
 

 CCAR INDUSTRIES 

 

 JOB DESCRIPTION 

 

 

JOB TITLE:  Maintenance Manager 

 

DEPARTMENT: Manufacturing Plant 

 

FLSA STATUS: Non-Exempt 

 

GENERAL SUMMARY:  

 

 This position reports directly to the Assistant Executive Director but will work closely with 

the Executive Director and other management staff of the agency. This position will have the 

responsibilities of all property maintenance and construction projects in the agency.   

   

DUTIES AND RESPONSIBILITIES: 

 

 

1. Maintain and repair all CCAR Properties. As necessary, responsible for scheduling of 

subcontractors for repairs. 

 

CILA Homes:  

 Perform minor carpentry work and subcontract larger repairs. 

 Make minor repair on all appliances and schedule major repairs when needed. 

 Observe the condition of carpets and other flooring, schedule maintenance as necessary. 

 Assist the Fire Marshall with the scheduled surveys.    

 Monitor the HVAC, changes filters on a set schedule. 

 Perform minor electrical jobs using subcontractors as necessary. 

 Monitor the operation of the sump pump, sprinklers systems and sprinklers when present in 

the home.  Inspect sprinklers each quarter. 

 Open smoke dampers when sprinkler system is down and they have closed. 

 Monitor the plumbing in each of the homes including the plumbing in the restrooms. 

 Do minor yard clean up. 

 Schedule tree removal when necessary. 

 Schedule required annual furnace inspection. 

 Schedule lawn mowing and snow removal. 

 Schedule any concrete repairs or improvements needed. 

 Ensure that all smoke detector and CO2 detectors are in working order. 

 Inspect the roof on a regular schedule and make or schedules repairs/replacement as needed. 

 Monitor the plumbing in the homes and make or schedule repairs as needed. 

 

 

 



Day Program Sites:   

 Monitor the concrete sidewalk and gravel drive ways and repair or schedule repairs as 

needed. 

 Schedule annual FESSI services to inspect the fire extinguishers.       

 Change HVAC filters as scheduled.   

 Schedule lawn mowing and tree removal. 

 Coordinate snow removal and spread ice melt as needed. 

 Assist the Fire Marshall with the scheduled surveys.    

 Provide minor maintenance to the balers and schedule repairs as necessary.    

 Schedule required annual furnace inspections.  

 Schedule annual inspections of the sprinkler system at the Manufacturing Plant and DT 

Lincoln. 

 Open smoke dampers when sprinkler system is down and they have closed. 

 Provide annual lock out tag out reviews at the Manufacturing Plant. 

 Complete painting or use subcontractors to paint as needed. 

 Monitor the condition of the roofs and make repairs or schedule replacement when needed. 

                                                                                   

Administration Building:   

 Replaced HVAC filter quarterly. 

 Provide routine maintenance to the elevator and schedule annual inspection.  

 Schedule annual inspection of the sprinkler system. 

 Open smoke dampers when sprinkler system is down and they have closed. 

 Monitor the sump pump system including the system in the elevator shaft. 

 Schedule concrete and driveway repairs and improvements.  

 Monitor the condition of the generator and resetting the switches after the monthly test. 

Also schedule to have the gas refilled as needed. 

 Complete some painting as time permits or schedule subcontractors to complete painting as 

needed. 

 Monitor the condition of the steel roof and schedule repairs as needed. 

 Schedule snow removal when needed to clear parking lots. 

 Clear off sidewalks when it snows and spread ice melt on the sidewalks and parking lot. 

 

2. Coordinate the purchases of appliances for all facilities and maintain warranty information and  

records, including repair histories. Do minor repairs and schedule major repairs and replacements 

when necessary. 

 

3. Maintain the Kabuto tractor and accessories and schedule maintenance as needed. 

 

4. Prepare plans and estimates for both short and long term building planning and then present to  

the Executive Director and as needed the Board of Directors.  Prepare bid documents for the  

competitive bidding process that reflect; consultation with the architects and engineers as  

required, consultation with the city inspector and obtain proper permits to meet city regulations,  

consultation with the Office of the State Fire Marshall to ensure remodeling or constructions  

meets those guidelines, prepare the current prevailing wage list and implement into the bid  

process, and advertise for bids then review the bids submitted and interview the interested  

bidders and then take the most appropriate bid to the Executive Director. 



5. After bids are approved complete the necessary follow up by ensuring the documentation is 

obtained, approving sub-contractors, oversee necessary construction inspections and all aspects 

of the construction project and coordinate all parties involved. 

 

6. Teach DSP training classes as scheduled, including tours of one CILA home and demonstrations 

of the topics discussed. 

 

7. Schedule and assist with required outside inspections including the State of Illinois Fire 

Marshall, City of Charleston Fire Department, Fire Extinguishers, Sprinkler systems, Elevator. 

 

8. Enforce all safety rules and regulations. Be aware of and enforce related agency policies and 

procedures.   Also follow established policies and procedures.  Participate in the Manufacturing 

Plant Safety Committee meetings by completing the monthly Manufacturing Plant facility 

inspection.  Stay current in both First Aid and CPR. 

 

9. Keep current on reviews of the Rule 50 regulations and other required mandated reporter 

procedures. 

 

10. Be familiar with the most current Life Safety Code and regulations from the State Fire Marshall. 

 

11. Continue to upgrade job skills as required through changing regulations, populations served, or 

other variables affecting the nature of the position. 

 

12. When part-time or seasonal staff is used this position is responsible for scheduling, assigning 

job duties and ensuring proper work quality.  

 

13. Keep proper documentation of all inspections and any necessary correction action needed after 

outside inspections. 

 

14. Be responsible to be on call after normal working hours including evenings, weekends and 

holidays.   

 

15. Perform other duties as required or assigned. 

 

 

ESSENTIAL PHYSICAL REQUIREMENTS: 

 

1. Ability to operate vehicle and must have a valid CDL Class "A" driver's license. 

2. Ability to remain on his or her feet for continuous periods of time as job requires. 

3. Ability to climb ladders or scaffolding. 

4. Ability to raise or lower objects from one level to another up to 100 lbs. 

5. Capable of exerting force up to 2000 lbs. by pushing or pulling when necessary using a 

hand truck. 

6. Ability to carry objects up to 100 lbs. with hands or on shoulders. 

7. Ability to pick up objects with fingers, regularly. 

8. Ability to use hands and arms to reach for objects. 



9. Ability to bend forward by bending at the waist, legs or spine. 

10. Capable to determine specific colors for electrical wiring purposes. 

11. Ability to work in confined spaces and to crawl on hands and knees. 

12. Ability to communicate ideas by the spoken word. 

13. Ability to hear the spoken word or the nature of sounds in the air. 

14. Vision at 20 feet or more, with or without corrective lenses. 

15. Ability to distinguish odors for safety purposes. 

16.  Ability to work in both hot and cold weather conditions. 

 

 

 

IMMEDIATE SUPERVISOR:  Assistant Executive Director 

 

 

SUBORDINATES:  Part-Time and Seasonal Employees when used. 

 

QUALIFICATIONS: 

 

 Minimum of a High School Education; working knowledge of different types of power 

equipment; working knowledge of electricity. Working knowledge of computer. Construction 

experience is necessary. Must have a valid driver's license. Experience may qualify in place of 

formal education.    

 

EMPLOYEE ACKNOWLEDGEMENT: 

 

 I have read and/or received a copy of my job description and understand the principle duties 

and responsibilities, physical requirements and working conditions of the job. 

 

 

______________________________________________ ____________________________  

Employee Signature                       Date   

 

 

Revised:  2/2020 

 

 

 

 

 


