
 
 

POSITION TITLE:  MAINTENANCE TECH  

Reports To: Maintenance Manager 

  

Position Summary 

The Maintenance Tech position is responsible for performing the tasks involved in 
maintaining facility, machinery, parts, supplies, and equipment in support of safety and 
company goals.  

  

Essential Duties and Responsibilities  

The essential functions include, but are not limited to the following: 

• Developing and implementing machine and building maintenance plans 
• Scheduling and completing of maintenance tasks to support production goals, 

maintain safety, prevent downtime, and elongate lifetime of assets 
• Training and managing any maintenance support team members 
• Managing the maintenance budget and supporting the record keeping of purchases 
• Recording and organizing maintenance and repair activities as they relate to 

individual assets 
• Supervising the condition of equipment and identifying potential maintenance needs  
• Coordinating with other department leaders to optimize resource use  
• Communicate between the maintenance team and the rest of the organization to 

help improve safety, care of machines, training, coordination, etc.  
• Identifying areas for improvement in maintenance processes and jobs, provide 

support to production leaders on projects to improve efficiency or ergonomics.  
• Responding to maintenance emergencies  
• Using active problem solving to create solutions for machine issues 
• Developing or supporting development of company policies and standard operating 

procedures as needed as related to position. 
• Manage inventory of available parts, tools, and materials to proactively plan for 

business continuity 



• Acting as company liaison to schedule, and coordinate with maintenance, service, 
and specialized vendors as needed.  

• Ensuring production machines, tools adhere to safety compliance. 
• Coordinate with purchaser as needed on project purchases related to repairs, 

improvements and maintenance.  
• Research resources for parts, solutions, vendors as needed 

  

Minimum Qualifications (Skills and Abilities) 

• Proficient in computer skills in spreadsheet, databases, etc (Microsoft, word, excel, email) 

• Strong technical knowledge of equipment, products, and processes 

• Strong organizational and time management skills 

  

Physical Demands and Work Environment 

 The physical demands described here are representative of those that must be met by an 

employee to successfully perform the essential functions of this position. Reasonable 

accommodations may be made to enable individuals with disabilities to perform the functions. 

While performing the duties of this position, the employee frequently is required to use hands 

or fingers, handle, or feel objects, tools or controls. The employee is required to stand; walk; sit; 

reach with hands and arms; climb or balance; and stoop, kneel, crouch, or crawl. The employee 

must occasionally lift and/or move up to 75 pounds. Specific vision abilities required by this 

position include close vision, distance vision, peripheral vision, and the ability to adjust focus. 

While performing the duties of this job, the employee is exposed to plant environment to include 

moving mechanical parts, fumes or airborne particles, toxic or caustic chemicals, and risk of 

electrical shock. The use of safety equipment to include but not limited to; eye safety glasses, 

hearing protectors, and work boots. Loose-fitting clothes and jewelry are not permitted. The 

noise level in the work environment is usually moderate to high. 

 

Note: This job description in no way states or implies that these are the only duties to be 

performed by the employee(s) incumbent in this position. Employees will be required to follow 

any other job-related instructions and to perform any other job-related duties requested by any 

person authorized to give instructions or assignments. All duties and responsibilities are essential 

functions and requirements and are subject to possible modification to reasonably accommodate 

individuals with disabilities. To perform this job successfully, the incumbents will possess the 

skills, aptitudes, and abilities to perform each duty proficiently. Some requirements may exclude 

individuals who pose a direct threat or significant risk to the health or safety of themselves or 



others. The requirements listed in this document are the minimum levels of knowledge, skills, or 

abilities. This document does not create an employment contract, implied or otherwise, other 

than an “at will” relationship. 

  

Reviewed with employee by 

  

Signature:_______________________________  

Name (print): ________________________________  

  

Title:_____________________________________________________ Date: 

_____________________ 

  

Received and accepted by 

  

Signature:_______________________________  

Name (print): ________________________________  

  

Title:_____________________________________________________ Date: 

_____________________ 

  

The company is an Equal Opportunity Employer, drug-free workplace, and complies with ADA 

regulations as applicable. 
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