Community living Options has been providing a range of support services to individuals with disabilities in the Kalamazoo area for more than 30 years.  We are seeking a Facilities Supervisor to provide oversight to our 11 specialized residential homes, 2 commercial buildings as well as several single family rental homes.  Company vehicle, tools and work phone provided by employer.
$45,760 exempt plus competitive benefit package.

Responsibilities include:

· Plan, budget, schedule and participate in the completion of all property repairs and projects. 

· Develop and implement preventative maintenance program in areas relevant to the efficient operation of all properties managed by CLO.

· Develop and maintain a working inventory of all CLO property, including any needed replacement schedules.

· Ensure the repair and maintenance of all HVAC units, mechanical, electrical equipment, plumbing fixtures, structural facilities and grounds of the property.

· Prepare funding applications for MSHDA and other funding sources.

· Secure and maintain property tax exemption for all eligible properties.

· Work with Program Supervisors to ensure the residential homes are compliant with standards and meet the quality expectations of the agency.

· Market units as necessary to fill vacancies.  Process rental applications, conduct interviews, and monitor move-ins and move-outs.  
· Perform routine inspections, maintain records and oversee physical appearance of properties.
· Monitor tenant lease requirements and take appropriate action for violations.  Initiate and follow-thru with evictions of tenants as necessary.
· Act as a contact with all tenants, fielding requests and concerns. 
· Prepare all necessary paperwork as required by HUD and other governmental agencies.

· Ensure recertification of rental certificates on all rental properties.  

Position Requirements:
· BS/BA in related field with at least 3 years related experience, or a combination of six years education and experience in a maintenance setting.

· At least 2 years of supervisory experience.

· Project management experience

· Demonstrated experience working with public and private agencies, organizations and businesses.  Prior experience meeting licensing/accreditation standards preferred.
· Proficient with Microsoft Office Suite.  Ability to learn other software specific to position.

· Valid driver’s license and driving record meeting auto insurance company standards.

· Demonstrated knowledge of building systems including HVAC units, chemical, electrical equipment, plumbing fixtures, structural facilities and grounds of the property.  Formal technical training and/or certification preferred.
· Ability to provide on-call services on a rotating basis.

· Ability to work independently, with individuals of diverse backgrounds and in a team setting.

