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DEPARTMENT: MAINTENANCE 
TITLE:  SERVICE TECHNICIAN 
REPORTS TO: SERVICE MANAGER 
FLSA STATUS: NON-EXEMPT 
 
BASIC PURPOSE: 
Performs duties to maintain the safety, operation, and aesthetics of general and 
mechanical elements of grounds, buildings, amenities, and apartments of assigned 
property in condition that meets established quality standards, working within the limits of 
standard methods and procedures.  
 

ESSENTIAL FUNCTIONS: 
1. Works from check lists, schedules, service requests, and instructions. 
2. Responds to assigned punch lists and prepares apartments for move in, ensures 

that all check list items are processed and resolved.  Determines repair, material, 
and supply requirements and performs any range of routine repairs including 
replacement of damaged floor covering, repair of walls, counter tops, fixtures, fans, 
windows, doors, and appliances.   

3. Responds to assigned service requests to investigate and make routine 
mechanical repairs to damaged or broken apartment or amenity elements as 
reported by residents or staff.  Examines reported problem, determines extent of 
repairs, materials and supplies required and makes routine repairs to damaged or 
broken units. Escalates more complex HVAC, electrical, plumbing, and appliance 
service requests to others as appropriate after determination of repairs required. 
Ensures repairs are made in keeping with quality and safety standards.    

4. Paints any range of interior and exterior surfaces and fixtures at assigned 
properties, including apartments, club house and amenity areas, compactor areas, 
speed bumps, signs, posts, gates, street markings, and hand rails.  Touches up 
building exterior surfaces as required. Cleans and prepares surfaces, pressure 
washing as appropriate.  Applies caulk around doors, windows, or on breezeway 
floors to repair surfaces.  Patches and repairs drywall and stucco surfaces, 
matching textures on walls, ceilings and other surfaces as required. Selects proper 
coatings and colors. Paints entire surface or touches up paint as required to ensure 
compliance with aesthetic standards.   

5. Processes assigned area of grounds in keeping with schedules and check lists.  
Picks up trash, empties trash bins, and replaces trash bags.  Moves trash to 
compactor and cleans, pressure washes, and sanitizes compactor and immediate 
area. Blows, sweeps, pressure washes, and cleans sides of buildings, stairs, and 
breezeways.  Cleans light globes, removes cobwebs, and otherwise ensures the 
cleanliness of building exteriors and areas around and between buildings. Pressure 
washes building walls, breezeways, sidewalks, and other assigned areas. 

6. Removes snow accumulations from driveways, parking lots, walkways, 
breezeways, stairs, and other common grounds areas.  Spreads salt or prescribed 
product to melt ice as required and take other standard precautions to keep 
grounds safe and functional. 
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ESSENTIAL FUNCTIONS - continued 
7. Cleans and scrubs pool and deck surfaces, and removes debris.  Checks water 

and treats with prescribed chemicals under supervision or as certified to ensure 
that pool water characteristics are in compliance with prescribed standards.  

8. Checks and repairs irrigation systems. Rakes recreation areas and straightens 
signs and poles.  Paints signs, speed bumps, street markings, and other 
miscellaneous areas as assigned.  

9. Performs assigned range of preventive maintenance routines including change 
filters, check smoke detectors and replace batteries as required, change light 
bulbs, and perform damage inspections. 

10. Assists to move appliances into and from apartments and to empty apartments of 
discarded personal belongings and trash left in vacated apartment homes.  Makes 
keys as directed.  

11. Conducts and documents move-in and move-out inspections, orients new 
residents in the operation of appliances in apartment homes and respond to 
questions. 

12. Maintains property grounds and notifies supervisor of safety hazards, property 
damage or unsightly conditions on grounds. Notifies supervisor of the need to 
replenish materials and supplies when low.  Stores and maintains supplies and 
materials in keeping with procedures and standards. 

13. Tracks and maintains status of service requests in computer system and close 
records for completed orders.   

14. Available for “on call” duty, nights and weekends. 
 

OTHER DUTIES MAY INCLUDE BUT ARE NOT LIMITED TO: 
1. Performs or assists with any duties or operations, as required to maintain workflow 

and to meet schedules and quality requirements.   
2. Maintains safe work area and complies with safety procedures and equipment 

operating rules, keeping work area and store materials and supplies in a safe, 
clean, and orderly condition. 

3. Participates in any variety of meetings and task force groups to integrate activities, 
communicate issues, obtain approvals, resolve problems, and maintain specified 
level of knowledge pertaining to new developments, requirements, and policies.  

4. Ensures that work is carried out in compliance with all company policy and 
regulatory requirements. 

 

TOOLS AND EQUIPMENT USED: 
Use of hand and hand power tools, to include but not limited to the following: electrical 
testers, measuring tape, pressure washer, blower, snow blower, vehicle with plow 
attachment, trash grabber, rake, shovel, broom, painting equipment, brushes, nozzles, 
rollers, golf cart, pool cleaning equipment, water and chlorination testers, key cutter, and 
computer.  Safety shoes are required to be worn at all times. 
 

KNOWLEDGE:  

Simple reference use of schedules, lists, MSDS sheets, service requests, and instructions, 
where interpretation is required.  High School Diploma or GED Equivalent required.  Fully 
functional level requires basic mechanical knowledge and Certified Pool Operator and 
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Environmental Protection Agency certifications for utilization of pool and HVAC chemicals. 
Ability to speak, read and write English for safety and productivity reasons. 
 

EXPERIENCE:  

Prefer over one and up to two years required to be fully familiar with required techniques, 
equipment, and work routines.  
 

INITIATIVE AND INGENUITY:  

Diversified work. Maintain the safety, operation, and aesthetics of general and mechanical 
elements of grounds, buildings, amenities, and apartments of assigned property in 
condition that meets established quality standards. Exercise judgment to determine 
sequence of operations, extent or repairs, materials and supplies required to ensure that 
results meet quality, safety, and aesthetic standards, within the limitations of standard 
methods and procedures. 
 

MENTAL AND/OR VISUAL DEMAND:  
Continuous mental and visual attention required to process service requests, maintain 
grounds and other elements of property in keeping with quality, safety, and aesthetic 
standards involving repetitive or diversified work requiring constant alertness or activity. 
 

RESPONSIBILITY FOR EQUIPMENT OR PROCESS:  
Improper use tools or golf cart would result in damage to mechanisms, requiring repair.   
 

RESPONSIBILITY FOR MATERIAL OR PRODUCT:  
Failure to properly determine extent or make repairs would result in rework. 
 

RESPONSIBILITY FOR SAFETY OF OTHERS:  
Normal care required in performance of duties to prevent injury to others. An accident 
involving golf cart, pressure washer, or other tools, should it occur, would probably result 
in minor cut, bruise or abrasion to others. 
 

RESPONSIBILITY FOR WORK OF OTHERS:  
Responsible for own work or occasionally one helper. 
 

WORKING CONDITIONS:  
Somewhat disagreeable working conditions with exposure to weather, chemicals, and 
fumes, with several present to the extent of being objectionable, but usually not more than 
one at a time. 
 

PHYSICAL DEMANDS: 
The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job.  Reasonable 
accommodations may be made to enable individuals with disabilities to perform the 
essential functions.  Regular physical effort required performing mechanical repairs which 
is equivalent to continuously lifting or moving average weight material. Physical activity 
includes walking, standing, squatting, stooping, kneeling, reaching, crouching, balancing,  
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PHYSICAL DEMANDS - continued: 
bending, pushing, and climbing ladders as needed.   Frequently lifts over 25 lbs. and up to 
60 lbs. and occasionally lifts up to 150 lbs. with assistance for heavier activity such as 
moving appliances. Perform snow removal (if applicable).  
 

HAZARDS:  
Injuries, should they occur, may result in lost time. 

 


