
The Humane Society of Southern Arizona 
Job Description 

 
Title:     Maintenance Supervisor 
Department:  Maintenance 
Reports to: Director of IT and Facilities Operations  
Salary Level: 5 (non-exempt) 
                                                                                                                                      
Job Purpose: 
 
Responsible for the maintenance and repair all facilities and grounds, including but not limited to the 
facilities plumbing, heating, cooling with emphasis on maintaining and addressing electrical systems; keep 
premises safe and comfortable for the animals, the public and the employees; assist the Facilities Lead with 
the maintenance of all HSSA vehicles, purchase parts and supplies, and perform preventative maintenance; 
deal with vendors and suppliers. Supervise 2 to 3 Department of Correction crew members assisting with 
maintenance duties. 
 
Essential Duties and Responsibilities: 
 

 Continual monitoring of all facilities for needed replacements, maintenance, preventative maintenance 
or repair. 

 Identify, report, correct safety hazards facilities wide. 

 Identify, address, repair and replace minor electrical needs.   

 Identify, address, repair and replace minor plumbing needs.   

 Plan and assist supervision on new construction, building, installing needed outlets, wiring/conduit, 
lighting systems, and related  I.T install needs. 

 Assist in providing estimates and material needs on planned or updating projects 

 Implements plans and ideas and constructs builds from start to finish. 

 Welding (trade school) experience in fabrication and related required repair. 

 Paint both interior and exterior of facilities as needed. 

 Replace and/or repair valves, fuses, filters, pipes and fittings as needed. 

 Clean drains, open sinks and toilets, and unplug drains and pipes as needed. 

 Order and pick up materials as needed for various construction and/or repair projects. 

 Deal with the public, vendors and suppliers, in the acquisition of materials and supplies.  

 Build racks, stands, tables and other items, as needed or requested by department managers. 

 Maintain an adequate supply of parts for replacements, such as light bulbs, fuses, hardware, etc. 

 Maintain the grounds and equipment in a manner which provides a safe, clean and well-groomed 
environment. 

 Maintain the physical condition of all facilities, both interior and exterior. 

 Procure needed supplies for department. 

 Perform customer service to the standards set forth in HSSA’s employee manual. 

 Drive company vehicle in performance of company business. 

 Train and supervise 2-3 D.O.C. crew members in accordance with the standards set forth by the 
Department of Corrections. 

 Provide daily transportation, in company vehicle, of the DOC inmates to and from the prison to main 
campus. 

 May train and supervise volunteers for the Maintenance Department. 

 Maintain all vehicles to insure that they are safe and dependable. 

 Perform other duties as required. 
 
Working Conditions: Work is performed in all areas of the organization and in work shop. Potential 
exposure to zoonotic diseases, dangerous and fractious animals, high noise levels when in kennels or when 
working with power tools, hazardous chemicals, and sharp objects. Field conditions may be encountered. 



Able to lift up to 50 lb. , long periods of standing, bending, stooping, reaching and working outdoors in differing 
climates.  
 
Performance Factors and Necessary Skills: 
  
Communication and Contact: The Maintenance Supervisor communicates effectively both verbally and in 
writing with superiors, colleagues, and individuals inside and outside of HSSA and has respect and tact and 
above average communication and customer service skills.  
 
Attendance and Dependability: The Maintenance Supervisor can be depended on to report to work at the 
scheduled time and is seldom absent from work and can be depended upon to complete work in a timely, 
accurate, and thorough manner and is conscientious about assignments.  
 
Relationships with Others:  The Maintenance Supervisor works effectively and relates well with others 
including superiors, colleagues, and individuals inside and outside of HSSA and exhibits a professional 
manner in dealing with others and works to maintain constructive working relationships.  
 
Skills:  
 

 Knowledge of basic animal care. 

 Knowledge and experience in electrical plumbing, carpentry, heating, and cooling systems, as well as 
vehicle maintenance and general overall maintenance and repair. 

 
Qualifications/Educational Background: 
 

 High School diploma. 

 1 year supervisory experience required. 

 Electrical Experience required 

 Plumbing experience required 

 Basic welding / metal fabrication 

 Safety (OSHA) certified 

 Inmate handling certification  

 Must be able to communicate in written and oral form and complete required paperwork accurately, 
legibly and timely. 

 Possession of a valid Arizona driver’s license and driving record acceptable to HSSA insurance carrier. 
 
 
This job description is not intended to be an exhaustive list of all duties, responsibilities, skills, efforts or working conditions or 
qualifications associated with the job. While this is intended to be an accurate reflection of the current job, management reserves 
the right to revise or to require that other or different tasks be performed when circumstances change,  for example, emergencies, 
changes in personnel, workload, rush jobs, or technological breakdowns in departments.  

 
Acknowledgement & Receipt 

 

I acknowledge that I have received, read and sought clarification of any questions I have about the content 
of this job description. 

 
 
 

___________________________________  _____________________________ 

Employee Signature    Date 
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