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NORTHERN TRAILER

a1 Horizon North Business





	Job Title: Maintenance Coordinator
	Job Classification: 

	Revised Date: December 6, 2011
	Approval: RW, DB

	Location:  Surmont Camp
	Department:  SWFS


Occupational Summary

Northern Trailer is looking for a Maintenance Coordinator for a camp location in Northern Alberta.  Reporting to the Maintenance Manager, this position would be responsible for administration duties in relation to the Maintenance Program for a 3,000+ Person Workforce Facility.  The overall scope would include, but is not limited to, the coordination and scheduling of the maintenance crew and HSE staff, maintenance of the Computerized Maintenance Management System (CMMS) program, material/inventory management as required and all associated administrative tasks required to support the Maintenance Manager.
Work Performed

A. Coordinate, collect, & dispatch maintenance requests from client and residents to the workforce in order to have repairs completed in a timely manner.

B. Identify priorities levels of required corrective maintenance.  (ie; determine sequence of maintenance items based on the impact to the overall operation)

C. Maintain computer based CMMS program in order to provide accurate and up-to-date reports as required.  

D. Daily work order input into CMMS program from client, resident or technicians request.

E. Daily printing and distribution of work orders both, preventative and corrective.

F. Collection of completed work orders on a daily basis and inputting completed task information into CMMS program.

G. Assist in evaluation of overall maintenance program and offer solutions to improve all areas.

H. Daily input of payroll information (time sheets).

I. Weekly reports of work completed, hours, materials & etc.

J. Maintaining inventory of materials, consumables and tools.  May also include ordering of materials or coordination of material requests to purchasing department.

K. Scheduling of manpower, arranging flights and other travel requirements.

L. Assist in maintaining employee files, disciplinary action, course upgrades & etc.

M. Assist in audits of maintenance program as required.

N. Perform additional assignments and responsibilities as assumed or required by position.

O. Ensure that the daily work schedule is prepared in advance in order to have it available for morning tool box meeting.

P. Attend and/or organize daily meetings with client as required.  

Q. Assist in maintaining a safe work environment including reports for HSE or other items as may be required.

R. Research and recommend solutions to work flow, CMMS program, reporting processes & etc.

S. Responsible for budget reporting as required.
 Knowledge, Skills, & Abilities Required
A. Strong computer skills are essential (Excel, Word and other programs)

B. Strong communication skills (both written & verbal)

C. Well organized

D. Able to multi task & manage staff of 6-12

E. Ability to interact with the client on a professional level

F. Remote site work based on 21 days on site and 7 days at home

G. Mechanical background and previous experience in the maintenance field is a requirement

The above statements describe the general nature and level of work being performed by individuals assigned to this classification. This is not intended to be an exhaustive list of all responsibilities and duties required of personnel so classified
      Required Qualifications at this Level

	Education/

Training
	Completion of secondary school is required;

Class 5 Drivers license or equivalent;

Possess and maintain a safe driving record. 


	Experience:
	Extensive experience in similar facility maintenance.


	Note:
	The intent of this job description is to provide someone who wants to learn and has drive to do a professional job with types of duties and responsibilities that will be required of positions given this title and shall not be construed as a declaration of the total of the specific duties and responsibilities of any particular position. Employees may be directed to perform job-related tasks other than those specifically presented in this description
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