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Facilities & Operations Technician
Position: Full-Time / Regular / Non-Exempt
Supervisor: Manager, Facilities and Maintenance

SUMMARY: The Facilities & Operations Technician is primarily responsible for ensuring the safe,
efficient, and organized operation of Operation Stand Down Tennessee's facilities, warehouse, fleet,
community room, equipment, and operating systems. This position performs preventive and corrective
maintenance while coordinating warehouse operations, inventory management of agency supplies,
community room readiness, fleet inspections, and general operational support.

The Facilities & Operations Technician serves as a key member of the Operations team by ensuring
agency facilities, equipment, warehouse operations, and event spaces remain safe, functional,
organized, and ready to support Operation Stand Down Tennessee's mission. Working collaboratively
across departments, this position supports veterans, staff, volunteers, community partners, and visitors
by maintaining a professional, safe, and welcoming environment.

ESSENTIAL DUTIES AND RESPONSIBILITIES:

Facilities and Maintenance:
e Perform routine, preventive, corrective, and emergency maintenance on agency buildings,
grounds, equipment, and operating systems.
e Perform repairs involving electrical, plumbing, HVAC, carpentry, painting, flooring, doors, locks,
and other building components.
e Assist in renovation, remodeling, demolition, and general construction projects as assigned.
e Perform routine inspections of facilities, vehicles, equipment, and building systems to ensure
safe and efficient operations.
e Coordinate and document preventive maintenance schedules for facilities, vehicles, and
equipment.
Maintain accurate maintenance records, inspection reports, and completed work orders.
Coordinate with approved vendors and contractors as directed.
Participate in developing departmental procedures and operational best practices.
Coordinate preventive maintenance and repairs for fleet vehicles.

Warehouse Operations:

e Maintain a clean, organized, and safe warehouse environment.

e Receive, inspect, organize, and properly store incoming deliveries and donated goods.

e Maintain accurate inventory management of agency supplies, maintenance materials, furniture,
equipment, and warehouse assets.

e Rotate inventory and ensure materials are stored in accordance with agency standards.
Safely operate forklifts, pallet jacks, and other material handling equipment.

e Maintain warehouse organization in accordance with OSHA and agency safety standards.



Community Room Operations:

e Coordinate the setup and breakdown of community rooms for meetings, trainings, volunteer
activities, and special events.
e Arrange tables, chairs, linens, and other event furnishings as required.
Maintain community room furniture, equipment, and supplies in clean and serviceable condition.
e Ensure community rooms remain clean, organized, and prepared for scheduled events.

General Duties

e Adhere to all Agency and Department policies and procedures.

e Participate in Agency and Department meetings, data collection, and Quality Improvement
Monitoring and Review.

e Complete purchase requests and maintain required supporting documentation in accordance
with agency procedures.

e Perform additional duties as assigned.

QUALIFICATIONS:

Minimum of two years of experience in facilities and maintenance. Preferred certification and/or
licensure in one or more skill areas (HVAC, electrical, plumbing, carpentry) or demonstrated skills and
working knowledge (including use of tools) equivalent. OSHA-compliant forklift certification or ability to
obtain. Possesses valid current driver’s license.

Other Skills Abilities, & Qualifications:

Veteran status preferred.

Strong organizational, multitasking, and time management skills.
Problem-solving ability with a strategic mindset.

Motivational leadership style to inspire staff and clients.
Comfortable in group and public speaking settings.

BENEFITS:

Fun, mission-driven culture; excellent PTO policy; 401K and subsidized health care, dental, and vision
plan.

HOW TO APPLY:

A resume and cover letter should be submitted to jobs@osdtn.org. No phone calls, please. Selected
candidate must pass a drug test and background check.

OSDTN is an equal opportunity provider of services and an equal opportunity employer-Civil Rights Act
of 1964 and Americans with Disability Act of 1990. If you require support or adjustments during the job
application or interview process, please contact us via email at jobs@osdtn.org or call 615-248-1981 and
ask for HR. OSDTN is committed to complying with federal and state laws regarding individual needs,
ensuring reasonable accommodations for applicants and candidates who may require assistance.



