
SYCAMORE SERVICES, INC. 

 POSITION DESCRIPTION 

 

TITLE:  Maintenance Technician 

 

DEPARTMENT: ADMIN  

 

JOB ANALYSIS CONDUCTED: March 2017  REVISED: September 2019 

 

Note: Statements included in this description are the essential functions of this position.  

Other non-essential functions may be assigned.   

 

 Relationship 

 

Reports to: Executive Director/CEO 

 

Supervises: None 

 

Other Internal contacts: Other Staff, Participants, Contractors, Families, Residential 

providers.   

 

External contacts: Businesses, Community Members 

 

Work Environment:   10% Office; 90% Community/Residential 

 

 Job Summary 

 

Assist with all maintenance and physical adaption needs for Sycamore offices, rental properties 

and consumers residences necessary to ensure the health, welfare, and safety of the individuals or 

that enable the individuals to function with greater independence.   Assist with planning for 

maintenance and environmental modifications to be completed by self or outside contractors 

following service and documentation standards as well as adhering to limitations.  Provide 

flexible assistance as needed. Observe all safety precautions and requirements in driving the 

vehicles and completing daily tasks as required. Maintain certification in all health and safety 

courses required to meet funding and accreditation standards and agency policy.  Maintain all 

required professional licensure/certification and permitting as appropriate. 

 

 Job Qualifications 

 

A. High school diploma or demonstrated equivalent competency required. 

B. Professional licensure/certification as applicable. 

C. 21 Years of age or older. 

D. Ability to effectively communicate, including strong oral and written communication 

skills.  Ability to speak and understand additional languages such as Spanish is an 

asset. 

E. Ability to keep accurate documentation. 



F. Possess strong organizational skills, the ability to analyze and solve problems, be able to 

prioritize tasks and follow specific procedures. 

G. Ability to work with minimal supervision. 

H. Ability to work flexible/non-standard hours. 

I. Ability to bend, crouch, kneel, climb, twist, push and pull.  Ability to lift a minimum of 

70 pounds, exert up to 20-50 pounds of force occasionally and/or 10-26 pounds of 

force frequently.  Upper body leverage strength required. 

J. Ability to tolerate exposure to dust, gas and/or fumes, varied weather conditions, 

temperatures and light levels. 

K. Be free from fainting spells, blackouts, dizziness or seizures that are not controlled. 

L. Normal hearing and vision with aid of corrective devices, as needed. 

M. Ability to evaluate and determine proper action in situations that may pose a safety risk. 

N. Knowledge of community and community resources preferred. 

O. Must possess a valid driver’s license, good driving record that meets or exceeds 

established driver eligibility standards and ability to obtain a public passenger 

chauffeur’s/Operator’s license with For Hire. 

P. Possess basic computer skills. 

 

Essential Functions 

 

A. Planning 

1. Provide input in the planning process and assist with all maintenance and physical 

adaption needs for Sycamore offices, rental properties and consumers residences 

necessary to ensure the health, welfare, and safety of the individuals or that enable 

the individuals to function with greater independence. 

2. Assist with planning for maintenance and environmental modifications to be 

completed by self or outside contractors following service and documentation 

standards as well as adhering to limitations. 

 

B. General Job Duties   

1. Implement preventative maintenance measures. 

2. Perform and/or oversee minor building, HVAC, plumbing, electrical, lighting, 

appliance, locking mechanisms and doors, painting, landscaping, etc. repairs 

and/or upkeep as necessary. 

 3. Undertake activities of pest control. 

            4. Obtain prior approval for expenditures and remit charge receipt/documentation to  

supervisor. 

 5. Complete inspections and maintain maintenance job tracking and timekeeping  

documentation. 

6. Maintain inventory, organization and upkeep of equipment and supplies. 

 

B. Safety 

1. Observe all safety precautions and requirements in driving the vehicles and 

completing daily tasks as required. 

2. Maintain certification in all health and safety courses required to meet funding 

and accreditation standards and agency policy. 



3. Maintain all required professional licensure/certification and permitting as 

appropriate. 

4.         Immediately report all mechanical problems and any maintenance or repair 

needs to supervisor as necessary. 

5. Comply with all policies for the safe storage, usage and disposal of hazardous  

materials. 

6. Work with Safety Committee to monitor, address and document maintenance of  

fire extinguishers, fire suppression systems, building alarm systems, etc. 

 

C. Emergencies 

1.      Respond quickly and address emergencies which may develop, such as mechanical  

problems, accidents, etc. 

2.      Report accidents/incidents immediately to the proper authorities as well as to the  

     supervisor. 

 

D. Communication 

1. Act as a liaison between the outside contractors and agency personnel. 

2. Assess the satisfaction of repairs of maintenance services provided.  

 

E. Facilitating 

1. Coordinate the efforts of self and others toward maintenance repairs and 

environmental modifications following service and documentation standards as 

well as adhering to limitations.  

2. In a proactive manner, develop and coordinate alternative plans to ensure  

 ongoing maintenance support. 

 

 

F.       Sycamore Services Team 

1. Promote and uphold the agency’s mission statement. 

2.      Promote a sense of team through mutual respect and assisting co-workers as    

     needed. 

3.      Work with a variety of individuals in different settings. 

4.      Work a flexible schedule with non-standard hours as needed. 

5.      Maintain all required documentation and needed data. 

6.      Maintain accurate time/billing records and submit to director as requested. 

7.      Attend in-service programs or other training pertaining to job related information. 

8.      Provide flexible assistance as needed. 

9.      Perform other duties as assigned. 
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