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WALLA WALLA HOUSING AUTHORITY 
 

POSITION OUTLINE 
 

Position Title:  Maintenance Director           Reports To:  Executive Director 
 
Name of Incumbent:                 Outline Revised Date:  6/15/2021 
 
 
MISSION STATEMENT 

The Walla Walla Housing Authority creates housing choices and energizes neighborhoods 
while focusing on providing opportunities for low to moderate income families to prosper with 
dignity and respect. 

 
VISION STATEMENT 

The Walla Walla Housing Authority effectively increases housing options and partnerships to 
create healthy communities where people choose to live, work and play. 

 
CORE VALUES: 
 Respect – Integrity – Compassion – Commitment – Fairness – Community – Trust – Quality 
 
 
JOB SUMMARY: 

Under the direction of the Executive Director, is responsible for oversight and monitoring of the 
physical and fiscal operations of the Authority’s assets.  Asset management combines the 
management of the financial and physical aspects of each property to achieve the financial and 
social goals of the Authority.  Administer affordable housing programs; coordinate assigned 
activities with other departments and outside agencies, prepare reports of activities, recommend 
changes to promote efficiencies and promote teamwork and cooperation with other team 
members.  Provide leadership to enhance the department and organization. 
 
Equity Work: 

o Support anti-racist work 
o Support integration of equity perspectives and structures into all aspects of the 

organizational operations and planning 
 
Employee Classification:  Regular Full-Time 
 
Department of Labor Classification:  Exempt 

 
 
SUPERVISION EXERCISED: 

Provides supervisory assistance and direction to all reporting personnel.  
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DESCRIPTION OF DUTIES AND RESPONSIBILITIES: 
The following represent the major essential and secondary duties of the position, however they are 
not intended to be all-inclusive.  The Housing Authority reserves the right to change, reassign, or 
combine job duties at any time.   
 

 

ESSENTIAL JOB FUNCTIONS: 
 

1. Accomplish staff results by communicating job expectations. 
 Plan, monitor, and appraise job results. 
 Coach and provide daily supervision of Maintenance Technician II positions. 
 Recommend appropriate personnel actions. 
 Conduct annual performance reviews. 
 Initiate, coordinate, and enforce systems, policies, and procedures. 
 Implement training/education programs for new and existing staff. 
 Oversee and ensure the provision of appropriate safety training for maintenance staff; 

training areas include OSHA mandated and other safety/occupational health programs. 
 

2. Plan, direct, and coordinate asset management work plan. 
 Utilize “Property and Asset Management Best Practices” in performance of core 

responsibilities including operating, maintaining and upgrading assets cost-effectively. 
 Participate in the budgeting process. 
 Assign projects and programmatic areas of responsibility. 
 Review and evaluate benchmarks, work methods, policies and procedures to identify 

and improve WWHA’s portfolio operating performance. 
 Identifies and purchases equipment and supplies used in the care and maintenance of 

offices, buildings and grounds. 
 Meet with key staff to identify and resolve problems. 
 Assess and monitor workload, administrative and support systems, and internal reporting 

relationships; identify opportunities for improvement; direct and implement changes. 
 Develop and implement best practices and policies concerning City code enforcement, 

material and supplies, safety rules and regulations, ADA policies and practices, etc. 

 
3. Support the Executive Director in assessing the property portfolio to determine the highest and 

best use of each property and analyze the need to re-capitalize, reposition, demolish and/or 
redevelop each property. 
 Oversee the short and long term physical operations of WWHA’s real estate portfolio. 

Work with property management and department directors in evaluating operations to 
ensure compliance with federal, state and local requirements and to maintain systems at 
an optimal and cost effective level; direct programs, projects and operational changes to 
meet these requirements.  

 Organize, control, integrate and evaluate the work of maintenance operations across the 
portfolio to ensure that the operational performance and maintenance of portfolio 
properties meet WWHA's standards. 

 Direct and participate in analyses and prepare recommendations and reports regarding 
rehabilitation and maintenance projects and activities, capital development, staffing 
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requirements and other technical issues within the portfolio; determine time, equipment, 
material personnel and operational adjustments to meet these requirements. 

 Plan, coordinate and direct maintenance, rehabilitation and repair projects. Establish 
schedules for providing maintenance services; identify resource needs; review needs with 
management staff; allocate resources accordingly. Coordinate and inspect major contract 
work on electrical, plumbing, mechanical and other related systems. Work with property 
management staff to prepare scopes of work for capital and large maintenance projects.  

 Partner with the property management to develop, implement and monitor preventative 
maintenance schedules. Prepare reports on work performed, cost of services and 
preventative maintenance program operations. 

 Work with property management and the Finance Director in the development and 
preparation of portfolio capital needs assessments, scopes of work for capital 
improvements and associated budgets. 

 Act as a liaison between external partners and/or contractors and internal stakeholders to 
aid the effective and efficient execution of assigned projects.  

4. Provide staff assistance to the Executive Director; prepare and present reports and other 
necessary correspondence. 
 

5. Within assigned area, responsible for the functionality of Yardi software system. 
 

6. Maintain professional and technical knowledge by attending educational workshops; reviewing 
professional publications; establishing personal networks. 

 Maintain close contact with other service agencies and/or organizations to provide 
information and referral services to residents and applicants.  Provides input for 
resident programs.  Stay abreast of new trends and innovations. 

 Attend and participate in professional group meetings; stay abreast of new trends 
and innovations in the housing management field. 

 Promote WWHA programs. 
 

7. Perform other essential duties and tasks as assigned.  
 

JOB QUALIFICATIONS: 
 
To perform this job successfully, an individual must be able to perform each competency 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 job 
competencies 

 Operations, services and activities of a comprehensive maintenance program;  

 Methods, practices, techniques and equipment used in the construction, maintenance, repair and 
rehabilitation of building systems; 

 Practices, methods and materials used in a facilities maintenance program; 

 Principles and practices of program budget development, coordination, and administration; 

 Planning, budgeting, organizing and scheduling of maintenance and rehabilitation programs and 
projects;  
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 Principles of management, supervision, training, recognition, and performance evaluation; 

 Modern and complex principles and practices of the building trades including carpentry, HVAC, 
plumbing, painting, electrical, and mechanical services and systems; 

 Public agency procurement regulations; 

 Operational characteristics of tools and materials used in building and construction maintenance 
programs; 

 Principles and practices of report preparation; 

 Occupational health and safety regulations, safe use and storage of hazardous materials and EPA 
regulations; 

 Modern office procedures, methods and equipment including computers and supporting internet, 
research, database, word processing and spreadsheet applications; 

 Housing Quality Standards and applicable building and safety codes; 

 Pertinent Federal, State and local laws, codes and regulations. 

Ability to: 

 Exemplify traits that reflect the agency’s culture, including integrity, a customer service 
orientation, cultural sensitivity, trustworthiness, flexibility and a willingness to change; 

 Build and sustain collaborative work relationships both inside and outside the agency; 

 Develop and oversee facilities maintenance programs; 

 Inspect and maintain the electrical, plumbing and other related systems of all locations; 

 Inspect and maintain the heating, cooling and ventilation and boiler systems; 

 Prepare and administer maintenance program budgets; 

 Develop, review and approve maintenance standards, plans and specifications; 

 Prepare and retain detailed reports, records and files; 

 Communicate clearly and concisely, both orally and in writing; 

 Communicate and work with individuals and households with multiple, severe and chronic 
disabilities, mental illness, and diverse social and economic backgrounds; 

 Operate office equipment including computers and supporting, internet, research, database, 
word processing and spreadsheet applications; 

 Aptitude and interest necessary to further develop knowledge and abilities. 

 

EDUCATION AND EXPERIENCE: 

Any combination of education and experience that would likely provide the required knowledge and 
abilities is qualifying.  A typical way to obtain the knowledge and abilities would be: 

Education: 
Equivalent to a trade certification, post secondary studies, or a bachelor’s degree from an 
accredited college or university and ongoing building trade, property management, 
supervisory, and maintenance planning workshops. 

Experience: 
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Five years of increasingly responsible residential or commercial property maintenance 
experience including three years of management and supervisory responsibility. 

License or Certificate 
Possession of an appropriate, valid Washington or Oregon State driver’s license. 

 
 
 

PHYSICAL DEMANDS AND WORKING ENVIRONMENT 

The conditions herein 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 these essential job functions. 

Environment:  
Normal office setting with some travel to attend meetings or conduct housing inspections. 

Physical:  
Incumbents require sufficient mobility to work in an office setting, operate office equipment, 
travel to various locations and conduct site inspections. 

Vision:  
Vision sufficient to read small print, computer screens and other printed documents. 

 
The statements contained here reflect general details as necessary to describe the principle functions of 
this job, the level of knowledge and skill typically required and the scope of responsibility, but should 
not be considered an all-inclusive listing of work requirements.  Individuals may perform other duties as 
assigned, including work in other functional areas to cover absences or relief, to equalize peak work 
periods or otherwise to balance the workload. 
 
The WWHA complies with State and Federal laws and regulations relating to discrimination in 
employment, including the Americans with Disabilities Act (ADA) of 1990.  WWHA does not 
discriminate on the basis of handicapped status in the admission or access to its federally assisted 
programs or activities. 
 
 
SALARY RANGE:  
  
 Per Personnel Policy. 
 
 
 
I certify that my supervisor has explained the above position outline to me. 
 
 
 
________________________________________________________________________________ 
Employee's Signature          Date 



 

MAINTENANCE DIRECTOR:  Regular, full-time exempt position; salary is dependent on qualifications; 
range is $56,409.60 - $74,431.27.  Core work hours are Monday through Friday, 8:00am to 5:00pm.   
 
Walla Walla Housing Authority offers the following to its employees: 

 Competitive wages 
 

 Health coverage plans begin after the first full calendar month of employment.  Employees have the 
option of adding dependents under the group plan at their cost, through payroll deduction. 

o Employee’s cost share for employee-only coverage is 20% of the monthly premium; 100% of the 
monthly premium for added dependents. 

 
 Retirement in Washington State’s Department of Retirement Systems Public Employees Retirement 

System (PERS), in lieu of Social Security withholdings.  Enrollment is required and membership 
includes a one-time duty-related death benefit. 
 

 Deferred Compensation Program (DCP) through Washington State Department of Retirement Systems, 
a voluntary supplemental retirement savings program that offers the opportunity to invest money toward 
retirement goal. 
 

 Cafeteria 125 Plan, allows employees to pay certain qualified expenses (such as health insurance 
premiums) on a pre-tax basis, thereby reducing their total taxable income and increasing their 
spendable/take-home income.  Participation is optional, at employee cost, and through payroll 
deduction, with no administrative cost to the employee.  

 AFLAC supplemental insurance:  participation is optional, at employee cost, and through payroll 
deduction, with no administrative cost to the employee. 
 

 Employees receive 11 paid holidays. 
 

 Paid Time Off (PTO) provides compensated time off for the employee to use as the employee 
determines it best fits his/her personal needs, as set forth below.  PTO is provided in lieu of vacation, 
annual leave, and sick leave.  PTO begins to accrue upon hire date on the following basis for regular 
full-time employees; regular part-time employees shall accrue in proportion: 
 

Years of 
Service 

Hours per pay 
period 

Hours per 
month 

Hours per 
year 

Days per 
year 

0 – 4 6 12 144 18 
5 – 9 7 14 168 21 
10 + 8 16 192 24 

 
Our Core Values: 
Respect – Integrity – Compassion – Commitment – Fairness – Community – Trust - Quality 
 
Our Mission Statement: 
The Walla Walla Housing Authority creates housing choices and energizes neighborhoods while focusing on 
providing opportunities for low to moderate income families to prosper with dignity and respect. 
 
Our Vision Statement: 
The Walla Walla Housing Authority effectively increases housing options and partnerships to create healthy 
communities where people choose to live, work and play. 
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