JOB DESCRIPTION

// o
MAINTENANCE ASSISTANT m(!

ASTA:R OF' HOPE
Reports To Properties and Assets Manager Department Administration
FLSA Status Non-Exempt Employment Full-Time
Location Primary Office: Star Services; SunEisian No
Duty Assignments: All Agency
Effective Date September 2026 Last Revised September 2026

POSITION SUMMARY

The Maintenance Assistant helps keep Star of Hope buildings, grounds, equipment, and property safe,
clean, and in good working condition.

This position performs routine maintenance, inspections, minor repairs, landscaping, and other hands-on
work at agency locations. The Maintenance Assistant also helps with larger projects, responds to
maintenance needs, and cares for tools and equipment, and reports problems that need additional
repair or attention. Experience using common hand and power tools is required.

ESSENTIAL DUTIES AND RESPONSIBILITIES

1. Building Maintenance and Repair

+  Perform routine maintenance and minor repairs at agency homes, offices, and program sites.
Complete basic plumbing, electrical, carpentry, painting, fixture, and general building repairs.
Replace light bulbs, repair minor leaks, fix/replace damaged fixtures, and other basic tasks.
Assist with larger repairs, improvements, renovations, and facility projects.
Report major repairs or problems that require a contractor or need additional approval.
Respond to urgent maintenance needs to help reduce safety risks and disruptions to services.

2. Inspections and Preventive Maintenance
+ Inspect buildings, equipment, grounds, and work areas for maintenance or safety concerns.
Complete assigned preventive maintenance tasks and scheduled inspections.
Identify problems early and report needed repairs.
Help track maintenance needs and follow up on assigned work.
Assist with preparing facilities for inspections and other required reviews.

3. Grounds and Property Care

+ Perform basic lawn care, landscaping, and outdoor property maintenance.
Help keep sidewalks, entrances, parking areas, yards, and other outdoor areas safe and maintained.
Remove debris and address other property conditions that may create a safety concern.
Assist with seasonal property needs and landscaping projects.
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4. Tools, Equipment, and Supplies
Use tools and equipment safely and for their intended purpose.
Keep maintenance tools and equipment clean, organized, and in good working condition.
Report damaged, missing, or unsafe tools and equipment.
Help maintain an organized inventory of maintenance supplies and materials.
Report supplies that need to be ordered or replaced.
Help receive, move, organize, and store maintenance materials and equipment.

5. Safety Support
Follow agency safety procedures and safe work practices.
Use required personal protective equipment and safety equipment.
Help identify and correct unsafe conditions.
Support workplace safety and OSHA-related activities as assigned.
Keep maintenance areas and work sites clean, organized, and free from hazards.
Report accidents, injuries, hazards, or unsafe conditions promptly.

6. Maintenance Records and Communication
Record completed maintenance work and other required information.
Report building, equipment, or property concerns to the Properties and Assets Manager.
Provide updates on assigned work and report delays or problems.
Communicate professionally with employees, managers, contractors, and others while completing
maintenance work.

7. General Operations Support
+  Assist with moving furniture, equipment, supplies, and other agency property.
Help set up offices, program spaces, equipment, furniture, and other work areas.
Assist with agency moves, facility projects, deliveries, and special projects.
Support other facility and property needs as assigned.
Protect agency property and respect the privacy of individuals and employees while working in
homes, offices, and program areas.

TEAMWORK AND ORGANIZATIONAL EXPECTATIONS

As a supportive team member, models Star of Hope's Mission and Vision, works respectfully with
employees and Supported Individuals, and contributes to a positive and professional work
environment.

QUALIFICATIONS

High school diploma or equivalent.

Experience with basic building maintenance or similar hands-on work.

Basic knowledge of plumbing, carpentry, electrical systems, tools, equipment, and general repairs.
Ability to learn and safely perform routine maintenance tasks.

Ability to keep accurate records and report completed work.

Good communication and organization skills.

Ability to work independently and as part of a team.
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Mechanical knowledge and experience performing basic maintenance or repairs on automobiles or
fleet vehicles is preferred.

Valid Oregon driver's license and ability to meet agency driving requirements.

Ability to pass required criminal background checks upon hire and as required after hire.

WORKING CONDITIONS AND PHYSICAL REQUIREMENTS

Work takes place in offices, residential homes, program sites, maintenance areas, and the outdoors.
Regular travel between agency locations is required.

Work may involve exposure to weather, dust, dirt, noise, tools, equipment, and common
maintenance materials.

Must be able to regularly walk, stand, bend, kneel, reach, climb stairs, and work in different areas of
agency properties.

Must be able to safely use ladders and maintenance equipment when trained and authorized.

Must be able to lift and move up to 70 pounds, with reasonable accommodation when applicable.
May occasionally be asked to respond to urgent maintenance needs outside the normal work
schedule.

EMPLOYEE ACKNOWLEDGEMENT

I acknowledge that | have received and reviewed this job description and understand the general
responsibilities and expectations of the position. My signature does not create a contract of employment
or alter the employment relationship except as otherwise provided by applicable law or written
agreement.

Employee Signature Date
Supervisor Signature Date
Copy to: Employee

Supervisor

Employee File
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