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Job Posting

2532 N 4th St # 506
Flagstaff, AZ  86004
928-774-4503  *  928-774-5809 Fax

www.northlandfamily.org


Date

:
September 28, 2011
Position
:
Facilities Specialist
Department
:
H.A.L.O. House
Status
:
Non-Exempt, 14-20 hours per week, hours vary
Salary
:
$12.00/hr
Closing Date:
Open until filled
Funds

:
SUBJECT TO FUNDS AVAILABILITY
POSITION SUMMARY
This position is responsible for minor maintenance and cleaning in Northland Family Help Center’s H.A.L.O. House.

ESSENTIAL DUTIES / RESPONSIBILITIES

· Routine and special cleaning of interior and exterior of H.A.L.O. House

· Minor repairs and replacement of facility furnishings, and appliances

· Snow removal, trash removal and other special services

·  Purchase necessary items for repair or cleaning of facility, while adhering to a limited budget

·  Assist Executive Assistant in storage and receipt of donations and other deliveries
·  Routine maintenance of agency vehicles

·  Maintain landscaping around H.A.L.O. House
·  Notify Executive Assistant when major repairs are required

·  Attend and participate in individual supervision as directed

·  Other duties as may be assigned

KNOWLEDGE, SKILLS AND ABILITIES

· General maintenance skills 
· Ability to work well with staff and interact appropriately with agency clientele

MINIMUM QUALIFICATIONS

· Must be at least 21 years of age

· One year related experience
POSITION ACCOUNTABILITY

· Executive Director and Executive Assistant
REQUIRED CERTIFICATIONS
·  Fingerprint Clearance (application to be submitted within 7 days of hire date)
· Valid Arizona driver’s license

· Proof of Auto Insurance

· Good Driving Record

· Successful Annual TB Test

· Any other certification or acknowledgment, as may be required by NFHC, BHL or funders

WORKING CONDITIONS/PHYSICAL REQUIREMENTS

· Position requires periods of desk time, as well as periods of mobility

· Position requires kneeling, reaching, stooping, and climbing ladders

· Position requires lifting/carrying up to 75 pounds

· Position requires some communication with diverse age groups and populations
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