
Part-Time Maintenance Assistant 
15 hours per week 
$10-$15 per hour based on experience 
 
Job Description: The Maintenance Assistant provides is responsible for preventative maintenance, 
minor repairs, and maintaining the common areas of the facility and grounds. 
  
Essential Responsibilities 

 Communicate with, and assist on-site, vendors for necessary repairs. 

 Setup and breakdown of meeting room spaces, per internal requests. 

 Responsible for completing maintenance ticket requests. 

 Performs minor maintenance repairs to include, but not be limited to replacement or repair of 
electrical fixtures as well as minor plumbing maintenance. 

 Performs minor painting, carpentry and masonry work. 

 Performs other maintenance and cleaning duties as assigned by Facilities Manager and Principal. 

 Perform maintenance walkthroughs, documenting needed repairs through facilities ticketing 
system 

  
Other Duties & Responsibilities 

 Assist with mail and package deliveries. 

 Provide support in opening and securing the building as requested. 

 Conducts routine walkthroughs of common areas ensuring they are clean and free of debris. 

 Performs daily landscaping needs (salting icy walkways, trash removal, landscape maintenance 
etc.). 

 Assist with maintaining building security and immediately responds to building emergencies. 

 

Supervisory Duties 

 None 

  
Desirable Qualifications 

 Must be able to work flexible hours when needed. 

  
Experience 

 1-2 Years 

  
Special Skills/knowledge 

 Must be able to effectively communicate (oral and written) with all employees, contractors and 
vendors. 

 Self-starter, independent, and a team player. 

 Must be organized and provide deliverables in support of project plans. 

 Understand and follow oral and written instructions. 

 Ability to prioritize and manage multi-functional tasks. 



 Must be able to work independently without direct supervision. 

  
Working Conditions 

 Be able to walk, bend, stoop, balance, crawl and reach for extended periods of time. 

 Must be able to utilize/view a PC and/or monitor . 

  
Physical Requirements 

 Ability to provide personal transportation, able to lift up to 50 pounds and be able to perform at an 
average steady work pace. 

 Must be able to work on a ladder of 20 feet. 

 

Note: This job description is not intended to be an exhaustive list of all duties, responsibilities, or 
qualifications associated with the position. 
 

 
 

 


