QUEEN’S UNIVERSITY SUPPORT STAFF
POSITION SUMMARY

DEPARTMENT: Community Housing
POSITION NUMBER: 00132518

INCUMBENT:

TITLE: Maintenance Worker

GRADE: 4

JOB SUMMARY
The office of Queen’s Community Housing, through the administration of university
owned leased properties and the development of relations within the community, is a
critical part of the effort to provide a positive housing experience for students of the
university.
The Maintenance Worker, through regular contact with tenants and potential tenants,
plays a significant role in furthering the departmental goal of creating a welcoming
environment.
Reporting to the Assistant Operations Supervisor, the Maintenance Worker is
responsible for repairs and routine maintenance of Community Housing units and for
performing preventive maintenance.
The majority of the work involves general maintenance for buildings that vary widely in
size and layout. The Maintenance Worker must have a broad range of skills and be able
to monitor and remedy problems, especially those that may involve the safety and
operability of the units. The incumbent will also respond to requests for emergency
maintenance outside of normal working hours and participate in the on-call process.
KEY RESPONSIBILITIES:
1. Based on work orders and direction from the Assistant Operation Supervisor,
ensure that the buildings and houses are maintained to a high standard. Report:
completion of work, supplies required or ongoing issues that affect the units or
work order. Advise the supervisor of major issues; make recommendations for
appropriate action.

2. Perform maintenance duties as required. This work may include:
 routine minor maintenance on plumbing systems and components
 troubleshooting heating and plumbing issues
 repair and replace glazing and sealants
 maintain, and repair interior finishes
 repair and replacement of interior and exterior doors and all associated
hardware;
 installation, repair and maintenance of millwork
 the changing of lamps in lighting fixtures;
3. Respond to and perform emergency maintenance outside of normal working
hours. Select and contract additional resources if/when needed.
4. Other duties as assigned
REQUIRED QUALIFICATIONS:








Secondary school Diploma
Candidates must possess a valid driver’s license. (G Class)
Demonstrated experience and proficiency in building maintenance, preferably in
a residential/tenant environment
Working knowledge of hand and power tools
Consideration will be given to an equivalent combination of education and
experience.
A Canadian Police Information Centre Certificate (CPIC) will be required.
WHMIS training will be considered an asset

SPECIAL SKILLS:




Ability to interact with a large number of multi-cultural tenants and
communicate well in English.
Ability to work independently without direct supervision.
Ability to work outside of normal working hours. Willingness to work additional
hours during the periods when there are many tenants moving especially at the
end of April and August when leases terminate.

DECISION MAKING:






Evaluate maintenance problems and make recommendations to assist
management team in corrective action.
Tenant assistance – help tenants to understand where to direct inquiries.
Emergency maintenance – determine appropriate action to take to mitigate the
issue. Determine if a situation can be handled on own or if a contractor must be
called. Independently determine the appropriate contractor and make
arrangements in emergency situations.
Lease Agreement- determine when to refer serious violations to Supervisor

SIGNATURES:
Incumbent: _____________________________

Supervisor:_____________________________

Department Head:____________________

Date:__________________

