Lake Huntington Summer Community

Maintenance Person Job Description

revised 08/15/02

The Maintenance Person is responsible for the maintenance and upkeep of the grounds and common buildings of the community. These responsibilities are comprised of seasonal tasks, recurring weekly tasks, as well as planned and emergency maintenance projects. The maintenance person is supervised by the Board member responsible for Buildings and Grounds, and will work with that Board member to prioritize the maintenance projects and determine the need for additional contracting assistance.

Following is a detailed description of the Maintenance Person responsibilities, which will be revised by the Board of Directors as needed. This is a summary of all of the required tasks to open, maintain and close the community. The Board may decide to distribute these responsibilities among several people, or to contract out sections of the work, such as cleaning services, pool prep, etc.

The LHSC Maintenance Guide provides detailed instructions for carrying out some of the maintenance tasks and supplements this job description.

Community Opening Tasks

General Tasks
· Turn on the community water/plumbing systems and check for & fix all leaks

· Arrange with Agway to turn on gas service – this should be done a month before the opening
provide Agway access to bungalows as needed

· Turn on the main electrical power and check that walkway/common lights are working properly
then turn off all walkway lights, bungalow lights, casino lights, etc until opening date

· Check all bungalows for storm or vandal damage and advise Board of any problems
· Clear and clean roads and if necessary, order more stone and place as needed

· Clear the grounds of debris accumulated over the winter

· Walk the grounds to identify required maintenance work and advise Board of required work

· Clear gutters and sweep clean roofs of leaves, etc and make note of any roofs needing repair

· Arrange with E&H fire in Jeff to check and service the fire extinguishers
· Tennis courts – unlock gates, put up nets, clean surfaces, weed-wack all around

· Tennis courts – brooms for removing water & sweeping leaves should be provided for each court

· Tennis courts – set up both tennis court water fountains and benches at both courts

· Put up swings that were stored in casino

· Check all playground equipment to ensure that it is safe and in good condition

· Have office phone service restored

· Review common buildings and pool filter room and determine need for painting

· Lubricate all washing machines (see maintenance guide)

· Remove plywood from casino windows
· Put up basketball backboards
· Set up volleyball court – net and boundary lines (stored in casino kitchen closet)
· Contact Board of Health for pool permits

· Contact George Walters to arrange for water tests
water testing must be done once each quarter – results are provided to us in duplicate
we must send one copy of the reports to the dept of health
Pool Prep
· Schedule opening with Wechsler – they will install equipment and ensure proper operation

· Pressure wash, grind/prime rusted areas, acid bath so paint takes better, paint

· Paint ladders and gate that separates deep and shallow ends – black paint was sticky this year

· Need good scrape job and paint well under the return line pipes
· Paint all steps such that they are not slippery

· Re-paint depth markers and white line around the pool (use “feet” instead of “ft”)
· Silicone the edge between pool lip and cement

· Install cartridge filters
· Replace filter room windows with screens

· Install window fan in filter room and vent chlorine tank to outside
· Set up pool furniture
· When pool pump is turned on note pressure before and after filters to use as baseline
· Take out storage box with first aid kit and water test kit from casino kitchen closet
Lakefront Prep
· Install lakefront docks and swim area perimeter buoy lines

· Set-up lake furniture (benches on dock and picnic table with umbrella) and life preserver
Community Closing Tasks

General Tasks
· Shut down and drain the community water/plumbing systems

complete drain down of all 55 units and all tanks

be careful about sequence of drain-down, let major part of water drain thru Gottlieb pipe

blow out all lines and put antifreeze in all sinks and traps

· Pull caps from wells

· Board up Casino doors and windows with plywood

· Notify Agway to shut off gas service

· Shut down all non-essential electrical lines
· Tennis courts - remove nets and pole and store in Casino and put antifreeze into upright holes

· Tennis courts - take down both tennis court water fountains and store in casino

· Tennis courts - lock tennis courts and laundry rooms

· Take down and store basketball backboards in casino
· Take down swings and store in casino
· Schedule free metal pickup with garbage company

· Take down volleyball net and boundary lines and store in casino
· Have maintenance office phone service turned off
Pool Closing
· Drain down pool and return lines and remove filter cartridges for Wechsler pickup
pressure test and then blow out the skimmer lines and main drain (Wechsler)

· Remove pump motor and chlorinator for winter service and storage (Wechsler)

· Plug skimmer holes and main drain (Wechsler)

· Bring pool furniture and all recreational devices into the Casino for storage

· Make sure chlorine tanks are emptied

· Replace window screens with windows

· Bring storage box with first aid kit, water testing kit and water test logs into casino kitchen closet

Lakefront Closing
· Remove lakefront docks, benches and umbrella, turn picnic tables sideways and chain and lock
General Maintenance

· Review work requests forms and schedule repair work as needed. Keep track of all work done in response to these forms on the back of the forms.
· Listen to messages left on maintenance office answering machine and respond as needed

· Maintain sites where garbage is stored and burned

· Sort and burn/remove garbage items that cannot be taken by the carter as needed

· Maintain lakefront area and remove belongings left behind to casino lost and found

· Water bogged areas should be roped off or wooden bridges put over them

· Add topsoil and re-seed areas as needed

· Lubricate washing machines once in the middle of the summer – key hole, coin holder, inside

· Repair of fencing as needed

· Light pruning of trees as needed

· Maintain snake path and prune overgrowth on path as needed

· Sweep away leaves that have gathered on or along inside perimeter of courts weekly
· Repair of common buildings and equipment as needed

· Below floor-board bungalow maintenance and repair as needed

· Bungalow pier maintenance as needed

· Maintain and safeguard community maintenance equipment

· General maintenance projects as determined by the Head of Grounds and Maintenance

· Handyman advisory services to individual bungalows to maintain them in working order
Pool Maintenance

· Primary maintenance will be performed by lifeguard and those duties are listed in the lifeguard contract
· See the LHSC Maintenance guide for detailed instructions on pool maintenance
Yearly and Bi-Yearly Tasks

· Shave and re-paint community water tanks every two years

· Contact George Walters in mid-July to arrange for second water test

Record Keeping

Accounts will be set up at appropriate suppliers – supply treasurer with records of supplies and materials used

Maintenance Office

The maintenance staff will have the use of the maintenance office. The office should contain a lock box, with labeled keys to all locks on the property.

Handyman Services to Individual Bungalows

Private work may be done for cooperators but this work cannot be arranged for or done during the hours of employment.

