maintenance Supervisor 
 
Overview of Position: 
The Maintenance Technician is responsible for overall property maintenance and will perform 
general maintenance and repairs at assigned single and/or multi-unit housing communities 
owned and operated by Community Basics, Inc. (CBI).  The Maintenance Technician is based at 
the rental office(s) of the assigned communities and will also assist the Maintenance Supervisor 
in opening and renting new housing and community development projects. 
 
Supervisory Responsibilities: 

• None. 
 
Essential Duties and Responsibilities: 

• Perform general repairs and/or replacements that do not require an outside contractors 
specialized training. 

• Perform routine and preventative maintenance on mechanical equipment with working 
knowledge of location and operation of all utility and alarm cut-offs and clean-outs. 

• Complete and accurately record all assigned Work Orders timely, in coordination with 
Community Manager and under the supervision of Maintenance Supervisor. 

• Prepare apartments for re-renting, completing the turnover inspection and completion 
form. 

• Make sure all service areas, storage areas, and maintenance areas are clean, organized, 
well-maintained, well- lit, and that they are secured, when not in use.  

• Under direction of Maintenance Supervisor, coordinate outside contractors for standard 
and emergency maintenance work. 

• Initiate orders of equipment, supplies, and materials for repairs, turnover of vacant units, 
and maintenance by notifying Maintenance Supervisor and following through with 
paperwork and purchasing as instructed by Maintenance Supervisor. 

• Active participation in on-call schedule for emergencies.  
 
General Duties and Responsibilities: 

• Ensure buildings and systems comply with City/County/State/Federal safety programs, 
procedures, ordinances, codes, and/or regulations. 

• Compliance and understanding of Fair Housing Laws. 
• Participate in on-going training as assigned and seek-out opportunities to improve job-

related skills. 
• Perform all duties and responsibilities following company policies regarding employee 

conduct and performance of job responsibilities. 
• Model the Mission, Vision, and Values of CBI through action and communication with 

all CBI staff, current and future community residents, vendors, and the public. 
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Required Skills and Abilities: 
• Knowledge of general carpentry and repair. 
• Ability to read blueprints, building plans, and repair manuals. 
• Ability to use hand tools and power tools. 
• Ability to follow instructions. 
• Excellent organizational and time management skills. 
• Strong analytical and problem-solving skills. 
• Ability to communicate effectively with strong human relations skills electronically and 

in person with a variety of people, including but not limited to, residents, peers, and 
supervisors. 

• Ability to exercise good judgment and self-control. 
• Ability and willingness to learn new skills in a complicated, rapidly changing 

environment. 
 
Education and Experience: 

• High school diploma or equivalent required. 
• Mechanical aptitude with a minimum of one year’s maintenance trade experience. 
• Formal training in one or more of the following trades: air conditioning, carpentry, 

drywall installation, electrical, painting or plumbing. 
 
Physical Requirements: 

• Specific vision abilities required by this job include close vision and distance vision. 
• Regularly required to use hands, fingers, arms, legs, and feet to handle or feel objects, 

tools, equipment and talk and hear. 
• Prolonged periods standing and walking. 
• Must be physically able to climb ladders, bend, or crawl into awkward spaces. 
• Must be able to lift up to 50 pounds at a time.  
• Must have reliable vehicle and insurance to drive between property locations. 

 
 
This job description should not be considered as a detailed description of all the work 
requirements of the position and is subject to change based on the needs of the organization. 
 
Salary: $14.00 - $18.00 per hour; 40 hr work week M-Th 7:30am – 4:30pm, F 7:30am – 4:00pm, 
with rotational on-call schedule. 

Benefits:  

• Paid Leave – 4 personal days, 10 vacation days, and 14 holidays 
• Health Insurance – Medical, Dental, and Vision 
• Retirement SEP-IRA 
• The ability to do meaningful work for those that need it the most. 


