
 
JOB DESCRIPTION 

 
Job Title:​ Maintenance Manager Reports To:​ ​President 
 
Location: Classification:​ Salary - Exempt 
 
Position(s) Supervised:​ Plant Maintenance Mechanics Pay Level: 
 
Incumbent:  
 
J​OB​ S​UMMARY 
Maintain all fixed plant equipment in good working condition to optimize plant efficiency and quality and minimize 
downtime. 
 
E​SSENTIAL​ J​OB​ D​UTIES​/F​UNCTIONS  

● Develops programs and processes to perform routine maintenance on all equipment according to 
manufacturers specifications. 

● Identifies processes, methods and programs to maintain equipment at the lowest possible cost and the minimal 
amount of downtime. 

● Ensures that maintenance work orders are completed timely, cost-effectively and according to priority as 
established by company guidelines. 

● Works closely with operations and quality to ensure proper priorities on work orders. 
● Maintains an optimum level of spare parts inventory balancing availability with cost, obsolescence and 

shrinkage factors. 
● Performs necessary tests on new equipment to ensure it will function as expected. 
● Ensures compliance with all company, local, state and federal safety and environmental policies, procedures 

and regulations. 
● Manages maintenance employees to ensure they are productive, properly trained and utilized efficiently. 
● Ensures emergency work orders or equipment malfunctions that slow or stop production are addressed 

immediately in a cost effective manner. 
● Works closely with equipment vendors and manufacturers to identify, analyze and solve equipment needs and 

issues. 
● Coordinates the disposal or sale of obsolete or discarded equipment. 
● Coordinates and manages maintenance activities for plant equipment, property and facilities company-wide. 
● Visits plant sites to audit and observe property, plant and equipment. 
● Coordinates the bidding and selection process for new equipment purchases to ensure lowest possible total 

cost consistent with the lowest total maintenance cost while yielding the greatest reliability. 
● Assists with plant layout and design as needed. 
● Develops annual capital improvement budget based on input and observation. 
● Manages approved capital improvements within established budget and timeline guidelines. 
● Other duties as assigned. 
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JOB DESCRIPTION 

 
 
 
K​NOWLEDGE​/S​KILLS​/A​BILITIES​/E​XPERIENCE​ (R​EQUIRED​ = R; P​REFERRED​ = P) 

● High School diploma required. Prefer additional training or education in engineering, electronics or 
mechanical curriculum. 

● Minimum of 10 years maintenance experience in a manufacturing environment with at least two years of 
supervisory experience. Batch plant experience is a plus. 

● Demonstrated experience with equipment selection, purchase and disposal. 
● Demonstrated ability to read blueprints and equipment schematics. 
● Demonstrated ability to communicate effectively both written and oral. 
● Must be able to read, write, speak and understand English. 
● Demonstrated proficiency with basic math to include addition, subtraction, multiplication and division. 
● Demonstrated ability to plan and organize and to work independently. 
● Must possess a current, valid driver’s license. Class B CDL is preferred 

 
E​QUIPMENT​ U​SED 

● Various hand and power tools. 
● Pick-up truck 
● Telephone 
● Personal computer 
● Copier 
● Fax machine 

 
P​HYSICAL​ R​EQUIREMENTS 

● Frequent periods of standing and walking on wet, dry, even and uneven surfaces. 
● Occasional climbing up/down ladders, steps and equipment. 
● Occasional stooping, bending and kneeling. 
● Occasional reaching, pulling, pushing and grabbing. 
● Occasional lifting of up to 50 lbs. 
● Occasional carrying of up to 50 lbs. 

 
E​NVIRONMENTAL​ C​ONDITIONS​ ​(P​ERSONAL​ ​PROTECTIVE​ ​EQUIPMENT​ ​IS​ ​PROVIDED​ ​WHERE​ ​REQUIRED​ ​OR​ ​REQUESTED​) 

● Majority of work is performed outdoors with occasional/frequent exposure to extremes in temperature, 
moisture, dust and noise. 

● Occasional exposure to wet and dry, even and uneven surfaces. 
● Frequent exposure to cement, concrete, chemicals and admixtures. 
● Frequent exposure to moving equipment and machinery parts. 

 
I understand the description of this job, the essential functions that are described, and that some of this 
information could vary slightly from location to location. I also understand that all of the job duties are 
not described above and that I will perform those duties listed as well as any other related duties as 
directed by my supervisor or any other member of management. 
 
 
_____________________________ ___/___/___ ______________________________   ___/___/___ 
Employee Signature      Date
Supervisor Signature          Date 
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