DuPage Children’s Museum

Position Description

Position Title:  Building Maintenance & Repair

Status: Part time, Non-exempt
Job Classification: Maintenance
Job Summary:  The Building Maintenance position involves routine building repair, regular building maintenance, and occasional set-up of programs.  This position maintains and upgrades the condition, operation, and appearance of all areas within DuPage Children’s Museum, and performs regular inspections of facilities and equipment, reporting their condition to the Director of Guest Services. 

Essential Responsibilities:

1. Creates and maintains regular maintenance schedules.  Provides information to the Director of Guest Services on the upkeep and maintenance necessary for all components of DCM.

2. Performs general maintenance and repair of structures, furnishings, appliances, and equipment.

3. Some of the maintenance and repair include (but are not limited to):  (a) maintaining building doors and door locks; (b) replacing light bulbs and switches/fixtures and checking fixture brackets; (c) maintaining desk chairs and drawers, replacing/repairing items; (d) moving office furniture, equipment, and exhibits; (e) moving and installing office partitions; (f) maintaining overall condition of mini-blinds and other window coverings; (g) repairing, mounting, and reinstalling various shelving; (h) checking access valves, blower motor, inspects leaks, and cleans screens; (i) replacing floor tile; (j) completing  minor plumbing repairs.

4. Completes basic carpentry tasks.

5. Responds to emergency calls, building system, and other repairs.

6. Maintains inventory schedule and reports discrepancies to the Director of Guest Services.

7. Ensures proper maintenance and repair of security system, fire/emergency, and elevator systems.

8. Refers projects to craft vendors as needed.  

9. Maintains museum tools, shop, storage areas, and other resource materials in an appropriate and professional manner.

10. Performs exhibit repairs as needed.  

Secondary Responsibilities:

1. Other duties as assigned

Job Relationships:

· Supervised by the Director of Guest Services.
· Establishes and maintains productive relationships with exhibit maintenance staff, vendors and contractors.

· Supervises Museum maintenance volunteers.

· Behaves appropriately around children and works well with diverse museum visitors.

Education and Experience:

· Must have working knowledge of commercial building operations, life safety systems, plumbing, electrical, and HVAC systems in addition to construction principles, materials, and methods as well as the ability to learn and apply crafts’ techniques, processes, and principles.

· Must have experience with building maintenance and mechanical/electrical equipment devices.

· Five years of relevant facilities maintenance or advanced skilled construction experience, or an equivalent combination of education and experience.

· A history of employment with demonstrated customer service.

Skills and Abilities:
· Must have manual dexterity and motor skills needed to perform mechanical repairs and work on a variety of machinery, appliances, hardware, and structures

· Basic computer skills necessary.  Experience with Maintimizer a plus.

· Must be able to work with and around Museum visitors and staff.

· Must perform job functions in a safe, accurate, thorough, and effective manner to produce quality outcomes.

· Must have the ability to organize, determine priorities and take initiative.

· Must show willingness and ability to work towards objectives, shifting priorities when necessary.

· Must meet schedules, complete assignments/work orders in a timely manner with minimal supervision.

· Ability to exercise sound judgment and to perform duties with industry, reliability, integrity and initiative.

The following abilities are required for the position:  (a) Heavy physical exertion and activity will be required; (b) Bend, reach, kneel, squat, walk and climb stairs and ladders; (c) Lift and carry large/bulky items weighing up to 50 pounds; (d) Display the dexterity and motor skills necessary to perform mechanical repairs and work on a variety of machinery; (e) Work outdoors for short periods of time in hot and cold weather; (f) Communicate appropriately, clearly and verbally with museum visitors and co-workers.  Comprehend and speak English with the general public and co-workers; (g) Use a keyboard and mouse to enter, retrieve or transfer words or data; (h) Tolerate dust, paint, cleaning solutions and plastic/latex.   

Other:

·   Must have driver’s license, own transportation and appropriate liability insurance.

·   Must be willing to work a flexible schedule, including Sundays.

· Heavy physical exertion and activity will be required at all times (examples, lifting large bulky items weighing up to 50 pounds while going up or down stairs or ramps, unloading furnishings such as exhibits, tables, desks, or appliances from trucks).
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