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Marina Maintenance Superintendent

Reports To: General Manager         Supervises: Grounds Keeper, Maintenance Supervisor, Head Custodian, Security Chief

  Job Overview
 The Maintenance Manager will be responsible for the overall conditions of the Marina facility. He/she will have to be diverse  
 enough to handle from the smallest maintenance to one of a large emergency. The Maintenance Manager will be coordinating  
 with the General Manager and the Operations Manager.
 
 Responsibilities
   1. Maintenance and repair on all dock systems both floating and fixed.
   2. Set up of, implementation of and continuation of a weekly checklist for the dock system. To make sure that all portions of  
   the dock are in good repair, safe condition and working order at all times.
   3. Maintenance and repair of all vehicles, equipment, tools and lawn equipment.
   4. Maintenance and repair on all buildings, fixtures and supporting equipment.
   5. Scheduling and training of personnel to maintain restroom, shower and laundry room cleanliness.
   6. Scheduling and training of personnel to maintain lawns, plant beds and other landscaping.
   7. Scheduling and training of personnel taking care of rubbish containers, dumpsters and overall cleanliness of the facility.
   8. Responsible for adequate supplies to maintain all functions of the facility at all times.
   9. Maintaining proper parts and supplies for all equipment in case of emergency repairs.
 10. Responsible for preparing and maintaining the following documents:
   a. Maintenance manual for docks.
   b. Weekly checklist for dock system.
   c. Maintenance manual and checklist for all vehicles
   d. Training schedule for janitorial Staff.
   e. Training schedule for grounds keepers.
   f. Winterize manual for docks, buildings, water supply systems and equipment.
   g. Checklist for the above winterization procedures.
   h. Maintenance manuals and checklists for buildings.
 11. Maintain following documents and regulations set forth by Occupational Safety and Health Administration (OSHA):
   a. Establish and maintain written hazardous communication program.
   b. Accumulate and maintain Material Safety Data Sheets for all hazardous chemicals.
   c. Complete chemical inventory at all times.
   d. Train all Employees on a yearly basis about the chemicals they work with.
   e. Inform Employees regarding personal protective equipment that must be used in order to work more safely.
   f. Record all training that takes place and have Employees sign the same.
   g. Responsible for accident investigating and recording.
   h. Maintaining OSHA log.
   i. Establish safe work practices.
   j. Maintain manifest, etc., for shipment of waste.
 12. Maintain all fire fighting equipment and assist local fire departments with their annual inspections.
 13. To become familiar and in compliance with NFPA 303 manual.
 14. Organize and implement all emergency procedures for any type of incident that may happen.
 15. Prepare budget for all aspects of maintenance equipment, personnel, repairs, preventative maintenance and parts.
 16. Assist in all future expansions of facility to ensure easy maintenance full knowledge of expansion.
 17. Participate on all major repairs and expansion projects from outside contractors to receive at least three (3) qualified bids.
 18. Prepare weekly schedules for Employees to be turned in to Office Manager/ Administrative Assistant.



Marina  
Maintenance Manager 

(continued)

 19. Maintain proper job descriptions for the following positions:
   a. Janitorial staff
   b. Grounds keepers
   c. Equipment personnel
   d. Security staff
 20. Responsible to General Manager and to work with Operations Manager.
 21. Plan and conduct Marina maintenance and repairs in a timely manner while adhering to budgets and regulatory requirements.
 22. Any other duties as assigned by the Marina Management.

 Additional Responsibilities
   1. Coordinate the work force under his/her responsibility to ensure safe, smooth operations, wet slip docking, fueling, maintenance  
  and housekeeping.
  a. Instill in all Employees safe working practices.
  b. Set duty assignments and schedules with approval from supervisor.
   2. Maintain grounds, equipment and buildings in such a manner that they are aesthetically and operationally at best and within  
  all legal requirements.
  a. Identification of maintenance, repair and housekeeping needs. With supervisors, establish priorities and a time table to  
   schedule necessary work.
  b. Keep accurate check lists and records of maintenance and repairs as required (including forklifts, elevators, fueling equipment,  
   harbor boat, docks, piers, seawall, jib crane, emergency and safety equipment, outside lighting, bait equipment, etc.
  c. Be aware of expense budgets for maintenance and operate within.
  d. Basic knowledge of electrical and plumbing repairs required.
  e. Heavy lifting required,
  f. Working in high places sometimes required.
  g. Knowledge of painting preparation and painting.
  h. Ability to safely use power tools required.
   3. Maintain supply inventories for maintenance and cleaning supplies, bathroom supplies, tools, and oil spill equipment.
   4. Assistance in special Marina functions - tournaments, etc.
   5. Marina store duties including:
  a. Opening and closing of store.
  b. Inventory assistance.
  c.  Writing sales tickets.
  d. Know general inventory and applications to assist customers in their needs.
  e. Promote store merchandise through conversations and assistance with customer problems.
   6. Proficiency in VHF base radio operations.
   7. Know correct hurricane, fire, first aid and oil spill, man overboard, and boat sinking procedures - coordinate activities of your  
  workers during implementation of these procedures.
   8. Know live bait keeping procedures and laws (if applicable).  Strictly adhere to them.
   9. Maintain daily boat activity reports - which doubles as a check list to ensure all boats return to Marina within scheduled “float plan”.
 10. Know all harbor regulations, contractual provisions, enforcement policies, and rate schedules.
 11. Report all boat, rack, dock damage to Operations Manager immediately and make effective repairs.
 12. Assume additional responsibilities as assigned in the absence of the Operations Manager.
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Decision Impact
A bad decision in facility maintenance can cause temporary or permanent loss of the storage and/or dockage units and equipment  
as well as the loss of customer’s boats. Customer service and Marina revenues could suffer significant losses, and the repair or  
replacement expenses could be in the hundreds of thousands of dollars.

Minimum Qualifications
 1.  Working knowledge of how a Marina works in the physical dimensions, such as:
  a. Dock systems
  b. Electrical system
  c. Plumbing
  d. Mechanical
  e. Equipment
 2.  Working understanding of Safety procedures and record keeping.
 3.  Management and supervisory skills.
 4.  Ability to relate to customer satisfaction.
 5.  Understanding of how to plan for preventive maintenance and new project costing, bidding and implementing.
 6.  Basic business skills for understanding and adhering to job costing and budgeting.
 7.  General knowledge of Marina facility and its operations.
 8.  Minimum of ___ years experience in the Marina business.
 9.  Must have an exhibit a pleasant personality and demonstrate the ability to get along with customers and co-workers.
10. Basic mechanical and handyman skills.
11. Have home phone or personal beeper for emergency contact.
12. Ability to swim and know man overboard procedures and general first aid.
13. Some small boat handling skills.

Work Schedule
The Maintenance Manager will be of the salaried position due to his/her leadership qualifications and supervisory capacity. The  
Maintenance Manager will need to work the amount of time require to keep the facility in 100% operating condition.  

There will be a number of times the Maintenance Manager will be called in for emergency repairs, emergency situations, upcoming 
storm preparation and other conditions that will require their presence at the Marina. The Maintenance Manager should have the 
means of being reached at any time for any emergency or storm condition.
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