Title:

Requirements

06/25/09

New Providence Women'’s Shelter

JOB POSTING

Maintenance Building Manager

Duties:

BA preferred plus experience in building management

Excellent organizational and supervisory skills

Solid writing and communication skills

Basic computer skills, including working knowledgieWindows and Word

Responsible for day-to-day oversight of the maiate® and custodial
operations

Train, Schedule & Supervise Maintenance/Custodiif S

Conduct weekly custodial meetings

Act as liaison and remain in compliance with ses\and maintenance
contractors, DHS, OTDA, FDNY

Ensure building compliance with codes and regutetio

Manage all repairs and general maintenance ofukdibg

Complete corrective action plans for all buildingintenance inspection
citations

24/7 Emergency Coverage

Perform all other duties assigned by Shelter Diect

FAX or Send resume tdDimitra Gianacopoulos, Shelter Director

New Providence Women’s Shelter

225 East 45Street, NY, NY 10017

FAX - 212 - 661-9105

Email: Dimitra.Gianacopoulos@Projectrenewal.org

NO PHONE CALLS



