ANOKA COUNTY COMMUNITY ACTION PROGRAM, INC.

1201 89t Avenue NE | Suite 3500 | Blaine, MN 55434
Phone: 763-783-4747 | Fax: 763-783-4700
Website: www.accap.org

JOB DESCRIPTION

Position Title: Facilities Coordinator FLSA: Non-Exempt
Class Title: Maintenance Worker
Range: 5

Reports to: Head Start Director

Position Requirements:

Education and Experience: Two (2) years technical degree or equivalent in building maintenance, HVAC, electrical, or mechanical
systems; three (3) to five (5) years related experience in commercial or institutional facility maintenance; or an equivalent
combination of education and experience.

Must hold a current Special or Second-Class Boiler License or be willing and able to obtain one within six (6) months of hire.
Experience leading or coordinating maintenance staff preferred.

Licenses Required: Valid Minnesota Driver’s license required.

Certifications Required: Special or Second-Class Boiler License required (or ability to obtain within six (6) months of hire). Universal
EPA 608 HVAC Certification (preferred). OSHA 10 or 30-hour certification (preferred).

Background Investigation Required: MN Bureau of Criminal Apprehension check and search on NSOPW.

Knowledge: Operation, maintenance, and repair of HVAC, boiler, plumbing, electrical, lighting, and mechanical systems. Building
automation and climate control systems. Preventive maintenance scheduling and facility safety standards. Basic budgeting and
vendor coordination. Familiarity with facility regulations applicable to Head Start programs.

Abilities: Ability to diagnose and troubleshoot complex mechanical, electrical, and HVAC issues. Ability to oversee and mentor lower-
level maintenance staff. Ability to plan, prioritize, and execute preventive and emergency maintenance. Ability to interpret building
blueprints, technical manuals, and safety data sheets. Ability to communicate effectively and professionally with staff, vendors, and
contractors.

Skills: Intermediate to advanced mechanical, electrical, and computer skills. Skilled in use of hand and power tools, diagnostic
equipment, and building automation systems. Strong organizational and record-keeping skills.

Duties and Responsibilities:

Perform and oversee maintenance of a 45,000 square foot Head Start facility, including HVAC, plumbing, electrical, and structural
systems. Maintain and operate boiler systems in compliance with state and local codes. Monitor and adjust building automation and
climate control systems to ensure energy efficiency and occupant comfort. Perform routine inspections of the building and grounds
to ensure systems operate safely and efficiently. Coordinate with external contractors and vendors for HVAC, security system,
snowplowing, appliances, etc. for specialized repairs or inspections. Lead and mentor maintenance staff in daily assignments,
ensuring work quality standards are met. Maintain maintenance logs, service records, and compliance documentation. Assist with
snow removal, grounds care, and building security systems as needed. Ensure compliance with OSHA, fire safety, and facility
maintenance regulations. Participate in capital improvement planning and facility upgrade discussions. Perform other duties as
assigned.

Essential Job Functions:

Able to lift and carry 75 pounds safely; prolonged standing, walking, bending, kneeling, and climbing. Must be available for emergency
call-ins or after-hours maintenance needs. Must be able to communicate effectively with staff, vendors, and supervisors. May work in
environments with exposure to heat, cold, noise, dust, cleaning chemicals, and outdoor elements. Must possess a valid driver’s license
and reliable transportation.

Posting Date: 10/31/2025 Location: Blaine, MN
Closing Date: Until Filled Supervisor: J. Cross
Status: Permanent/FT Wage: $23.14-25.38/Hour - DOQ

Benefits:Vacation, Sick, Holiday, Medical, Dental, Vision, Life, Disability, HSA, FSA, Dependent Care Reimbursement, Accident/Critical
Iliness Supplemental Insurance, 403(b) Retirement w/match.
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