	[image: image1.png]D 1AS

Habitat

for Humanity®
Greater Greensboro




Original Date: 

5/9/2018
Job Req#/Date:
CON02-2018
Revised Date: 
Approved By:



	Job title: Critical Repair Manager

	Work Location: Varies

	Division/Department: Construction 

	Reports to: Director of Construction 

	( Full-time

( Part-time
	( Exempt

( Nonexempt

	General Responsibilities:
· Uphold the Mission, Values and Promises of Greensboro Habitat for Humanity
· Represent HHGG in the Greensboro community, with Habitat International and among other Habitat affiliates
· Promote an environment where volunteers are productively engaged in the organization’s work
· Promote an environment where staff members are strongly encouraged to participate in faith formation activities.

· Keep informed of innovation, trends and best practices. Seek to regularly initiate and implement creative practices and programs to achieve greater operational efficiency and productivity.

· Demonstrate excellent communication skills, including:
· the ability to write and speak clearly and effectively, 

· an aptitude for listening to others, and 

· a capacity to engage, inspire and persuade

· Create an environment where safety of staff, volunteers and homeowners is a high priority.



	Essential Duties and Responsibilities (%): 

Planning/Scheduling 

· Review applications for potential projects 

· Inspect existing site conditions for required repairs 

· Prepare scopes of work detailing the extent of contracted and/or volunteer built work 

· Communication with homeowners 

· Develop and adhere to construction plans, standards and schedules to meet affiliate and sponsor goals 

· Communicate schedule adjustments to HHGG staff 

· Be present at volunteer staffed worksites 
· Prepare list of construction tasks for workdays 
· Coordinate any required architecture and engineering; submit building permit applications 

· Establish budgets for each project, track and ensure cost controls, quality standards 

· Manage site safety and compliance with affiliate risk management policies and procedures
· Document processes and periodically review with Construction Director to ensure efficiency and completion.  

· Lead special projects, delegating as needed. 

· Support New Construction, Rehab, and Recycle projects as needed. 

· Maintain clean and safe work environment. 

· Manage all punch-list issues and repairs in a timely manner. 
Volunteer Management 

· Teach non-skilled volunteers how to use tools and train them on the day’s construction tasks 
· Properly plan for, mentor, and support AmeriCorps and volunteers on a daily basis. 
· Provide safety talk and be aware of safety hazards throughout the day 
· Monitor the work done by volunteers and subcontractors to ensure construction quality  
· Maximize volunteer usage 
Materials/Paid Labor 

· Develop take-offs, manage bids and place material orders 

· Submit coded invoices promptly 

· Manage subcontractors 

 

	Education and/or Work Experience Requirements: 

· Minimum of 5 years construction management experience, with strong background in remodeling/rehabilitation. 

· Universal Dwelling Code and Green Building Knowledge. 

· OSHA-10 Construction Safety and Health certification a plus. 

· Lead Safe Renovator Initial-8 certification a plus. 

· Experience working with volunteers a plus. 

· Experience scheduling contractors. 

· Ability to manage clean and concise work in homes that are occupied. 

· Physical ability to complete work on build sites. 

· Team player with excellent personnel management skills and capacity to build a strong team. 

· Strong communication skills to work across departments and with various levels of management. 

· Proven ability to manage a high-production construction schedule with multiple deadlines, in-house and outside resources and interdepartmental coordination. 

· Experience in negotiating and managing subcontracts. 

· Demonstrated planning and organizational skills, including the ability to anticipate tasks, set priorities, meet deadlines, and function smoothly under strict deadlines and shifting priorities. 

· Ability to think strategically and to envision and balance "big-picture" priorities. 

· Computer literacy with demonstrated experience in Microsoft Office (Word, Excel). 

· Able to respond to emergency situations calmly and effectively. 

· Commitment to affordable housing and Habitat's mission. 



	Physical Requirements: 
Physical Demands  

Lift/Carry  

· Stand  

· Walk  

· Sit  

· Handling / Fingering  

· Reach Outward  

· Reach Above Shoulder  

· Climb  

· Crawl  

· Squat or Kneel  

· Bend  
 

· F (Frequently) 

· F (Frequently) 

· F (Frequently) 

· F (Frequently) 

· F (Frequently) 

· F (Frequently) 

· F (Frequently) 

· F (Frequently) 

· F (Frequently) 

·  F (Frequently) 
· 10 lbs or less  

· 11-20 lbs  

· 21-50 lbs  

· 51-100 lbs  

· Over 100 lbs  
 

· F (Frequently) 

· F (Frequently) 

· F (Frequently) 

· F (Frequently) 

· N (Not Applicable)  

· Push/Pull  

· 12 lbs or less  

· 13-25 lbs  

· 26-40 lbs  

· 41 
-100 lbs  

· F (Frequently) 

· F (Frequently) 

· F (Frequently) 

· N (Not Applicable)  

N (Not Applicable) 
Activity is not applicable to this occupation.  
O (Occasionally) 
Occupation requires this activity up to 33% of the time (0 - 2.5+ hrs/day)  
F (Frequently) 
Occupation requires this activity from 33% - 66% of the time (2.5 - 5.5+ hrs/day)  
C (Constantly) 
Occupation requires this activity more than 66% of the time (5.5+ hrs/day)  


	Print Employee Name:

	Employee signature:                                                                                                     Date:


	Director Approval:                                                                                                         Date:


Equal Opportunity Information

Habitat for Humanity of Greater Greensboro is an Equal Employment Opportunity organization.

Habitat policy prohibits discrimination based on race, sex, color, creed, national origin, age, citizenship, mental or physical disability or veteran/reserve/National Guard or any other similarly protected status. The information requested below will in no way affect you as an applicant.  Its sole use will be to see how well our recruitment efforts are reaching all segments of the population.

Employment with Habitat for Humanity Greater Greensboro is a voluntary one and is subject to termination by you or Habitat for Humanity Greater Greensboro at will, with or without cause, and with or without notice, at any time
