The Klamath Tribes

501 Chiloquin Blvd/P.O. Box 436
Chiloquin, Oregon 97624

Phone: (541) 783-2219
HR Fax: (541) 783-2836

EXEMPT ____
(C)LP;;_ 31/,;1/25 NON-EXEMPT _X
Filled ' POSITION DESCRIPTION
POSITION: MAINTENANCE TECHNICIAN II
RESPONSIBLE TO: Housing Maintenance Manager
SALARY: Step Range: 15 - 25 Full Benefits
Salary Range: 544,204 - $59,406
Hourly Range: $21.25 — $28.56
CLASSIFICATION: Non-Management, Regular, Full-Time
LOCATION: Klamath Tribes Administration
Housing Department
501 Chiloquin Blvd.
Chiloquin, OR 97624
BACKGROUND: Comprehensive Employee level

POSITION OBJECTIVES

This position is located in the Klamath Tribes Housing Department. The Maintenance
Technician Il is responsible for performing a variety of maintenance work in buildings,
plumbing, carpentry, and painting, grounds keeping duties, construction and repair of Klamath
Tribal housing units. Inspect faulty appliances for repair and/or replacement.

MAJOR DUTIES AND RESPONSIBILITIES

1. Responsible for assuring that the Klamath Tribes housing units are maintained up to
standard, in safe and sanitary conditions.

2. Operate the maintenance program in the most efficient and cost-effective manner using the
established policies and procedures for procurement of the Housing Department and the
Klamath Tribes.
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3. Resolve and complete assigned work orders. Determine work priorities. Coordinate the
schedule of activities with supervisor and inspect completed work, ensuring exceptional
customer service to tenants.

4. Insure that the workmanship performed is completed in a timely manner and is of the
highest quality possible given the materials provided.

5. Apply preventive measures to the unit/dwelling to reduce the risk of future problems to
minimize future repairs and expenses.

6. Fix potential safety hazards to avoid injuries.

7. Perform routine maintenance around the unit/dwelling, such as: fixing structural damage,
window, door or wall repair and other building fixtures.

8. Perform maintenance tasks; e.g. changing the light bulbs and inspecting faulty appliances
or equipment. Repair and/or replace water heater, washer/dryer, kitchen appliances when
applicable.

9. Repair broken or leaking plumbing to avoid water damage and restore full use of water
fixtures.

10. Responsible for opening and closing of maintenance warehouse.

11. Responsible for after hour’s maintenance emergency calls for maintenance and repair work
to unit/dwelling.

12. Report actual work hours, material used, and mileage accrued on vehicles while performing
duties.

13. Maintain a working knowledge of safety policies and procedures, as related to a
maintenance program.

14. Recommend the acquisition, materials used, and inventory of tools and supplies needed to
carry out required daily duties.

15. Responsible for reporting any necessary maintenance of vehicles.

16. Prepare & submit drafts of statistical, narrative, and other reports on maintenance records,
work orders, work hours and materials, as required.

17. Assure that the renovations of units are completed prior to the occupation of new tenants.
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18. Responsible for assuring that maintenance chargeable to occupants is properly recorded on
work orders.

19. Maintain strict confidentiality of all files & accounts.
20. Provide supervision to Maintenance staff, as assigned.

21. Like all employees of the Klamath Tribes, the incumbent will be called upon to accomplish
other tasks that may not be directly related to this position, but are integral to the Klamath
Tribes” broader functions, including but not limited to, assisting during Tribal sponsored
cultural, traditional, or community events that enable the successful operation of programs
and practices of The Klamath Tribes as aligned with The Klamath Tribes’ Mission Statement.
Some of these tasks may be scheduled outside of regular work hours, if necessary.

SUPERVISORY CONTROLS

The immediate supervisor is the Housing Maintenance Manager. Work is normally assigned in
terms of objectives to be achieved with standard procedures to be used. During training
detailed instructions are usually given on assignments. Recurring assignments are completed
independently after training. The supervisor for compliance and timely completion reviews
Work/maintenance records.

KNOWLEDGE, SKILLS, ABILITIES

Ability to perform work and accomplish tasks in accordance with established policies,
procedures, practices and priorities of the Housing Department. This includes the ability to plan
and organize work using one’s own initiative.

Ability to follow directions and instructions in the execution of residential maintenance and
building procedures.

Ability to establish and maintain an effective filing and records management system.

Ability to learn all phases of carpentry, basic electrical wiring and plumbing, appliance repair
and heating, as related to residential units.

Ability to communicate orally and in writing, and accurately document activities and services
rendered.

Ability to be responsible, reliable and trustworthy.
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Ability to read and comprehend blue maintenance manuals and repair procedures that deal
with unit maintenance.

Ability to lift and carry objects weighing up to 50 Ibs. And perform physical tasks such as
bending, stooping, stretching, and lifting required in this position.

Ability to occasionally work overtime or call-outs during off duty hours for emergency work on
units.

Skill in safe operation of vehicles under all types of weather conditions and traffic situations.
Good public relations and interpersonal relationship skills. This person should be able to meet
with a variety of individuals in a professional manner, using tact, diplomacy and mature

judgment.

AUTHORIZED PERSONNEL

During the course of work, the Maintenance Technician Il shall not permit entry into the units
by anyone other than Tribal housing employees or other pre-authorized persons on official
business.

EQUIPMENT/SUPPLIES

The Klamath Tribes Housing Department will furnish all necessary equipment and supplies.
Door keys will be provided, as required for admittance, by Housing Maintenance Manager.

QUALIFICATIONS, EXPERIENCE, EDUCATION

Minimum Qualifications: Failure to comply with minimum position requirements may result
in termination of employment.

e REQUIRED to possess a High School Diploma or Equivalent. (Must submit copy of diploma or
transcripts with application.)

e REQUIRED to have at least one year of related work experience; with emphasis in
construction.

e REQUIRED to be able to bend, lift and carry objects weighing up to 50 pounds.

e REQUIRED to have basic knowledge of the use of power tools and hand tools used for
building and ground maintenance.
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e REQUIRED to be willing to work indoors and outdoors in inclement weather conditions and
temperature extremes.

e REQUIRED to possess and maintain a valid Oregon Driver’s License, (out of state applicants
must receive ODL within 90 days of hire), have good driving record and be insurable by The
Klamath Tribes’ vehicle insurance policy. (Must submit copy of driver license with
application.)

® REQUIRED to adhere to The Klamath Tribes Alcohol and Drug Free Workplace policy.

® REQUIRED to submit to a background and character investigation, as per Tribal policy.
Following hire must immediately report to Human Resource any citation, arrest, conviction for
a misdemeanor or felony crime.

e REQUIRED to accept responsibility of a mandatory reporter in accordance with the Klamath
Tribes Juvenile Ordinance Title 2, Chapter 15.64 and General Council Resolution #2005 003,
all Tribal staff are considered mandatory reporters.

Preferred Qualifications:

® Experience in proper recordkeeping and preparing reports for preventive or other trades,
preferred.

INDIAN PREFERENCE

e Indian and Tribal Preference will apply, as per policy. (Must submit tribal documentation
with application to qualify for Indian Preference).

ACKNOWLEDGEMENT

This position description is intended to provide an overview of the requirements of the
position. It is not necessarily inclusive and the job may require other essential and/or non-
essential functions, tasks, duties, or responsibilities not listed herein. Management reserves
the sole right to add, modify, or exclude any essential or non-essential requirement at any time
with or without notice. Nothing in this job description, or by the completion of any
requirement of the job by the employee, is intended to create a contract of employment of any

type.

APPLICATION PROCEDURE

Submit The Klamath Tribes Application for Employment with all requirements and supporting
documentation to:
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The Klamath Tribes
ATTN: Human Resource
P.O. Box 436

Chiloquin, OR 97624

IT IS THE RESPONSIBILITY OF THE APPLICANT TO PROVIDE SUFFICIENT INFORMATION TO PROVE
QUALIFICATIONS FOR TRIBAL POSITIONS.

Please Note: If requirements are not met, i.e., submission of a resume in lieu of a tribal
application or not including a required certification, your application will not be reviewed and
will be disqualified.

Indian Preference will apply. In accordance with Klamath Tribal policy, priority in selection will
be given to qualified applicants who present proof of eligibility for “Indian Preference”.

Applications will not be returned.

EMPLOYEE ACKNOWLEDGEMENT:

| have reviewed this position description and have been provided a copy. | understand that The Klamath Tribes
reserves the sole right to modify this position description at any time, with or without notice.

Employee (printed name) Employee (signature)
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