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Maintenance Support Specialist 
Full-time 

 
SUMMARY: Under supervision of the Director of Maintenance, provides administrative and secretarial support to 
Maintenance management and the organization.  Maintains department files and computer records; develops and 
maintain spreadsheets; coordinate meetings, answers and responds to telephone calls; receives and handles 
correspondence and information for the Maintenance Department; and serves as a liaison between departments and 
outside organizations/vendors.   
 
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following: 
 

 Performs data input and types correspondence, memoranda, reports, schedules, statistical data, and other 
documents from rough drafts, notes and verbal instructions, in rough draft and finished copy. 

 Receives, sorts, routes and prioritizes mail, data, messages, reports, correspondence and other documents.  
Maintains specialized records for the department consisting of FMLA, attendance and disciplinary paperwork. 

 Coordinates worker’s compensation injury and required documents with the Director of Safety and Training. 
Ensures employee drug/alcohol, annual physical and expired driver license notification is made within the 
organization’s policies and procedures.   

 Schedules supervisory training with external vendors. 

 Inputs various data into the computer using Excel spreadsheets to maintain attendance, employee information 
and other various data. 

 Serves as a backup for daily maintenance department work order computer input. Types and logs in purchase 
orders for Maintenance Manager and Supervisors. 

 Screens and answers telephone calls for the Director. Speaks with visitors and provides requested 
information or refers them to the Director or to the appropriate person for assistance. 

 Coordinates staff member requests for information and meetings with the Director and prioritizes them for 
proper time management. 

 Coordinates building maintenance and shop utility requests. 

 Audits and proofs a variety of statistical reports, records and data specific to the department. 

 Assists in budget preparation. 
Coordinates purchasing and billing between the Maintenance and Finance Departments. 

 Communicates with co-workers, management, and others in a courteous and professional manner. 

 Serves on various committees and conducts special projects assignments, as requested.    

 Conforms to and abides by all regulations, policies, work procedures, and instructions. 

 Conforms to all safety rules and wears/uses all appropriate safety equipment. 

 Performs related work as assigned. 
 

EDUCATION and/or EXPERIENCE  
High school diploma and Associates in secretarial field with a minimum of five (5) years secretarial experience; and/or, 
training or equivalent combination of education and experience.  Working knowledge of a Maintenance Department a 
plus.   
 
OFFICE SKILLS 
While performing the duties of this job, the employee must have expertise in computer software (Microsoft word), 
power point, spreadsheet (Excel), database (Access) applications and/or Apple (MAC) experience and proficient use 
of a calculator. The employee must be able to calculate employee work hours for submission to payroll.  

 
Work days/hours:  Monday – Friday; 8:00 a.m. – 5:00 p.m. 
 
Pay Rate:   $14.37/$29,895 - $17.46/$36,324 
 

E-mail resume to HR@catchacat.org and state the title of the position applying for in the subject line of the 
email. 
      
 

EOE M/F/D/V 
A drug-free workplace 

mailto:HR@catchacat.org

