	
	
	



Seasonal Facility Maintenance Position – Discover Valdez Visitor Center
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Job Description 
DISCOVER VALDEZ is seeking a high-performing Facility Maintenance Staff Member to join our team. As the sole maintenance position, you will be charged with upholding the daily, weekly, and monthly maintenance schedules of our 3,000 square foot Visitor Center, under the lead of the Executive Director. In this position, you will create strong relationships with Discover Valdez staff, conduct basic cleaning and facility maintenance tasks, complete building inspections and file reports, coordinate with contractors and vendors for services, and support the Operations Manager on both short-term and long-term projects.
DISCOVER VALDEZ promotes a company culture that encourages our team members in continued success through great morale, education expansion, and professional growth opportunities. We are willing and excited to train someone with the right attitude.  

Job Title:	Facility Maintenance Staff 
Reports To: 	Executive Director 
Position Summary: 
As a Maintenance Staff Member, you will work with the Executive Director and/or Operations Manager to uphold daily, weekly, and monthly facility maintenance schedules.  You will work alongside a diverse team, under the direction of the Executive Director. You will be tasked with maintaining databases, invoice processing, and supporting strong internal communication. You may also assist our team by providing information about Valdez to visitors via phone, email, or in person, and other duties as requested. This position is part-time, seasonal, with flexible hours throughout the year based on tourist visitation, facility needs, local events, and other factors.
Maintenance Staff Responsibilities: 
· Complete cleaning checklists at the Valdez Visitor Center, providing documentation.
· Complete weekly, monthly, bi-annual and annual facility maintenance checklists, providing documentation for the Operations Manager and making recommendations for future facility needs.
· Read, respond, create and send emails. 
· Plan and organize facility projects involving vendors and/or contractors as needed. 
· Meet with the Operations Manager to review facility projects and strategically plan for upcoming projects.
· Work with volunteers, board members, staff, and other relevant personnel to accomplish the Discover Valdez Strategic Plan and Operating Priority goals.
· Perform semi-skilled facility maintenance tasks such as painting, drywall repair, light construction, snow/ice removal, basic plumbing repair, industrial lighting installation/maintenance, storage/movement of office furniture/equipment, and similar.

Soft Skills Desired
· Integrity: High level of personal and professional integrity.
· Commitment: Natural consistency in commitment to leadership; ability to mirror the Executive Director’s vision and project it to visitors, staff, board members, and the public. 
· Communication: Demonstrated ability to effectively interact with diverse individuals verbally and in writing.
· Professional Demeanor: Reflects the Discover Valdez organizational values of great morale, education expansion, and professional growth.
· Organizational Skills: Attention to detail, ability to prioritize tasks, and ability to manage multiple projects simultaneously while meeting or exceeding deadlines.
· Critical Thinking: Ability to see growth opportunities for self and the organization; ability to receive feedback with a growth mindset and learn new skills as requested.
· Innovation: Ability to determine unique solutions when presented with challenges; ability to see what needs to be done and optimize the way to do it.
· Initiative: Energy and productivity are consistently strong, even when unsupervised.
· Follow Through: Consistency in outcome delivery; commitment to finishing tasks; results-oriented and communicative.
· [bookmark: _Int_h9v0hbZO]Flexibility: Willing and able to adapt to changes while focusing on team success.




Hard Skills Desired
· Technology Skills: Proficiency in Microsoft Office Suite, including Word, Excel, Outlook, and OneDrive; proficiency with office technological equipment such as laptops, desktops, copiers, printers, and laminators.
· Calendar Management: Ability to efficiently manage complex schedules.
· Financial Processing: Ability to process invoices through our financial platforms; knowledge of basic financial reporting and processing; understanding of accounts payable and receivable is a plus.
· Document Maintenance: Ability to create and maintain documents to support facility project management is required.
· Tools and Equipment: Ability to use basic maintenance tools and equipment including, but not limited to, hammers, drills, saws, painting supplies, lawn mowers, string trimmers, levels, vacuums, mops, ladders, and similar.

Additional Duties May Include 
· Set and/or support annual maintenance budget goals.
· Collaborate with other departments to implement strategies for financial efficiency and facility safety.
· Ensure quality control in all areas of the Visitor Center. 
· Develop relationships with the Valdez community, including events staff, vendors, contractors, City employees, Discover Valdez board members, tourism industry companies, promoters, and similar.
· Other duties as required.

Position Requirements
Candidate must have: 
· High School Diploma or Equivalency Exam completion.
· Valid Alaska Driver’s License, or ability to obtain one within 14 days of hire.
· Enthusiasm for Valdez and the success of its tourism industry.
· Experience with basic tools and maintenance equipment.
· Ability to pass a state and federal background check.
Physical Demands and Work Environment
· Work is performed in an office environment, storage and maintenance environment, within the community of Valdez, Alaska and outdoors.
· Work requires the ability to operate standard office equipment and keyboards.
· Must have the ability to walk short to moderate distances daily in all weather conditions. 
· [bookmark: _Int_cDFzWUnF]Required to stand, walk and sit; talk and hear, both in person and by telephone; use hands to handle objects or controls; reach with hands and arms. Regularly required to stoop, kneel, bend, crouch and lift up to fifty pounds.
· Specific vision abilities required by this job include close vision, distance vision, depth perception, color vision, and the ability to adjust focus. 
· The ability to maintain regular attendance consistent with federal, state, and local standards.
· Reasonable accommodation will be provided to enable individuals with disabilities to perform essential functions. 

Work Schedule
· Work is performed seasonally, part-time, with a weekly schedule that typically does not exceed 20 hours.  Work hours will vary based on season, projects, budget, and other factors.
· Work shifts are flexible as approved by the Operations Manager and/or Executive Director.
· Work shifts will include evenings and weekends.  Shifts will be coordinated with the Executive Director and/or Operations Manager at the time of hire.  Candidates can expect working hours that typically fall between 12:00 PM and 10:00 PM.

Additional Opportunities
· Motivated team members may have additional career development opportunities, including cross-department experience in marketing, communications, customer service, and the travel industry.
· Team members in good standing with excellent attendance records may be eligible for free services or experiences with member organizations such as tours, charters, events, restaurant vouchers, and similar throughout the year.

DISCOVER VALDEZ (Valdez Convention and Visitors Bureau, Inc.) values all employees and job candidates as unique individuals, and we welcome the variety of experiences they bring to our organization. We will seek to uphold the standard to treat each person equally regardless of race, sex, gender identification, sexual orientation, national origin, native language, religion, age, disability, marital status, citizenship, genetic information, pregnancy, or any other characteristic protected by law.

Alaska remains an at-will-employment state. This means, absent a contract to the contrary, and unless the employee can successfully assert a common law or statutory claim (such as under a discrimination or retaliation statute), an employer is free to terminate an employee's employment for any reason or no reason. 

Application Instructions
To apply, please email a resume and introduction to executivedirector@valdezalaska.org.  

Job Type:	Part-Time, Seasonal
Pay:		From $20.00 per hour 
Benefits: 
· Flexible schedule 
· Professional development opportunities
Experience: 
· One year of customer service
· One year of construction, maintenance, carpentry, or similar
Ability to Commute: 
· Valdez, AK
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