TLCS EMPLOYMENT OPPORTUNITIES

WE MAKE A DIFFERENCE IN THE LIVES OF OTHERS – WANT TO JOIN OUR TEAM?  As of April 1 2014 TLCS currently has a position opening in our agency.  
TLCS, Inc.  is an award-winning, highly respected non-profit social rehab agency which focuses on helping transform the lives of psychiatrically-disabled adults who are homeless or at risk of homelessness.  We have been in business for 31 years and are growing!   

TLCS AVAILABLE POSITION:
On-Site Maintenance/Janitorial - part time (12 hour per week) non-exempt position starting at $11.33 per hour and includes a two bedroom apartment and utilities (does not include telephone /cable).   This position will work Thursday – Monday (days off Tuesday and Wednesday), evening and weekend hours vary.  

SUMMARY OF JOB:


Under the direct supervision of the Real Estate Asset Manager, the Onsite Maintenance Technician/Janitor is responsible for completing necessary maintenance and repairs/janitorial duties and responds to any emergency calls day or night for TLCS’ Folsom Apartments.  This position also assists in keeping the property in a favorable setting and condition with HUD’s Housing Quality Standards requirements. 

Since this position requires the staff person to live on-site (full-time), a two bedroom apartment plus utilities will be included as part of the compensation package. 

ESSENTIAL DUTIES and RESPONSIBILITIES: (Representative List Only)
· Must live full-time onsite and respond to any emergency calls during the night and day as needed.  

· Work with all clients and co-workers in a respectful, professional and dignified manner.

· Maintains property by investigating and resolving tenant complaints; enforcing rules of occupancy; questioning intruders and inspecting vacant units for damages.

· Secures property by maintaining and reviewing security cameras; enforcing precautionary policies and procedures; responding to emergencies and resolving problems following Management rules and regulations. 

· Enforces occupancy policies and procedures by confronting violators.
· Prepares daily reports of all activities and submits to the supervisor.
· Conducts regular community inspections daily and nightly for lights and suspicions activity.

· Inspect grounds, facilities, and equipment routinely to determine necessity of repairs or maintenance.

· Solicits and analyzes bids from contractors for repairs, renovations, and maintenance. 

· Maintains community appearance and ensures repairs are noted and completed on a timely basis. 
· Insures that all service requests are recorded and communicated appropriately to maintenance.
· Assists the Real Estate Asset Manager (or designee) and the Safety Committee Chair Person with follow-up inspections for Folsom Apartments.

· Reviews all maintenance request forms with the Real Estate Asset Manager (or designee) or the Residential Property Manager in order to plan work accordingly.

· Transports and picks up all supplies and/or purchases necessary to complete repairs and/or any supplies, furniture, appliances, etc., needed at the facility.

· Schedules repair times with the Residential Property Manager and/or program staff and residents at Folsom Apartments.

· Coordinates, schedules, and supervises contractors/vendors at the property as requested by supervisor.

· Completes repairs to include light plumbing, electrical, carpentry, lock repair/replacement, small appliance repair (i.e. disposals), drywall patching, and painting.

· In conjunction with the Real Estate Asset Manager and Residential Property Manager, plans/coordinates all purchases, i.e., supplies, appliances etc.

· Conducts maintenance, cleaning and grounds maintenance projects as assigned by the Real Estate Asset Manager.

· Maintains exterior lighting and sprinkler systems at the property.

· Hauls debris, cleans dumpster area. 

· Performs all janitorial duties, such as cleaning the community room, offices, restrooms, laundry and grounds.  Mops, sweeps and all other related janitorial duties.   

· Unit turnovers - apartment cleaning and painting as required. 

· Assembles furniture as needed.

· Organizes/stores items in storage units.

· Moves furniture, office supplies, janitorial products, etc. 

· Changes all air conditioning/heating filters as needed.

· Keeps accurate, up-to-date records of repairs and renovations.

· Assists the Real Estate Asset Manager and the Residential Property Manager in pricing/procuring major purchase items.

· Develops appropriate community resources and service vendors for the furnishing, maintaining and repairing of leased residential units.

QUALIFICATION REQUIREMENTS:
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed below are representative of the knowledge, skill and/or ability required.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

EDUCATION and/or EXPERIENCE:

· Two years’ experience conducting maintenance and repair on residential/commercial properties.

· Two years janitorial experience on residential/commercial properties.

· Two years’ experience living on-site responding to emergencies and performing security

· Demonstrated experience purchasing supplies and materials necessary for repairs on residential/commercial properties.

· Demonstrated experience procuring bids with various vendors and contractors on major repair work.

LANGUAGE SKILLS:

· Demonstrated ability to read and comprehend directions in English.

· Effective English written communication skills.

· Effective English verbal communication skills.

· Bilingual or multi-lingual skills desirable.

COMPUTER SKILLS:

· Knowledge of and experience working with Microsoft Word and Outlook.

CERTIFICATES, LICENSES, REGISTRATIONS:

· Provide own automobile, possess a valid California Driver’s License and have adequate vehicle insurance as required by California state law. In addition, employee’s driving record must meet, and continue to meet, the underwriting standards established by the generalized driving guidelines used by our insurance broker.

· Must have at least 3 or more years of driving experience.

· Obtain Pro-Act Certification within the first year of employment  with TLCS.

· Valid CPR and First Aid certificates must be obtained before completing 6 months of employment with TLCS.

OTHER SKILLS and ABILITIES:

· Must be highly motivated with an ability to manage time effectively, prioritize workload to complete assigned work on time, and perform work in an independent fashion.

· Possess own small hand tools and be able to safely use power tools and equipment.  Must keep separate inventory of all personal and Agency tools.

· Ability to communicate and interact with adults who have a psychiatric disability.

· Ability to communicate and interact with adults who have acute and/or chronic physical       health issues.

· Ability to maintain necessary paperwork (e.g., time sheets, petty cash expenditures, budget requests, purchase orders).

· Demonstrated ability to maintain confidentiality.

· Effective interpersonal skills, with demonstrated ability to work effectively in a team setting, and work cooperatively with other staff, individuals with psychiatric disabilities, staff from outside organizations and agencies, and members of the community.

· Demonstrated professionalism, with the ability to meet and deal tactfully with TLCS staff, clients, other individuals with psychiatric disabilities, and the public.

· Demonstrated ability to work under pressure, function in stressful situations, and be cooperative and dependable under stress.  

· Demonstrated ability to multi-task and manage multiple priorities, along with the ability to easily and readily adapt to the changing needs of the department.

· Demonstrated ability to deal resourcefully with problem situations.

· Understand the importance of, and be committed to, providing culturally competent services.

· Ability to pass clearance of the Federal Bureau of Investigation (FBI) and/or Department of Justice (DOJ) background screenings.

DESIRABLE QUALIFICATIONS:

· Valid CPR and First Aid Certificates.

· Work, volunteer or life experience with persons with mental health issues, substance abuse problems, or homelessness. 

· Consumer of mental health services or a family member of a mental health consumer.

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.

The employee is frequently required to:

· Stand, walk, sit and maneuver stairs.

· Speak, listen and observe.

· Read instruction manuals and a variety of correspondence.

· Use fingers and hands in a variety of tasks, including computer usage.

· Crouch or kneel.

· Lift and/or move up to 50 pounds.

· Move about in a variety of properties, areas and environments.

The employee is occasionally required to:

· Lift and/or move up to 100 pounds.

FINAL FILING DATE:  Until Filled
To apply please send a cover letter and resume to:

TLCS

Human Resources Dept.

2277 Fair Oaks Blvd, Ste 440

Sacramento, CA   95825
FAX:  (916) 441-6893

E-MAIL:  hresources@tlcssac.org
TLCS offers a great benefit package as well as a 5% increase in salary upon successful completion of initial 6-months of employment.  

TLCS is an Affirmative Action/Equal Opportunity Employer.  Our agency embraces a diverse & culturally rich workforce.  We welcome all candidates to apply, without regard to race, color, creed, sex, age, religion, national origin, sexual orientation or physical or mental disability.

NOTE:    If you are selected for an interview, you will hear from the Hiring Manager by telephone or e-mail (if applicable).   

An application form may be obtained http://tlcssac.org/sites/default/files/pdf_files/Employee%20Application%20-%20Fillable.pdf
Due to the high volume of applicants, please be patient while your resume is being processed, and we ask that you do not contact the Human Resources Department to ask about the status.  

