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Job Description 

 

JOB TITLE: Maintenance Lead REPORTING TO: Harbormaster 
FLSA: Non-Exempt DATE: 7/9/2019 

 
Summary 
 

The Maintenance Lead is responsible for providing oversight and direction to the Port’s marina 

attendants staff and management of all Port facilities maintenance. This position manages 

preventative maintenance across the Port’s grounds, marina and offices, and provides project 

management of capital improvement projects. This role requires comprehensive experience in a 

variety of yard and building maintenance.  

  

Essential Functions  

 

▪ Lead the safe and efficient daily on-site management of marina operations maintenance for 

all property grounds, marina office, and fuel dock.  

▪ Direct and work with marina attendants in maintenance schedules and safety inspections.   

▪ Assess capital improvement projects scope of work and partner with Harbormaster on 

engagement with third-party vendors for cost estimates.   

▪ Manage repairs, alterations, and improvements to the marina, to include minor electrical, 

mechanical and plumbing work.  

▪ Maintain all Port equipment including cleaning, ensuring proper fluid levels and replacing 

parts.  

▪ Maintain proper fuel inventory levels and supplies for fuel dock. Ensure all fuel pump out 

stations are maintained in working order as required by regulating authorities.  

▪ Document repairs, replacement and other performed maintenance. Complete and maintain 

all applicable required records, including safety reports and hazardous materials.   

▪ Manage project scheduling, task assignment and follow-up to completion of work on-time 

and within budget.  

▪ Maintain building exteriors and grounds and manage grounds keeping and park/restroom 

facilities. 

▪ Perform safety and emergency service duties.   

▪ Assist in conducting safety and regulatory compliance training. 

 

Education and Experience  
 

▪ Five or more years’ experience in facilities management in a maritime environment required 

▪ Associate’s or Bachelor’s degree in Engineering or combination of trade school certifications 

and experience 
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▪ Knowledge of facilities, equipment and grounds maintenance; marine related facilities and 

maintenance experience a plus. Familiar with carpentry, electrical, water, and gas systems 

and mechanical motor and hydraulic equipment.  

▪ Maintain Fuel Training Certification Level IV 

▪ Maintain OSHA and HAZMAT certification(s) and have CPR/First Aid training   

▪ Knowledge of facilities management principles and practices is preferred 

▪ Proficient with Microsoft Office suite. 

▪ Possess a valid Washington Driver’s License with an acceptable driving record. Commercial 

license desirable.  

 
Knowledge, Skills & Abilities 
 
Communication. You pride yourself on delivering clear, effective written and verbal 
communications and possess active listening skills. 
 
Customer Focus. You assess performance from the customer’s point of view and identify ways 
to improve service delivery in your quest to achieve customer satisfaction.  
 
Work Excellence. You set high quality standards and strive for continuous improvement and 
quality assurance with all deliverables. 
 
Collaborative. You are a team player with the ability to work collaboratively and comfortably 
with internal and external stakeholders who have diverse skills and experience. This includes 
co-workers, vendors, regulatory agencies, tenants and the public. 
 
Bias for Action. You enjoy a challenge, can act with a minimum amount of planning, and seize 
opportunities when they come your way. You can be counted on to complete tasks and projects 
on-time. 
 
Professional Know-How. You effectively apply professional knowledge to solve a range of 
problems. You possess an in-depth knowledge and skill in facilities management. You are 
mechanically inclined. You maintain a high level of integrity, confidentiality and dependability.   
 

Additional Requirements 
 

The Port offers office and outdoor work environments. This role works in both office and outdoor 

environment year-round and in all weather conditions (rain, snow, and extreme heat or cold). 

This role works on docks, waterfronts and moorage facilities and on surfaces that may be 

unbalanced, slippery, moving, inclined and at varying heights above deep water.  
 
This role will be required to sit, stand, walk, reach, bend, kneel, climb, drive, lift and/or move up 
to 100 pounds throughout the work day. This role will also require seeing up close, at a distance 
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and in color, peripheral vision and depth perception and hear warnings and other audible 
indications of dangerous conditions.  
 
The functions of this role works primarily during the day, but the schedule will not always fit into 
a regular forty (40) hour schedule and may vary between high boating season (April through 
October) and the rest of the year. This position must be readily available for urgent situations in 
off-hours, and on call 24/7.  
 
This role must have fire and environmental safety knowledge. This position must participate in 
Crisis Management trainings. This role should be familiar with emergency procedures for the 
Port facilities and offices to address boat sinking, fuel spills, accidents, fire and/or thefts.  
 
This role must operate a variety of tools and equipment, vehicles and boats required for Marina 

operations competently and safely. This role uses appropriate safety gear, as needed.  

About the Port of Kingston  
 

The Port operates in accordance with the laws and statutes of the State of Washington. It is 

governed by three Port Commissioners elected by the constituents of Kitsap County.  
The mission of the Port of Kingston is to enhance the economic and social well-being of the Port 

District Residents by support of the economy, and by providing a waterfront facility for recreation 

and leisure activities.  www.portofkingston.org 

 
The above statements are intended to describe the general nature and level of work being performed by people 

assigned to this classification. They are not to be construed as an exhaustive list of all responsibilities, duties, and 

skills required of people so classified. All employees may be required to perform duties outside of their normal 

responsibilities from time to time, as needed. 

http://www.portofkingston.org/

