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THE SALVATION ARMY – NORTHWEST DIVISION 
 

FACILITY MAINTENANCE/ WAREHOUSE WORKER POSITION 
 

POSITION DESCRIPTION 
 
Department:  Property, Northwest Divisional Headquarters 
Working Title:  Facility Maintenance/Warehouse Worker 
Job Summary: To provide maintenance for DHQ facilities. To receive, inventory 

and distribute donations from the Hallmark Corporation to The 
Salvation Army Alaska Division, and to Northwest Division Corps. 

Supervisors: Property Operations Manager, Property Manager, Director of 
Women’s Organizations via Hallmark Coordinator 

 
 
Skills Required 
 

 Ability to follow written or spoken directions 

 Ability to work independently with minimal supervision to complete all assigned 
tasks. 

 Must hold valid Washington state driver’s license and be able to show proof of insurance and 
have access to a motor vehicle.  

 Ability to pass background and motor vehicle record checks. 

 Knowledge of safe work practices. 

 Basic technology skills, including email, copier/printing, electronic filing, phone 
messages, and faxing 

 Basic electrical and plumbing knowledge. 

 Basic carpentry skills. 

 Painting skills. 

 Yard maintenance skills. 
 

Essential Duties 
 

 Be first contact for off-hours emergency issues such as building not locking, janitorial 
concerns/calls, etc. 

 Be first contact to DHQ building tenants for maintenance issues 

 Be first contact to coordinate maintenance calls for DHQ building and meet company 
on-site for repair instruction 

 Responsible for tracking and coordinating monthly/quarterly/annual inspections such 
as fire system, elevator, HVAC, etc., including all repairs or corrections identified as 
necessary 

 Schedule and manage all building vendors such as garbage and recycle pickup, 
inside and outside landscape maintenance, and report if it’s off-schedule or needs 
schedule revision 

 Be knowledgeable of our electronic systems for video surveillance, HVAC, and key 
cards 
 

Physical Requirements 
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 Ability to sit, walk, stand, bend, squat, climb, kneel, and twist on an intermittent or 
continuous basis. 

 Ability to grasp, push, pull objects, and reach overhead. 

 Ability to move furniture such as tables, chairs, desks, bookcases. 

 Ability to move office materials and supplies such as boxes of paper, chair mats, 
computers and printers. 

 Ability to lift 60-75 pounds 
 
DHQ Building Duties 
 
      Daily: 

 Clean entry glass, entry area and lobby area. 

 Pick up any trash outside of building, on the sidewalk or in the landscape areas; 
report any vandalism. 

 Check dumpster area for trash and refuse on ground and clean up as needed. 

 Check for overnight guest and report if blocking fire exit area. 

 Walk through building hallways, stairwells, lobbies and public areas to look for burnt 
out lamps, relamping as needed. 

 Check garages, removing any trash and report lights that are out. 

 Report any problems with plants inside or outside of building. 

 Transport cardboard and other recyclable materials to dumpster area, or take to 
recycler. 

 Check vending machines for low stock, let Property Operations Manager know when 
to reorder or suggest new items 

 Look for spots or stains on flooring, walls, ceilings, and clean or repair as needed 

  
 
Weekly: 

 Clean dumpster area; report on recycle containers if need to be emptied. 

 Sweep out the garages. 

 Vacuum the stairwells 

  
Monthly: 

 Wipe off chairs in breakroom (or as needed). 

 Clean and empty the crushed can bin in the breakroom (as needed). 

 Vacuum the upholstered furniture in TSA offices. 

 Clean building relights (inside windows). 

 Clean lighting fixtures. 

 Clean HVAC office vents. 

 Clean the building walls and trim.  

 Maintain all building storage areas in a neat and orderly manner.  

 Check the vending machines in breakroom, remove the money with someone from 
the Finance Department and check the parking garage payment box with someone 
from Finance 

 Maintain inventory of vending machines in breakroom and restock as needed. 

 Paint touchup. 

 Make sure water filters in building are changed quarterly in the water fountains, 
refrigerators, etc. 
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     Quarterly: 

 Clean driveways and walkways. 

 Paint facilities and fences. 

 Move furnishings. 

 Remove debris and trash to dump. 

 Meet contractors for maintenance, repair jobs, bids, as needed 
 

Hallmark Warehouse: 

 Receive incoming Hallmark shipments as notified by signing and dating the trucking 
delivery slips.  The packing slips are given to the Hallmark Coordinator. 

 Identify each carton as “Received” by so stamping (also indicate date received). 

 Inventory all receipts, providing it in written form to the Hallmark Coordinator. 

 Distribute according to formula, to Alaska and to Northwest Divisions. 

 Subsequently distributes Northwest Division’s portion of inventory to all Northwest 
units according to written roster and formula. 

 Notify Hallmark Coordinator when allocations are ready for shipment to Alaska, 
Cascade and pickup by individual Northwest units. 

 Work with Hallmark Coordinator regarding special needs for divisional programming. 

 Transport Women’s Organization Hallmark items to DHQ or other location as 
request. 

 Supervise on-call and temporary warehouse employees as needed. 

 Keep an always-updated inventory of what’s at the warehouse, keep updated on 
destroy-by dates and communicate with departments on old items to make sure they 
still need to be stored 

 Provide “request for approval to destroy” to CFC agenda prior to any documents 
actually being destroyed 

 
Other: 

 Help at the Toy n Joy Christmas Center. 

 Deliver and retrieve tables, chairs, and equipment for Soup Line, Celebrity Bell 
Ringing and other events. 

 Perform other work as assigned 

 Pickup and deliver supplies. 

 Help with office and furniture moves. 

 Manage floater vehicle maintenance log scheduling and servicing of vehicles 
 


