TITLE: Assistant Building Engineer
REPORTS TO: Property Manager and Lead Building Engineer 

POSITION DESCRIPTION:
The Assistant Building Engineer is responsible for assisting the Lead Building Engineer with the physical operation, maintenance and general appearance of the building and its systems. The Assistant Building Engineer must provide prompt, courteous and professional service to all tenants.
RESPONSIBILITIES: 
· Maintenance of Property
· Respond to or direct all emergency calls.

· Inspect, repair and maintain life and safety systems in good working order (i.e. fire alarm systems, sprinkler systems, exit lights, etc.) (Regular inspections and repairs of life safety systems must be performed by qualified and licensed contractors).

· Inspect, repair and maintain all lighting fixtures. (Check with manager to verify Landlord’s obligations)

· Inspect, repair and maintain plumbing and plumbing fixtures.

· Inspect, repair and maintain HVAC system in good working order. Assure that regular preventive maintenance is being performed. (Use independent contractor as needed. Contractor should inspect system prior to winter and summer months.).

· Inspect building and repair violations of building codes.

· Inspect building, common areas, parking lots and walkway to identify and repair potential safety hazards.

· Inspect roof for potential problem areas (check roof drains to make sure clear and baskets are used).

· Inspect and maintain appearance and function of mailboxes, intercom or security card access systems.

· Inspect and maintain appearance of building parking areas to assure no abandoned vehicles, broken glass etc. are present.

· Maintain proper building signage including parking area and directional signs.

· Maintain building directory signage. Update when tenants move in or out.

· Maintain timer systems (exterior lighting, building access etc.) for accuracy through seasonal changes.

· Inspect and maintain windows and blinds in good working order.

· Inspect and maintain appearance and function of fences.

· Check HVAC room for possible problems (timers unlocked, leaking pipes, etc.)

· Install and maintain locks throughout building. Keep master set of keys.

· Inspect, repair and prepare for leasing any vacant space.

· Coordinate timely delivery of all materials needed to provide quality customer service to all tenants.

· Maintain safety standards by removing snow and properly salting sidewalks and parking areas when necessary.

· Facilitate towing when necessary.
· Maintain properly dressed and groomed appearance while on duty according to the nature of the job.

QUALIFICATIONS:
· Verbal and written skills.

· Available for 24 hour on-call response to emergency calls and rotation weekend schedule.

· Ability to maintain building security systems.

· Basic knowledge of HVAC systems, electrical and plumbing systems.

· Minimum 3-5 years experience in commercial/residential real estate.

BEHAVIORAL CHARACTERISTICS:
· Ability to take initiative

· Research and problem solve

· Customer/Tenant Focus

· Flexible; Collaborative

· Team oriented

