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Environmental Service Technician I



Summary of Job Duties  
Under the direction of the COO the Environmental Service Technician’s responsibilities include, but not limited to, maintaining and organizing a secure supply room, issuing supplies to various departments & locations, tracking supply levels and assure levels are maintained, working with purchaser and business administrators, assuring and completing all facility maintenance, repairs, office movements, construction, etc..  Must properly and safely complete maintenance duties and perform light contractor/handyman type work to install and/or repair minor building issues, lift heavy supplies and perform physical maintenance work.  Must assure inventory control and management according to policies and compliance expectations.  Must be successful at overseeing and assures all facility duties in all OMC facilities and storage rooms. Other duties as assigned by COO or CEO. 

Essential Job Functions
The Environmental Service Technician will assure the following is done:
Supply: 
· Organize and secure supply room according to compliance expectations
· Track supply levels, maintain assigned supplies, and give regular reports to Executive Officers, according to OMC policy, procedures, and compliance expectations
· Issue supplies to designated, responsible managers of various clinic departments. 
Maintenance: 
· Maintain facility and work with Facilities Maintenance and other department managers to assure safety at work sites. 
Contractor Duties: 
· Perform light contract / handyman type work to building installing approved items to walls, removing signs, installing equipment, etc. as assigned. 
OTHER DUTIES AS ASSIGNED: 
· Any other facility related duties as assigned by COO/CEO.

Knowledge, Skills, and Abilities

Knowledge of customer/public service principles and techniques; effective communication styles and techniques appropriate to different customers cultural competency.

Skills in providing excellent customer service and support; organizing and prioritizing workload and meeting deadlines; using computer software including word processing, databases, spreadsheets and PowerPoint; written and verbal communications; problem solving; conducting fact-finding research among multi-disciplinary programs and co-workers; and providing training to staff on various topics.

Ability to interact effectively and professionally with persons from diverse cultural, socioeconomic, education, racial, ethnic and professional backgrounds; work effectively with managers, co-workers, members of the public and professional groups; manage and coordinate activities and projects; communicate effectively, clearly, concisely with others (internal and external customers, both verbally and in writing), focus on detail and achieve an optimal level of accuracy required in an executive office; handle multiple projects and deadlines; follow-up on tasks and projects; consistently demonstrate positive/proactive customer service attitude; consistently maintains ethical behaviors exemplary of quality public service and fair standards, inclusively, among all employees and members of the public; to work as an effective team member; function independently, exercise sound judgment and initiative; be flexible to shift priorities; investigate complaints; maintain confidentiality; establish and maintain effective interpersonal work relationships and answer a high volume of phone calls; work towards goals and objectives of OMC; follow OMC policies—including adhering to employee vaccination requirements, the mission, vision, and values of the OMC.

Flexibility, adaptability, and effective self-management of stressful situations relevant to new and evolving assignments, responsibilities, and levels of supervision are necessary to meet new and evolving business needs and requirements for a full time position.

Must be able to receive constructive feedback in a positive manner for professional growth and development; must be dependable, available, and consistent in attendance and ability to accept new assignments that meet OMC growing needs.  Ability to maintain appropriate job-elated boundaries to support primary assigned duties and not take on unnecessary duties. 

Minimum Qualifications:
Minimum:	High-school Diploma
Preferred:	Over 5 years of experience with facility/supply maintenance and with contractor / handyman type work. 

Special Requirements
Must have a valid Driver License, reliable transportation, and be willing to travel between OMC facilities if needed. Must be physically fit and have the ability to frequently lift items 50lbs or more, bend, stoop, crawl, etc. Must be willing to work evening and weekend hours if necessary.  Must be in compliance with OMC employment policies.  


*Approved by CEO on 	03/28/2025		
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