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	Job Title:   Maintenance Tech

	Department:  Madison Township Police Department

	Reports to:    Chief and Captain

	FLSA Status:   Non-Exempt

	Approved: Board of Trustees November 20, 2013




SUMMARY:
Under general supervision, performs work consisting of custodial and maintenance services for the township police department building and vehicles.

ESSENTIAL JOB FUNCTIONS - Examples of Duties
Answering phones and assisting public, covering lunch hours and opening the building as needed.

Various office cleaning duties including empties waste baskets, dusts counters, desks and furniture.  

Cleans, services and disinfects restrooms.

Cleans and waxes floors.

Provides facility support services to include: room set-up, washing windows, vacuuming, mopping floors, moving and/or carrying boxes and miscellaneous equipment.

Provides grass mowing, landscape maintenance, snow removal from sidewalks

Maintain clean conditions in the police department bay area.

Wash, wax and vacuum cruisers and departmental vehicles.

Perform routine maintenance of departmental vehicles.

Keep documentation of repairs and maintenance of departmental vehicles.

Drive vehicles to locations for routine oil changes, tire replacement, service and repair of departmental vehicles.

Responsible for delivery and set up of speed trailer, as directed.

Performs all duties in a safe manner.

Performs other related duties as assigned.


(more)

EQUIPMENT AND MATERIALS USED:

Small Hand Tools			Vacuum Cleaner			Floor Buffer
Hand Lawn Mower		Cleaning Products		Copier
Computer			Telephone


MINIMUM QUALIFICATIONS REQUIRED:

Education and Experience:
High School diploma or equivalent

Any combination of education, training and experience which provides the required knowledge, skills and abilities to perform the essential functions of the job.

Licenses and Certifications:
Valid State Driver’s License

Knowledge of:
General building maintenance.

General vehicle maintenance.

Mental and Physical Abilities:
Ability to read and interpret documents such as safety rules, operation and maintenance instructions, procedure manuals, and so forth.

While performing the essential functions of this job, the employee is frequently required to walk, sit, use hands to finger, handle or feel, reach with hands and arms, climb or balance, speak and hear, and lift and/or move up to 10 pounds.

While performing the essential functions of this job, the employee is occasionally required to lift and or move up to 50 pounds. 

Working Conditions:
Work is performed in a normal office environment with some exposure to outdoor temperatures, dirt and dust.

While performing the essential functions of this position, the employee is occasionally exposed to fumes or airborne particles.

The incumbent’s working conditions are typically moderately quiet.

This class specification should not be interpreted as all-inclusive.  It is intended to identify the essential functions and requirements of the job.  Incumbents may be requested to perform job-related responsibilities and tasks other than those stated in this specification.  Any essential function or requirement of this class will be evaluated as necessary should be incumbent/applicant be unable to perform the function or requirement due to a disability as defined by the Americans with Disabilities Act (ADA).  Reasonable accommodation for the specific disability will be made for this incumbent/applicant when possible.
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