POSITION DESCRIPTION Position Number: 031967
Facilities Repair Worker

Facilities Management Group 1, Bureau of Building Management

Division of Facilities Management

Position Summary

Under the general supervision of the Building and Grounds Supervisor, Bureau of Facilities Management,
this position is primarily responsible for the cleaning, minor repairs and preventive maintenance of
building systems and components and general maintenance of the State Capitol and other State
Facilities. This position will perform day porter maintenance functions, contractor escorts, and
assistance with event setups at the State Capitol.

This position is expected to provide quality customer service to our guests and tenants in the State
Capitol; provide quality customer service to our staff including, but not limited to, custodial, mechanical
maintenance, trades, State Capitol Police, and administration; provide other maintenance or minor
repairs on building systems and components as well as collaborating with building occupants and Facility
Managers with recommending, implementing and maintaining energy saving initiatives; provide support
and assist as needed in the implementation of plans and procedures in the event of an emergency; work
collaboratively with the supervisor and team; use good judgment and critical thinking skills; be
respectful and considerate of working within a National Historic Landmark and the Seat of Government
for the State of Wisconsin. This position concerns itself with total building operation, both interior and
exterior. The Department of Administration owns and maintains several different properties/locations.
At times, based on operational need, this position may be temporarily re-assigned to a different
property/location. Notice of temporary location reassignment will be given whenever possible.

45%  A. Under the supervision of the Building Superintendent and/or direction of the
Maintenance Mechanic Lead worker perform manual work of a heavy physical nature related to
general building mechanical and preventative maintenance activities at the State Capitol.

Al Responsible for the maintenance and general cleaning of interior surfaces of the Capitol
Building.

A.2. Erect and tear down scaffolding utilized in support of cleaning efforts.

A3. Utilize prescribed procedures and chemicals or cleaning agents to clean interior surfaces

and employ proper cleanup procedures in the event of Blood Borne Pathogens (BBP) or
Other Potentially Infectious Materials (OPIM).

A4, Perform other duties, projects and assist other staff as required, directed or assigned.

A.5. Move furniture and equipment. Deliver shipments received at the dock. Setup and take
down tables, chairs and other equipment.

A.6. Maintain integrity of issued keys and equipment.

A7. Participate in annual health and safety training programs as required.



30%

20%

A.8. Communicate safety procedures and concerns to staff, supervisors, and guests.
A9. Ensure building safety by un-propping doors, addressing non-escorted guests, lock and

unlock doors, etc.

B. Perform maintenance and mechanical work by assisting craft workers in electrical,
carpenter, heating, ventilation and air conditioning work of the State Capitol.

B.1. Work with steamfitters and maintenance mechanics in air handler filter changes when
required.

B.2 Assist in remodeling and improvement projects such as wall construction, painting and
demolition.

B.3 Work with mason and painters in preparation and repair work. Perform caulking and

maintenance painting work.

B.4. Work with the carpenter to install walls. Replace and repair ceiling tiles and flooring.
Lubricate door hinges, repair door closures and related hardware.

B.5. Refill restroom supplies when required.
B.6. Assist in remodeling and construction projects as required or directed.
C. Work with maintenance mechanics, laborers and other facility repair workers that may

be of a heavy physical nature. Assume additional duties when others are absent in the State
Capitol.

C.1. Maintain sidewalks, entrances, and steps by sweeping, cleaning, shoveling snow and
snow plowing. Clean sidewalks of trash, debris, or graffiti.

C.2. Emptying and cleaning trash receptacles and replacing with new trash can liners.

C.3. Maintain shops, work areas, garages and storage areas. Keep free from dirt and debris
on a daily basis.

Cc.4. Perform Custodial duties as required, directed or assigned. Clean up spills and accidents
using approved preventative maintenance cleaning procedures. Clean and sanitize
restrooms using approved preventative maintenance cleaning procedures, restock
supplies.

C.5. Notify the supervisor of equipment and facilities in need of repair and/or replacement.
Notify supervisor or lead worker of supplies that are low in stock and need
replenishment. Keep records and make reports. Maintain accurate time reports.



5%

C.6. Inspect and maintain fire extinguishers, fire equipment and building fire alarm system.
C.7. Perform truck deliveries and parts runs.
C.8. Provide support, cover for other units as operational needs demand, complete projects,

and assist as needed in the implementation of plans and procedures in the event of an
emergency, following the Continuity Of Operations Plan (COOP).

D. Other work assigned may include tasks not specifically enumerated above which are of a
similar kind and level.

Knowledge, Skills and Abilities:

9.

10.

11.
12.
13.
14.

15.
16.
17.
18.

Ability to read and understand operation manuals and related documents.

Intermediate knowledge of institutional or commercial custodial procedures, methods,
techniques, and equipment used in a large-scale custodial operation.

Intermediate knowledge of custodial and mechanical tools, equipment, and setups.
Ability to operate mechanical equipment correctly and safely.

Intermediate knowledge of occupational hazards and safety precautions related to maintenance
and custodial operations.

Ability to work independently and use sound judgment.

Ability to perform duties promptly and efficiently under pressure of deadlines and with
interruptions.

Basic knowledge and skill in paper and electronic record keeping and inventory practices,
procedures, and supply ordering.

Basic knowledge of organization of resources, materials and equipment.

Basic knowledge of the planning and service necessary to efficiently set-up and tear-down
equipment for events.

Provide customer service to customers and the public.

Basic keyboarding skills and some experience working with computers.

Ability to give basic instructions to others.

Ability to maintain effective working relationships with fellow workers, tenants, and guests from
diverse backgrounds who may speak multiple languages.

Ability to be flexible in order to meet the needs of the customers.

Basic math skills.

Ability to work with various staff in a team atmosphere on a project-by-project basis.
Ability to communicate effectively, both orally and in writing.

Special Requirements:

A Criminal Background Check Will Be Conducted

The worker must be able to perform the following physical job demands throughout the
workday with or without a reasonable accommodation:



> Ability to climb stairs, ladders and scaffold and work at heights above 20 feet in order to
reach HVAC/Refrigeration equipment, to perform duties within extreme temperature
ranges for performing outdoor maintenance in the summer and the winter, and to
enter, exit and perform duties in confined spaces to address equipment performance
problems.

> Ability to lift up to 50 Ibs., with or without assistance, and stoop, crawl under or over
equipment and other non-standard height spaces in order to perform repair and
maintenance duties.

. Ability to work some nights and weekends to respond to critical building issues, conduct
preventive maintenance and testing of the systems.

. Valid driver’s license and the ability to meet DOA Fleet standards in order to drive state-
owned vehicles for the performance of job duties, or ability to provide one’s own
transportation.

Schedule

8 hours daily between the hours of 7:00 a.m. to 5:00 p.m., Monday through Friday, as determined at the
time of offer and as assigned by the supervisor. Some mandatory overtime and change of shift hours
will be necessary based on operational needs.



